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CREDIT MEMO GUIDANCE


	Question(s) Answered:
	How do I document a received credit memo in OregonBuys?


	Audience:
	State Agencies – Accounts Payable Users

	Linked Training
	Video:  DAS – PS – OregonBuys Credit Memo I: Create a Credit Memo 





Disclaimer:  The following guidance is provided by DAS State Procurement Services as an overview of this process.  Some Agencies may have internal policies, procedures or guidelines further detailing these processes.  Please check with your agency procurement office for details.




Vendor Help Desk support.oregonbuys@oregon.gov or 1-855-800-5046
State Agency / OrCPP User Help Desk epro-support@periscopeholdings.com or 1-888-472-9102 
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[bookmark: _Toc194579834]Introduction To Credit Memos
This guidance document will help Accounts Payable (AP) users as they document received Credit Memos in OregonBuys. To facilitate enhanced learning and ease of use among users, this document has been broken up into multiple sections, with each section focusing on a different action or scenario pertaining to Credit Memos. Each section reviews each tab within OregonBuys with detailed descriptions of required fields for completion.   
[bookmark: _Toc194579835]What is a Credit Memo?
A Credit Memo is used when a Vendor grants an Agency a credit for commodities or services.  Once the credit memo is forwarded to the Agency’s Accounts Payable division, the AP user creates a credit memo in OregonBuys. The Credit Memo document allows the Accounts Payable user to create a credit that may be applied to other orders from a Vendor. For example, if an organization ordered IT accessories from a Vendor and needed to return an item since the invoice was already paid, the Vendor would grant the organization a credit to apply towards a future purchase. A Credit Memo document would need to be generated in the system to be captured in a future invoice. 
Once a credit memo is created, it will persist in the system until the credit memo is either canceled or fully applied to purchases with the vendor.
If a buyer needs to apply a credit memo to an invoice on a purchase order, the buyer will need to contact an Accounts Payable user to input the credit memo details provided from the vendor into OregonBuys.
Credit memos are viewable within the Agency by Accounts Payable users, depending upon Accounts Payable Location Privileges that are set by the Organization Administrator.
[bookmark: _Toc194579836]Prerequisites to Creating a Credit Memo
Before the Accounts Payable user creates a credit memo, they will need to have the following information available:
1. The vendor’s credit memo
2. The appropriate Fiscal Year and Account Codes
3. The bill to and ship to addresses
4. The Department and Location
[bookmark: _Toc194579837]Processing a Credit Memo
[bookmark: _Toc194579838]Step 1 -Creating the Credit Memo
This section includes a step-by-step process of how to create a Credit Memo in OregonBuys.
1. Beginning on the home page select the person icon and select Accounts Payable for the user. 
[image: ]
2. Next click the plus button and then select Credit Memo from the drop down.
[image: ]
a. This creates a New Credit Memo and shows a series of tabs at the top.
[image: ]

[bookmark: _Toc194579839]Step 2 – General Tab
1. Starting on the General tab, start by filing out any field with an asterisk next to it.  The asterisk next to a field means that field is required. This tab is used to provided general information about the Credit Memo being completed. 
[image: ]
a. First field to enter in is the Vendor Credit Memo Number.
i. This field must be unique across all Credit Memos used for the Vendor; the system will also notify you if the number has already been used. It must be keyed in EXACTLY as provided by the vendor.  
ii. This number is used to identify a Credit Memo and later will be used in the invoicing process to apply the credit memo.
b. Next, complete the Description field.
i. This field is used to specify the commodities or services that the credit is for.
ii. This field is publicly viewable, searchable, and reportable. It is recommended that this field is detailed and titled similarly to a document title.
iii. It is helpful to reference the Purchase Order number with which the credit memo is associated. 
c. Next, complete the Credit Memo Date field. 
i. This field is the date that the Credit Memo was issued by the Vendor. 

1. [image: Calendar]Click the calendar icon, then select the date. Once the date is selected click Done. 






d. Next, input a Vendor into the Vendor field.
i. This field is used to identify the Vendor giving out the credit. 
ii. This field also contains the Vendor’s information including remit address and mailing address.
1. To select the Vendor, click the magnifying glass.
2. [image: ]A pop-up window will appear where you can search for the Vendor using one of the fields provided. For example, enter in the Vendor’s name in the Vendor name field.

3. [image: ]Then click Find It.

4. Once the screen refreshes, the results from the search will appear.

5. [image: ]Click the radio button to select the Vendor and then click Add Vendor







6. The page will refresh bringing you back to the General tab, where the Vendor will now be listed.  
[image: Screenshot of General Tab Header Information
]

e. Select the Department and Location fields.
i. The Department field should be populated with the department that will be using the Credit Memo.
ii. The Location field should be populated with the location that will be using the Credit Memo.
[image: Screenshot of General Tab with the fields of Department and Location highlighted in red.
]

2. The Print Format can stay as is. 
3. [image: Purchase Order number with a search icon.]Verify the Fiscal Year Field.
4. Complete the Purchase Order Number Field:  

a. Select the magnifying glass
b. Use existing filters to identify the “sent” purchase order number or release number, search by PO description, filter by department and location, etc.  
[image: Screenshot of Search Screen with PO# and Release number highlighted. 
]











[image: PO# and Find it
]



c. [image: Radio button for PO number is selected.
]Select the radio button in front of the correct Purchase Order.

d. [image: General tab showing the credit memo number will autogenerate but the VENDOR credit memo number must be the same as the one emailed to the Agency.]Ensure all custom column information is retained on the general tab; on the next items tab you will be able to add items from the Purchase order or add the items manually in free text fields. 

5. [image: Print Format and Save and Continue]Once the required fields are complete on the General Tab, click Save & Continue at the bottom of the screen. 









6. Once saved the system will generate a unique document number for this Credit Memo. 
[image: The Credit memo number is auto generated.]



[bookmark: _Toc194579840]Step 3 - Items Tab
1. Select the Items tab. This tab is where you can capture the commodities or services that are associated with this Credit Memo.   This tab will look differently depending upon whether you listed a purchase order number on the General Tab. 
[image: Add item button
]
a. If you did not list a purchase order number on the General Tab, click Add Item on the Items General subtab. 


i. Enter the Item Description.
1. It is recommended that you be as specific as possible. 
ii. Click the drop-down arrow in the Reason field and select the reason for the Credit Memo.
iii. Enter in the quantity amount in the Quantity field.
iv. Fill out the Unit Cost field. 
1. The Unit Cost is the cost of the item being returned. 
v. The last required field on this screen is the Unit of Measure (UOM) field, which automatically defaults to Each (EA). To change the unit of measure, click the drop-down menu and choose the appropriate option for your Credit Memo.
[image: Demonstrates how to add items from an existing PO]
b. If you keyed in a PO number on the General Tab, select Add Items from PO.  




i. [image: Graphical user interface, text, application

AI-generated content may be incorrect.]Select the items from the PO that are associated with the credit memo.
ii. Click Save & Exit



iii. Adjust the item description, reason, quantity, unity cost, unit of measure to align with the credit memo received from the vendor. 
[image: Sample of hulled boat that was returned for credit.]
2. Once all relevant Credit memo items have been added, click Save & Continue.  Check that all credit memo items appear.  
a. [image: Confirmation message:  Changes saved successfully.
]The screen will refresh and display a confirmation message, letting you know the changes have been saved successfully. 




[bookmark: _Toc194579841]Step 4 - Vendor Tab
1. Navigate to the Vendor tab. This tab is where you see more detailed information related to the selected Vendor on the General tab. 
a. Verify the Remit-to-Address and PO Mailing Address are correct.
b. [image: Vendor tab with remit
]If necessary, you can change either field by clicking the drop-down arrow and choosing the correct address.









2. Scroll to the bottom of the page and select the relevant Payment, Freight, and Shipping Terms as well as Shipping Method. Or click Apply Vendor Terms to Credit Memo. 

3. [image: Payment terms and Apply Vendor Terms to Credit Memos
]Click Save & Continue if changes were made. 


[bookmark: _Toc194579842]Step 5 - Address Tab
1. The Address tab displays the Ship-to Address and Bill-to Address for your items on the Credit Memo. The options that appear here are based on your default settings. If the address is correct, continue to the next tab.  
2. If the Bill-to or Ship-to address is incorrect:
a. [image: Address tab]Click the magnifying glass.
b. A pop-up box will appear.  Enter the search criteria into any of the provided fields. 





c. [image: Available Search fields
]Click Find It.







d. [image: Radio button is selected for the correct department
]Select the desired address.   



e. Repeat the process so both the Bill-to and Ship-to Addresses are correct. 
f. Click Save & Continue to save your address change. 
[bookmark: _Toc194579843]Step 6 - Accounting Tab
1. The Accounting tab captures the account codes applicable to all items listed on the Credit Memo and designates where the credit will be distributed for future invoices. The Accounting header is where you define all the account strings and the dollar or percent split, so you can then apply them to every item. 
a. Enter in the account string in the Account Code field or use the magnifying glass to look up the account code.
i. You can search for an entire string or search by account segment.
ii. You can also manually enter each segment or select segments. The first row entered will default to 100%, meaning that account string is allocated for 100% of the order
b. Click Save Based on Percentages to save the account string, including the percentage.
c. Click Rebuild for All Items. The account string with the percent is now applied to all items entered on the Credit Memo. 
[image: Graphical user interface, text

AI-generated content may be incorrect.]






2. Splitting Account Strings
a. To split account strings when items have different account codes, enter each account string separately and then split by percentage or dollars.  OregonBuys defaults to percent.
i. To split by percent:
i. [image: Demonstrates how to split accounting strings by percent.
]Change to the correct % for each account string. 





ii. Click Save Based on Percentages, let the page refresh. 
iii. Click Rebuild for All Items to apply the account strings and percentages to every item
b. To split account strings by dollars, enter the dollar amount for each account string under the Dollars column and click Save Based on Dollars instead of Save Based on Percentages. 
i. Then click Rebuild for All Items. 
[image: Shows split for dollars, then saved based on dollars and rebuild for all items
]














[bookmark: _Toc194579844]Step 7 - Routing Tab 
No input is necessary on this tab
[bookmark: _Toc194579845][image: Attachments tab]Step 8 - Attachments Tab
1. Navigate to the Attachments tab. This is where you can attach any necessary documents that are related to the Credit Memo
a. To add a document (most frequently this will be an uploaded copy of the credit memo from the vendor), click Add File.

b. [image: How to upload documents, choose file, and item description
]Then click Choose File.






c. Next locate and select the document from your computer and click Open. 
i. A description providing more details about the document can be added to the Description field.

d. Then click Save & Exit.
i. This will bring you back to the Attachments tab containing the document hyperlink.
e. Repeat this process for any additional relevant documents. 
f. Click Save & Exit.


[bookmark: _Toc194579846]Step 9 - Notes Tab
1. [image: Field where notes can be typed into OregonBuys]Click the Notes tab. The contents of this tab are viewable by only you and others in your organization.
a. Type your note in the blank text field.
b. Then click Save & Continue when complete. Your note will be saved, and a new note field will display at the top of the notes tab.

[bookmark: _Toc194579847]Step 10 - Reminders Tab
1. Click on the Reminders tab. Here you can send a reminder to yourself or another user within your organization about an action that needs to be taken on this Credit Memo. 
2. [image: Reminders tab with arrow showing the calendar icon.
]To create a Reminder, click the calendar icon and select a Due Date. This will be the date the action needs to be completed.

3. Select Done
[image: Graphical user interface, application

AI-generated content may be incorrect.]




4. Click Save & Continue
5. Type the Reminder in the Comment section.
a. Select the person that needs to be reminded from the Remind Whom drop-down menu.  
(NOTE:  Multiple people can’t be selected for a reminder - but once Save & Continue is selected an additional reminder can be added for someone else.) 

[image: Displays a typed comment and the person who should be reminded.
]

b. Set the Days Prior to Remind field to the day you want the person to be notified. 
c. Select the Send Email box to have the system automatically email the Reminder.
d. Then click Save & Continue
e. [image: Date Completed field
]There will now be a Date Completed field that the person assigned the reminder can update when they have completed the task.  
Step 11 - Summary Tab



1. Select the summary tab where all information from the previous tabs is summarized on one screen. It is also where you will submit the Credit Memo for approval. 
[image: Summary tab with emphasis on keying in the credit memo number exactly as it is on the Vendor's credit memo.
]

a. Scroll down to view four options you can select for the Credit Memo.
i. Submit for Approval - submits the Credit Memo to the pre-determined approval paths.
ii. Cancel Credit Memo - cancel the Credit Memo changing the status on the Credit Memo to “Canceled.”
iii. Clone Credit Memo - creates a second “In Progress” Credit Memo, copying data from this Credit Memo to the new one. 
iv. Print the Credit Memo. 

2. Once you are ready to submit the Credit Memo for approval click Submit for Approval. 
[image: Submit for Approval button]






3. The next screen will now show the list of approval paths triggered. This is the last chance to review the approval paths prior to entering the approval queue. 
a. Click Continue to submit. 
b. Click Cancel & Exit to go back and make changes. 

4. [image: Credit memo with a Status of Ready for Approval]The Page will refresh back to the Summary tab where the status of the Credit Memo will now show Ready for Approval, and you must now wait for the Credit Memo to be approved. 

5. [image: ]Once the Credit Memo is approved the status will be updated to “Approved for Invoice.” This means this Credit Memo is ready to be applied to an Invoice for the selected Vendor. 



The creation of the Credit Memo is now complete.
For instructions on how to apply a credit memo to an invoice, 
please reference the Invoices I Guidance document.




[bookmark: _Toc102052484][bookmark: _Toc194579849]Appendix

[bookmark: _Toc194579850]Figure 1:  High Level Process Flow
[image: ]
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