
 

Enter a Sales Credit Note v7.0  
22 March 2011 

Enter a Sales Credit Note 
 
This help document will show you how to enter a full or partial credit note. A 
credit note is used when full or partial credit has been given to the customer. 
Please note; a credit note has to be allocated against the original invoice. 
 
Full credit note  
 
Press the Sales tab and then the Invoicing button. 
 

 
 
 
Select the invoice you wish to create a credit note for. Click the number to select 
it. 
 

 
 
 
Press the Credit note button. 
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In the Notes field, “CREDIT AGAINST INVOICE 40” (or whatever number your 
invoice is) will appear automatically. If you make any further changes to the 
header, press the Update header only button to save these changes. If you need 
to edit the line details, press Select next to the chosen line. 
 

 
 
 
Press Complete to finalise the credit note. It will now appear on the invoice list as 
a credit. 
 

 
 
 
To allocate the credit note with the invoice, go to Money collected. 
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Tick the Select boxes next to the sales invoice and credit note you wish to 
allocate. The Amount should equal zero [0] for a full credit note. Enter the details 
and press Save below. They will now be allocated.  
 

 
 
 
Partial credit note 
 
There are two ways to create a partial credit note. You can follow the method 
demonstrated for a full credit note; simply deleting the lines that you don’t want to 
be included in it. Alternatively, as the example below demonstrates, you can 
create a new invoice with a negative [ - ] amount in the line details.  
 
Press the Sales tab and then the Invoicing button. 
 

 
 
Press the New invoice button.  
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Enter the header details and then press New line. You may wish to record in the 
Notes box that it is credit towards a particular invoice. 
 

 
 
 
Enter the line details. Ensure you put a negative amount [ - ] in the Qty field and 
have it attributed to the same Nominal code as the original invoice. Press Save. 
Press New line if you need to add any additional lines to the credit note. 
 

 
 
 
To allocate the invoice with the credit note, go to Money collected. 
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Tick the boxes in the Select column next to the relevant invoices. In the To 
allocate column, edit the figure of the original invoice to match that of the credit 
note.  
 
The Amount should equal zero [0] below. Enter the details and press the Save/ 
Allocate button to allocate. Once the credit note has been allocated, only the 
amount left to pay will be shown on the list. 
 

 
 
 


