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Access the Business Network website and navigate to Invoices > Invoices.

Locate and select the Invoice number requiring Credit Memo creation.
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Ensure the create date filter is set to the last 365 days to view all invoices from

the past year, then select 'Apply'.
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9 After opening the Invoice, select Create Line-ltem Credit Memo.

O Select the Credit Memo type “Quantity Adjustment” or “Price Adjustment”.

w Business Network -~ Standard Account | Get enterprise account | [ TEsT MooE | O]
Invoice: 1784 m
Create Line-ltem Credit Memo Copy This Invoice Cancel  Print Download PDF Export cXML
9 Detail Scheduled Payments History
\/ Attachment(s)
Tax Invoice
Status Subtotal: $11,000.00 AUD
Invoice: Sent Total Tax: $1.100.00 AUD
Routing: Acknowledged Total Amount without Tax: $11,000.00 AUD
Invoice Number: 1784 Amount Due: $12,100.00 AUD
Invoice Date: Sunday 2 Mar 2025 12:00 PM GMT+11:00
Original Purchase Order: 7500177739
Submission Method: Online
Origin: Supplier
Source Document: Order
REMIT TO: BILLTO: SUPPLIER:

P2P Dummy Supplier Veolia Environmental Services (Australia) Pty Ltd P2P Dummy Supplier
Postal Address: Postal Address: Postal Address:

Create Line-ltem Credit Memo Update Save Exit Next
Credit Memo
O Quantity Adjustment () ) Price Adjustment ()
¥ Invoice Header * Indicates required field Add to Header v
Summary

Subtotal: $-20,030.00 AUD View/Edit Addresses
Total Tax:  $-2,003.00 AUD
Total Amount without Tax:  $-20,030.00 AUD

Credit Memo Date:*| 20 Oct 2025 Amount Due: $-22,033.00 AUD

Original Invoice No: 0209a

Credit Memo #:*

Original Invoice Date: 2 Sep 2025

Supplier Tax ID: \

Remit To:  p2P Dummy Supplier

Castle Hill New South Wales
Australia

BillTo: - veolia Environmental Services (Australia) Pty
Ltd

Pyrmont NSW
Australia

:@: Note: When creating a Credit Memo, if the adjustment is due to a price change, any
units already consumed cannot be re-invoiced. If an error requires re-submission of the
invoice, select "Quantity adjustment" for the Credit Memo type.
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O Enter the Credit Memo number, which can be your invoice number followed by "CM"
for easy identification.

O Select the Credit Memo date.

Create Line-Item Credit Memo Update Save Exit

Credit Memo Type
“.é) Quantity Adjustment () ‘\jl Price Adjustment ()
¥ Invoice Header * Indicates required field Add to Header v

Summary
- ) Subtotal:  $-20,030.00 AUD View/Edit Addresses
Credit Memo #:* Total Tax:  $-2,003.00 AUD
Total Amount without Tax: $-20,030.00 AUD
Credit Memo Date:*| 20 Oct 2025 =] Amount Due:  $-22,033.00 AUD
Original Invoice No: 0209a
Original Invoice Date: 2 Sep 2025 \ i

Supplier Tax ID: I

Remit To:  p2P Dummy Supplier

Castle Hill New South Wales
Australia

BillTo: veolia Environmental Services (Australia) Pty
Ltd

Pyrmont NSW
Australia

O Add the reason in the comments section.

4

o lReason for Credit Memo: *

Comment Text:

Add to Header v
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0 For a quantity adjustment, enter a negative number for the units to be credited.

0 Enter the negative price to adjust if it is a Price Adjustment Credit Memo.

) 1 Line Items, 1 Included, O Previously Fully Invoiced
Line Items

Insert Line Item Options

D Tax Category: 10% GST / Taxable Supply (AUS) v‘ D Shipping Documents D Special Handling Nl b0 inciisiod Linas

No. Include Type Part # Description Customer Part # Unit Price Subtotal

(] 1 @ MATERIAL Not Available x $20,000.00 AUD $-20,000.00 AUD

Line Item Actions v Delete

ﬁgj—

LIS 1o

Insert Line Item Options
D Tax Category: 10% GST / Taxable Supply (AUS) v’ D Shipping Documents D Special Handling D Discount Add to Included Lines
D No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Decrease in Unit Price Subtotal
D 1 ‘ MATERIAL Not Available xx 1 EA $20,000.00 AUD $-200.00 AUD $-200.00 AUD
L Line Item Actions v Delete

——C) r—

:@: Note: Ensure a minus sign precedes the amount or quantity adjustment.
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@ Once the price or the quantity has been adjust click on Next

Review the summary of the Credit Memo just to make sure that the amount to credit
is correct and Click on Submit.

Insert Line Item Options

D Tax Category: 10% GST / Taxable Supply (AUS) v‘ D Shipping Documents D Special Handling D Discount

Add to Included Lines

D No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Decrease in Unit Price Subtotal

1 -9 MATERIAL Not Available xx 1 EA $20,000.00 AUD $0.00 AUD $0.00 AUD

1o,

Line Item Actions v Delete

Update Save Exit

Previous Save Exit

country is:/ ia. The lination country is:/
i mNmeﬂmywwﬂalsnbeaHamadmohmmyouwbsmbemﬂwadnmm

Create Line-ltem Credit Memo

Confirm and submit the line-item credit memo. It will not be i signed ing to the oloronand ination of invoice. The
If you want your invoices to be stored in the SAP Business Network long term iving, you can toan i

Line-ltem Credit Memo

(Original Invoice No: 0209a)

Credit Memo Number: 578585R

Subtotal: $-230.00 AUD

Credit Memo Date: Monday 20 Oct 2025 3:05 PM GMT+11:00 Total Tax: $-23.00 AUD
Original Invoice Number: 0209a Total Amount without Tax: $-230.00 AUD
Original Invoice Date: Tuesday 2 Sep 2025 10:09 AM GMT+11:00 Amount Due: $-253.00 AUD

Original Purchase Order: 7500178062
Has Price Adjustment: Yes

:@: Note: Once submitted the Credit Memo will need to be approved for the buyer.

Need more help? Visit our dedicated supplier page .,
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https://www.anz.veolia.com/suppliers

