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1. Click on Outbox drop down 

list

2. Select Invoices

➢ Screen displays Invoices

3. Click on the required 

Invoice#

4. Click on Create Line-Item 

Credit Memo

➢ Screen displays Create 

Line-Item Credit Memo

➢ Refer to Slide ??, Line 

Item Credit Memo  -

Header Level – Quantity 

Adjustment

➢ Refer to Slide ??, Line 

Item Credit Memo  -

Header Level – Price 

Adjustment

Locating and Begin a Line Item Credit Memo
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1. Confirm or select Quantity 

Adjustment

2. Enter a Credit Memo #

3. Confirm the Credit Memo Date

4. Confirm or enter the Supplier Tax 

ID

➢ All other information in the 

Summary, Tax, Shipping, Special 

Handling, Discount, and Additional 

Fields should default

5. Scroll down to locate Supplier 

VAT Tax ID, confirm or enter the 

Supplier VAT/TAX ID

6. Scroll down and locate, Reason 

for Credit Memo, enter the 

Reason for Credit Memo

➢ To add an attachment, refer to 

Slide 34, Add Attachment tot 

Header Level

Note: All totals are shown as a 

Negative and tax must be added at 

Line item level

➢ Scroll down to Line Items

Line Item Credit Memo – Header Level – Quantity Adjustment
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➢ Line Items is displayed

➢ Tax information is auto-

populated based on the 

original invoice

1. Confirm the Unit Quantity 

and enter the amount if it is 

different to the one displayed 

(Ensure there is a negative 

symbol in front of the total)

2. Click Update

Note: Slide the Include button 

from green to grey to exclude

items not being credited 

3. Click Next 

➢ Screen displays Create 

Line-Item Credit Memo 

review

➢ Refer to Slide 33, Finalising 

a Line Item Credit memo

Line Item Credit Memo – Line Level -Quantity Adjustment
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1. Confirm or select Price 

Adjustment

➢ Screen message displays

2. Select Yes

3. Enter a Credit Memo #

4. Confirm the Credit Memo Date

5. Confirm or enter the Supplier 

Tax ID

Note: All totals are shown as a 

Negative and tax must be added at 

Line item level

6. Scroll down to locate Supplier 

VAT Tax ID, confirm or enter the 

Supplier VAT/TAX ID

7. Enter a Reason for Credit Memo

➢ Add Attachment (if required), refer 

to Slide 13, Adding an 

Attachment to Header Level

➢ Scroll down to Line items

Line Item Credit Memo – Header Level – Price Adjustment
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➢ Line items is displayed

➢ When creating a Line Item Credit 

Memo for a Price Adjustment, 

you need to calculate the 

difference between the original 

Unit Price and the reduced Unit 

Price and enter into the Unit 

Price Field

1. Enter the Quantity for the Price 

Adjustment (if for a different 

quantity)

2. Enter the updated Unit Price

3. Click on Update

➢ Screen displays updated totals

Note: Slide the Include button from 

green to grey to exclude items not 

being credited

4. Click on Next

➢ Go to Slide 33, Finalise a Line 

Item Credit Memo 

Line Item Credit Memo – Line Level Price Adjustment

Original Unit Price

The new Unit Price agreed on is $14.55 – if entered the total of the credit is $29.10 

The correct amount to be entered is $1.00, as that is the Price Reduction per unit to be credited
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➢ Review the Invoice

1. Click Submit

Note: The WesTrac does not 

require a paper invoice, however 

if you require for you records 

Click on Print.

2. Click on Exit

➢ Screen returns to the Invoice

3. Click on Done

➢ Screen displays the Outbox-

Invoices

Finalise a Line Item Credit Memo


