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Raising A Credit Note



Step One
Select Invoices tab from main menu

On the Landing page 
select “Invoices” to 

go to your list of 
raised invoices



Step Two
Select Create Credit Note

Click 'Create Credit 
Note'



Click the dropdown 
arrow to find the 
correct invoice

Step Three
Find the right invoice 



Click the Gold coins 
to create invoice

Step Four
Check the Invoice Number and create the Credit 
Note

Check the Invoice 
Number then click 

'Continue'



Click the Gold coins 
to create invoice

Step Five
Cancel or Adjust Invoice with a credit note

Choose your option 
and click “Create” to 
raise the credit note



Step Six
Enter the Credit Note number & Credit Reason

Enter your credit 
note number here

Insert the reason for 
the credit note here



Click the “Submit” 
button

Step Seven
Check amount of credit is correct

Scroll down to check 
the credit note 

amount



Click here to send 
the credit note 

Step Eight
Send Credit Note



Step Eight (a)
Create a replacement Invoice if needed

Select ‘Yes’ to create 
a replacement 

invoice if needed
If no replacement needed 
select ‘No’ to continue this 

process



Step Nine
Check your Credit Note has been sent for 
approval

Your credit note will be 
shown in the list of invoices 

pending approval


