
Create a Credit Memo
Line Level Detail
To create a line level credit memo against an invoice:

1. Select the Invoices tab. 

2. Select your previously created invoice. 

3. Under the Invoices section, click Create Line-Item 
Credit Memo.

4. Complete information for the credit memo. The 
amount and taxes will automatically be negative. 
Make sure that all required fields marked with 
asterisks (*) are filled in. 

5. Click Next. 

6. Review the Credit Memo. 

7. Click Submit to send the credit memo to Georgia-
Pacific. 

5.

7.

Georgia-Pacific LLC ®

3.

1.


