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Processing a Customer Credit Memo 
 

The Customer Credit Memo document proved a means for selecting an open Customer Invoice and specifying 
an amount to the credited against the open invoice. 
 

Navigation: Main Menu> Transactions> Accounts Receivable> Customer Credit Memo 

 

 

 

 

Step # Procedure 
1.  Click the “Customer Invoice Credit Memo” link in the Transactions section from  

the Main Menu. 

2.  Enter the Customer Invoice Number in the Invoice Reference Number field. 

3.  Click the “continue” button. 
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Step # Procedure 
4.  On the Document Overview tab, enter “Credit Memo for Invoice XXXXXXX” in 

the Description field, where “XXXXXXX” represents the Customer Invoice 
Number. 

5.  The Explanation field is not required by the system but strongly suggested by UMD. 
 

 
 

Step # Procedure 
6.  The fields on the General tab will populate based on the Customer Invoice Number 

entered on the initial Customer Credit Memo screen. 
 

 

Step # Procedure 
7.  On the Items tab the information will display from the Customer Invoice Number 

entered on the initial Customer Credit Memo screen. 

8.  Enter the Quantity or the Amount for the Invoice Item the credit is being applied to. 

9.  Click the “recalculate” button. 
 
Note: If you entered the incorrect quantity or amount, click the “refresh” button,  
re-enter the quantity or amount and click the “recalculate” button again. 

10.  Click “show” on the General Ledger Pending Entries tab, check the entries and 
click the “submit” button. 
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