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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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Customers: Invoice Number: Invoiced date: Payment net due date: Invoice status: Purchase Order:
v [al Today -30 / +0 Days ) @ v [ a Clear Adapt Filters (1)
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Invoice (3) E(F) 8 @Iv
Supplier Customer Invoice Number Invoiced date  Type
BTP Supplier Vﬁ‘é‘; Environmental Services (Australia) Pty Ltd |\ 153 15 Sept 2026, 10:00:00  Standard Invoice >
BTP Supplier V?‘é‘; Environmental Services (Australia) Pty Ltd | |\ 456 16 Sept 2026, 10:00:00  Standard Invoice >
BTP Supplier V$‘;‘?T Emotnental Secdoes Tl YIS | waeaes 22 Sept 2026, 10:00:00  Standard Invoice >

Ensure the Invoiced date filter is set to the last 365 days to view all invoices
from the past year, then select 'Go'.
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9 After opening the Invoice, select Create Line-ltem Credit Memo.

O Enter the Credit Memo number, which can be your invoice number followed by "CM"

for easy identification.

() Select the Credit Memo
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Navigate to the Line Item Adjustment and select the Credit Memo type “Quantity

Adjustment ’ or ‘Price Adjustment .

For a quantity adjustment, enter a negative number for the units to be credited.

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

[SAP Business Network v Test Mode Standard Upgrade 1 Q B @ MM
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Assessments More ¥ B v
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Details | v Line Item Adjustment Tax Rules Line Items Tax v | v Summary
-ine Item Adjustment
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(® Quantity Adjustment
(O Price Adjustment
Tax Rules
(® Add Header level Tax
(O Add line level Tax
Line Items (1) Search Q v UEv
@] Line Type Part Number Description Unit Price Quantity Adjustment (Unit) Subtotal
I @] 1 Material Not Available PAPER 100.00 AUD -1.000 EA -100.00 AUD
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
o 0 " 0 0 " 0
invoice, select "Quantity adjustment" for the Credit Memo type.
Line Items (1) Search Q v U=y
) Line Type Part Number Description Unit Price Quantity Adjustment (Unit) Subtotal
I [:l ,,,,}, Material Not Available PAPER 100.00 AUD -1.000| EA -100.00 AUD >
Line Items (1) Search Q - 1=~
L
O Line Type Part Number Description Unit Price Unit Price Adjustment Quantity (Unit) Subtotal
I \‘j _____1‘ Material Not Available PAPER 100.00 AUD -20.00 AUD 1.000 EA 20.00 AUD >

Ensure a minus sign precedes the amount or quantity adjustment.
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Q Add the reason for the credit Memo in the comments section.
@ Once the price or the quantity has been adjust click on Next
m Review the summary of the Credit Memo just to make sure that the amount to credit

is correct and Click on Submit.
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New Line-Item Credit Memo
{v
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Additional Information

it Memo Comment:

Reason for Credit Memo:

1

Summary
Subtotals Without Tax
Line Items: -100.00 AUD
Totals
Total Tax: -10.00 AUD
Total Gross Amount: -110.00 AUD
Total Amount Without Tax: -100.00 AUD
Total Net Amount: -110.00 AUD
Amount Due: -110.00 AUD
A
V ve & Close  Discard Draft
earch = 8| v
Tax Summary (1 Search ajl B (=
Tax Category Tax Rate  Tax Rate Type Taxable Amount Tax Amount  Tax Location
GST 10.000 % -100.00 AUD -10.00 AUD
Summary
Subtotals Without Tax

Line Items: -100.00 AUD

Totals E

Total Tax: -10.00 AUD

Total Gross Amount: -110.00 AUD

Total Amount Without Tax: -100.00 AUD
Total Net Amount: -110.00 AUD
Amount Due: -110.00 AUD

Need more help? Visit our dedicated supplier page


https://www.anz.veolia.com/suppliers

