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User Guide: Credit Memo 

Purpose:

To initiate a Credit Memo to adjust a closed invoice.

Procedure:

Sales initiates a Credit Memo (SM010) based on an inquiry from a customer or an internal requirement.  Sales generates a Credit Memo (SM010) to prompt Accounting to make an adjustment to a closed invoice.  A credit memo is required for any of the reasons listed on the Credit Memo form SM010 or any other reason that would cause an adjustment to be necessary.   

A Credit Memo for returned equipment is processed after receiving the RMA Verification and confirmation from the Repairs Group that product has passed inspection.  
A Credit Memo can be generated if the customer indicates they are processing a “debit” at their end. (ie they are expecting a credit from us.)



A Credit Memo pertaining to Sales Tax can be issued if a tax exempt certificate is presented after an order has been invoiced. 

A Quality Concern is generated by Sales for all credits, excluding those covering Consignment Purchases, Customer ordered wrong/Does not want or Total Customer Satisfaction (TCS) issues.  Freight, tax and discount adjustments can also be excluded if they are due to TCS or if the customer provides a tax exempt certificate after invoicing.  


Credit memos are approved by sales personel according to the Approvals Tab on SM1024. 

After Sales approval, the Credit Memo (SM010) is forwarded to Accounting for processing.  Upon completion of processing, the credit memo and any supporting documentation are filed with the original Order Verification (OV) and contract.
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