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Document Overview

The Credit Request function allows your company to control the process of when and what
amount a Credit Memo is generated to a customer account. When this feature is enabled, your
company will develop a sign-off process so that a senior member of your staff may review
requests for credits and then have the option of approving the request and generating the Credit
Memo, declining the request or modifying the requested amount and generating the Credit
Memo. This functionality provides greater control over the number and amount of Credit Memos
granted to your customers. A sign-off process is not required to use Credit Requests.

Once the Credit Requests functionality is activated, Users will no longer have the ability to
manually create a Credit Memo or be able to use the right-click credit functions (on the invoice),
to credit off the balance of an invoice or create a credit from an invoice. All Credit Memos
must go through the Credit Request process.

There are four types of Credit Requests:

1. Credit Template - The User creates a Credit Template selecting which Invoice Items and
amounts are to be used for the Credit Memo.

2. Credit for a specific Invoice.

3. Credit for a specific Invoice and create an Invoice for another Customer - Select an invoice
on the customer’s account for which the Credit Memo will be generated and automatically
create an invoice on another customer’s account using the same Invoice Items that were
used on the originating customer’s Invoice being credited off. This feature would be used
if the incorrect customer was invoiced.

4. Credit-off a Partially Paid Invoice.
Sales Tax Correction - Credit off a specific invoice and create a new invoice using a different
tax group.

6. Job Invoice Credits - The process is almost identical to that of item number 2 above; the
only difference is where the User begins the Credit Request. This method is used if a Job
has not yet been closed. If the Job has been closed, use the Credit Template (#1) method.

& Note: If SedonaOffice staff converted any customer invoices as a part of migrating to
SedonaOffice, if any of the "converted invoices" need to be credited off, you must use the Credit
Template (#1) method above.
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There is some setup required to begin using the Credit Request functionality, which will be
described under the heading of Credit Requests Setup. Please first read the topic of Credit
Request Planning (contained in this document) prior to using the Credit Requests function.

If your company does not want to activate the Credit Request functionality, Credit Memos are
created manually or created by using the Invoice right-click functions for credits.

A new field was recently added to the Credit Memo form labeled Credit Reason. The Credit
Reasons selectable from the Credit Memo form is maintained in a new setup table located within
SedonaSetup. This table is a list of reasons that describe why a Credit Memo is being generated.
The Credit Reason is automatically set to be a required field when activating the use of the Credit
Request functionality.
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User Group Security

There are User Group security options that control functions related to the Credit Request
functionality. These security options are listed below with a definition of each option.

Credit Requests — Ability to create a Credit Request.

Ability to Change Assigned to on Credit Request — Ability to reassign a Credit Request to a
different User when accessing a Credit Request from the Customer Explorer.

Ability to Change Assigned to on Credit Request List — Ability to see all Credit Requests regardless
of whether the User created the Credit Request. The User will also be able to reassign the Credit
Request to a different User. If this option is not selected, the User will not be able to view Credit
Requests that were not created by or assigned to them.

Credit Memo — For Users that will have the authority to generate the Credit Memo from the
Credit Request, this security option must be selected. For the Users that will not be able to
generate the Credit Memo for the Credit Request, this security option must not be selected.

Ability to Credit Off Partial Invoice — Allows the User to create a Credit Request for an invoice that
has been partially paid.

Ability to assign future auto apply for credit — Allows the User to select which types of future
generated invoices the credit memo will automatically be applied to when the next invoice of the
selected type(s) is saved (when using a Credit Template).
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Credit Request Planning

Before activating and using Credit Requests, it must first be determined which Users will be
allowed to create Credit Requests, which Users will be able to approve Credit Requests and a
dollar amount that the User Group is allowed to approve. Each User is linked to one or more User
Groups; make certain the User Groups that you assign a credit limit will apply to the Users you
want to grant these new permissions. You may have to re-design your User Group Security to
accommodate Credit Request processing. Your company may create new User Groups for the
Credit Request Processing and assign the Users involved in the process to the appropriate User
Group.

Before creating the employee setups for Credit Requests, it must first be determined how Credit
Requests will flow within your organization. You need to ask yourself the questions, who will be
the first, second and third person to sign-off on the requests. And further, will certain individuals
be able to create the Credit Memo without moving to the next level of sign-off. Once company
rules have been established, proceed to the setup steps. Itis not required to use all three levels of
sign-off; your company may have one or two sign-off levels only.

The sign-off flow of the Credit Request is determined by the setup in SedonaSetup Employee setup
table. The field labeled Supervisor and Credit Request Handoff controls which employee the Credit
Request will be assigned to. The employee record must be linked to an active User record found
in the User setup table.

The User Group assigned to the User controls fields for Credit Request dollar limits and controls
other security options associated with Credit Request. The User Group field Credit Memo Limit is
where you are able to set the maximum dollar amount limit for a User assigned to a User Group.
The User will not be able to sign-off a Credit Request for an amount over their User Group Credit
Memo Limit amount. Users participating in the Credit Request process do not have to have a
Credit Memo Limit assigned to their User Group. If the User Group is not assigned a Credit Memo
Limit, they may enter a Credit Request but not be able to approve the Credit Request for the
amount requested; the Credit Request would need to be approved by a User with the appropriate
Credit Memo Limit.

To begin the setup process, the Credit Requests function must first be activated in SedonaSetup.

Please read all topics within this section for instructions on how to activate this function.
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Setup

Credit Requests Activation

Prior to using the Credit Requests functionality the Credit Request Processing Option must be
activated in SedonaSetup. Navigate to the SedonaSetup AR Setup Processing form; on this form is
a checkbox labeled Use Credit Request Processing. Select this checkbox and click the Apply
button. When selecting this option a second checkbox on this form, Require Credit Reason on
Credit Memos, is automatically selected and cannot be de-selected. Once this function is activated
Users will only be able to generate Credit Memos by using the Credit Requests Process.

Setup Processing
»” Numbering
Auto Invoice ~ Auto Job Number v
Next Invoice 1088 Next Job Number 2017
Auto Customer 4 Require System Account [~
Next Customer 1017 Require Unique System w
Account Company Wide
& Invoicing and Credits
Cycle Beginning Day ¥  Print Customer Number on Invoices and
* First Day of Month Seaimm
" Day of Service Start ¥ Allow Printed Invoices to be Edited
[T Enter Separate Posting Date for Invoices
Y and Credits
i :
Use Credit Request Processing

Require Credit Reason on Credit Memos

@ other
rred Revenue By ™ GL Account

Page 6 of 36 Date Last Revised: February 22, 2016



Reference Document
Credit Requests

SedonaOffice

The #1 Financial Software for Security Companies

Credit Reason Setup

The Credit Reason field automatically becomes a required field that must be selected on the Credit
Request form. Make certain a list of Credit Reasons have been created prior to activating the
Credit Request process. The list of Credit Reasons is entered and maintained in SedonaSetup.

Credit Reason

| Credit Reason

Credit Reason

| Besription

Jrd Party Dealer Fayments
Bad Debit

Goodedl

Trstall-Over Invaiced
Irestallation [ssues
Irvwoiced in Ermor
Referral

Sales Tax Correction
Service [esues
Servios-Over [nvoiced
Suspend Service
Write-Off - Cancel

[ Indude Inactive

= Credit Reason Edit

Credit Reason
Description

Jrd Party Dealer Paymenis
Bad Debt

Goadwill

Instal-Over Inveiced
Instalation Issues
Irvepiced in Error

Referral

Sakeg Tax Correction
Service [eouss
Service-COver Invoiced
Suspend Service
Write-Off Customer Cancelled

2’22222’2222225
w
m
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Employee Setup
A sign-off process is not required, however is highly recommended in larger companies (refer to
the Credit Requests Planning topic).

For each employee that will be involved in the Credit Request sign-off process, a selection must be
made in the Supervisor and Credit Request Handoff field of the Employee setup form within
SedonaSetup. This will define to whom a Credit Request will be assigned.

The only employee that does not require the Supervisor and Credit Request Handoff be populated
would be the employees that have the authority to generate the Credit Memo and do not need to
assign the Credit Request to any other employee. In the Employee setup example provided below,
there are three levels of sign-off, Amanda, then Vicky, then Carolyn; Amanda may enter a Credit
Request and it will automatically be assigned to Vicky for approval. Vicky may approve the
request then handoff the Credit Request to Carolyn who will either approve the request and
generate the credit memo or decline and close the Credit Request.

T Jnactrve

Employee Code  [amands watson
Genetral Infeematon l Payrold | Commession Setup | Created Adewwt ater 6/10/20000dsied. admwrwt aler 8/1/200

User Code [[amands” ~]  Ewrst Name [amards

Iype = ~]  Lasthame [rim e

Assigned To [Accountrg =]  Mdde Innial I

Supervesor [ Wiy Catone ~]  Oate of Hre [ 1|

& Credt Regquest Handoff Yo son [ — |

I pactive

Employee Code }.\'t;f.;rh
General Information | Payroll | Comenission Setup | So%ed: Admnatrator §/38/2000 pdated: Amands §/Z3/2008

yser Code | vy ~| First Name fvoxcy

Iype fa « LAt Name fcatone

Assigned To [ accouning -] Middie nitial |

Supervisor [Cooim Jacmen v] Ootecfhwe | ]
2 Crodn Request Handoff f .

Termination l
Employee Code  [Carohym Jacdsen I pactive

General Wormaton I Payroll | Commisson Setup | Crested: Admwsstatir 208/2008 Undated: Amands 8/23/2008

WUser Code [ Carctyriackson v] EBrstNeme Kaom

Iype [#a “v]  Lost Neme [assom

Assigned To [ Accauntng <]  Mddie el |

Supenisor [ =]  Date of e [rivo0s =)
& Credat Reguest Mandoff Yecrninaton [ “J

aoply | tew | pelete |
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User Group Setup

For each User involved in the Credit Request process that will be able to sign-off the Credit
Request, the User must be assigned to a User Group with a Credit Memo Limit set up and User
Group security privileges that will allow the User access to the various functions of the Credit
Request process. For more information on the User Group security privileges related to Credit
Request Users, refer to the User Group Security topic within this document.

For each User Group you may set a Credit Memo Limit amount. A User assigned to the group with
a Credit Memo Limit amount will only be able to approve a Credit Request up to a total amount of
the limit amount assigned to their User Group. You may have Users that you want to grant the
permission to create Credit Requests, but not be able to sign-off on any amount requested. For
these types of Users, their Credit Memo Limit would be set to zero.

=1 user Group Edit

Code Description
[Manager [Manager

Application Access | Report Mces&|

ACCESS

Client Management
[+] Cancellatans

[# Colections

[ company Rate Changs
[+ Customer Explorer

[+ Customer Query Builder
[+ EFT Customer

[#] Manage Chain Accounts
[w] Master Account Mgmit
[+ v Customer

[#] Mansge Contacts

[w#] Edit Existing Customer
[+ Create Mew Site

EEEEEEEEEEEEEE

Print
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Credit Request Sign-Off Process Overview

Once you have setup your employees and User Group Credit Memo limits and User Group security
options you may begin using Credit Requests. This section describes the flow of a Credit Request
from the creation of a Credit Request to the final generation of the Credit Memo on the
customer’s account. In the example provided, we are using a three step sign-off process using a
Credit Template.

Create a Credit Request & First Sign-off

In the screen shot shown on the next page, a Credit Request was created using a Credit Template
by the lowest approval level User Amanda. Amanda’s User Group security only allows her to
approve a Credit Request for up to $50.00. Since the Credit Request amount is for $65.00, when
Amanda clicked the Sign-Off 1 button, the amount defaulted to her maximum Credit Memo
approval amount which is $50.00. The next employee to whom the Credit Request is assigned
may accept, increase or decrease the approved amount of the original requested amount.

D Credit Request '
Customer 1003 ]
Invoice # »| [ Allnvoices Credit No: 1088
Barton, Christine

26691 Carlota Dr
Mission Viejo, CA 92651

Requested Amount §55.00 ‘
Approved Amount £50.00

Reason [Goodwil O Credit Request ===
[~ Gales Tax Correction Customer 1003 i
Hew | Invoice ~| [ Alinvoices Credit No: 1088
Hew te Barton, Christine
26691 Carlota Dr
Mission Viejo, CA 92691
Mema
(ﬁsslg'\ed To Vicky id )
cees
Ef sign Off Detai
I Closed Sign Off 1 & | Amanda 1j22/2015 5:26:10 AM Amount 50.00
Notes jcustomer unhappy with service technican,
Sign Off 2 Amount
Hotes |
Sign Off 3 Amount
Notes |
Gn’imum Approval Amount 50.00 )
e JIC
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Credit Request Second Sign-off

The next person to sign-off on the Credit Request is Vicky. Vicky’s User Group security allows her
to approve a Credit Request for up to $100.00. When Vicky presses the Sign-off 2 button, the
approved amount changes to $65.00, which was the original requested amount. Vicky may save
the Credit Request with the defaulted approval amount or may edit the Credit Template for an

amount up to $100.00.
m—
D Credit Request 1 ==
Req By: Amanda
S S0 ReqDate:  1/22/2015
Trvoice £ I =] ™ M Ivoices Creditho: 1088

Barton, Christine

26691 Carlota Dr

[Mssion Viejo, CA 92691

O Credit Request 1 ==
Req By: Amanda
[ seles Tax Corre RARIRE 1003 ReqDate:  1/22/2015
- Invoice = [ =] T siwokes Creditho: 1088
Mew Tay Group |
R Barton, Christine
New Invoice Date 26691 Carlota D
Mssion Viejo, CA 92691
Memo |
Assigned To M =] nuzzmuD
EY sign Off Detai
off1 Amanda 15 5:26:10 AM Amount 50,00
™ Closed Sign 1/22/20
Notes

[msmmrmhawv with service technician.

SignOff2 K |vidy

Motes |Awm'=d.|

222015 5:3748 AM  Amount [ gss.00 )

Sign OfF 3

Amount |

- |

Maximum Approval Amount 100,00

save Close.
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Credit Request Third Sign-off

The last person to sign-off on the Credit Request is Carolyn Jackson. Carolyn’s User Group security
allows her to approve a Credit Request for up to $100,000.00 and she also has permissions to
create Credit Memos. Once the Sign-Off 3 button is pressed the final approval amount is filled in.
The last step is to press the Save button to create the Credit Memo.

Req By: Amanda
Gustome: [s003 ReqDate:  1/22/2015
Invokce # ~] I Atinvokes Creditho: 1088
ton, Chwistine
26691 Carlota Dr
Vieio, CA 92591

Requested Amount $65.00 S
Credit Request 1
Approved Amount $65.00 e E
Customer Req8y: Amanda
Reason | Goodwal 1003 ReqDate: 1222015
= Invoice # e CreditNo: 1088
New Tax Gro ton, Chretine
New Tax o | 26691 Cariota Or
New Invoce Date et Miszion Viejo, CA 92691
sl
( Assigned To carohyn| - 01/72[1115). mjy,
¥F s Off Detad
SgnOff £ Amanda 1/22/2015 5:26: 10 AM Amount 50.00
I Cosed Notes Ia:m unhappy with service technidan.
Sign Off 2 Vicky Y22/2015 5:37:48 AM  Amount €5.00
MNotes ved,
SignOfF 3 1 |carciyn V222015 5:4416AM  Amount [ geso0
Notes ’wo-.ed - credt memo posted.
Maximum Approval Amount 100000.00
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How to Create a Credit Request

There are six different methods for creating Credit Requests depending on the situation with your
customer. Each of the methods listed below will be described in detail within this section.

e Credit Template - The User creates a Credit Template selecting which Invoice Items and
amounts are to be used for the Credit Memo.

e Credit for a specific Invoice - Select an invoice on the customer’s account for which the
Credit Memo will be generated.

e Credit for a specific Invoice and create an Invoice for another Customer - Select an invoice
on the customer’s account for which the Credit Memo will be generated and automatically
create an invoice on another customer’s account using the same Invoice Items that were
used on the originating customer’s Invoice being credited off. This feature would be used
if the incorrect customer was invoiced.

e Credit-off a Partially Paid Invoice

e Sales Tax Correction - Credit off a specific invoice and create a new invoice using a
different tax group.

e Credit-off a Job Invoice
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Credit Requests using the Credit Template

When creating a Credit Request using a Credit Template, the User may select any Invoice ltem
and/or Parts. The User Group security controls the amounts for which the User will be able to
sign-off. The Credit Template assigns the next invoice number available to the Credit Request, but
an actual Credit Memo is not posted to the general ledger until a User with the appropriate
permissions approves and presses the Save button to generate the Credit Memo.

1. To begin a new Credit Request, navigate to the main module tree and select Accounts
Receivable/Credit Request or navigate to a Customer Explorer record; select Credit
Requests from the customer tree; right-click and select New Credit Request.

2. Select the Customer - Once the Credit Request form is displayed, the User will select the
customer for the request. If the Credit Request was started from the Customer Explorer,
the customer number will automatically be populated.

Each data entry field is explained on the next page.
|-

S ] Credit Request (=3

‘ Customer |24074 o) )
Invoice ¥ 1 L’ I Invoices

Fisher, Katherine
212 Kates Path
Canton, MI 43133

n Offs ]
Requested Amount 65.00
Approved Amount 0.00
Reason | Gooduwil 4|
[~ Sales Tax Correction
Mew Tax Group | J
Mew Invoice Date |
Memo
Assigned To | Vicky [=|
Create Credit Template

[ Closed Save Close
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Credit Requests Using the Credit Template (continued)

3. General Info tab - Fill in the required and optional fields on the General Info tab of the Credit
Request form.

e Requested Amount — This is a required field; enter the total amount of the requested
credit.

e Reason — This is a required field; select the Credit Reason from the drop-down list in this
field.

e Memo — The User may enter a note in the Memo field to describe why the invoice balance
is being requested for a credited-off. This field is optional. If the Credit Memo is to be
printed and sent to the Customer, this information will be printed.

e Assigned To — This may automatically fill with the next User who is responsible for signing-
off on the Credit Request. If this field does not auto fill, the User must select a name from
the drop-down list to which the Credit Request will be assigned for further processing. If
the User creating the Credit Request has the appropriate permissions, the credit memo
may be generated by clicking the Save button located at the lower right of the form.

When finished, click the Create Credit Template button located at the lower right of the form.
|-

9 Credit Request (=
Customer 24074 )
Invoice # | j [~ Al Invoices

Fisher, Katherine
212 Kates Path
Canton, MI 43188

{| sion offs |

Requested Amount 65,00
Approved Amount 0.00

Reason | Goodwil [=|

|~ Sales Tax Correction
Mew Tax Group | J

Mew Invoice Date |

Memo

Assigned To | vicky | \
( Create Credit Template ’

[~ Closed Save Close
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Credit Requests Using the Credit Template (continued)

4. Create the Credit Template - The blank Credit Template form will be displayed. Fill in the form
with the desired selections, then click the Save button when finished.

While in the credit template form, the User has the option of marking the Credit Request for
future invoice type application. If the Credit Request is approved and a Credit Memo is created,
the credit will automatically be applied to the next invoice type posted for the selected invoice
type(s) on the Future Auto Apply form. The ability to use the Future Auto Apply option is
controlled by User Group security. If the User working on the Credit Request template does not
have this permission granted, this checkbox will be grayed-out and unavailable for use. Please
refer to User Group Security topic within this document for more information.

Tax Group
| MI-Wayne County

Description
Goodwill Credit

T |
Credit Template
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Credit Requests Using the Credit Template (continued)

5. Credit Request Sign-Offs — After creating and saving the Credit Template, click on the Sign Offs
tab of the Credit Request. Click the Sign Off 1 button on the Credit Request then the Save button
located at the lower right of the form to complete the Credit Request. If the User creating the
Credit Request has the appropriate permissions to generate credit memos and that User’s credit
memo limit is equal to or less than the total amount of the Credit Request, clicking the Save
button will prompt the User with a message asking if they are ready to create the Credit Memo. If
the User’s credit memo limit is less than the requested amount, the Credit Request will remain in
the Credit Request List until a User with the appropriate credit memo limit opens the Credit
Request and clicks the Save button to create the Credit Memo.

In the example below, the User Amanda does not have the authority to credit off more than
$20.00, so the Credit Request will need to be approved and turned into a Credit Memo by a User
with a credit memo limit at least equal to $65.00.

Credit Request

Customer [24074 i

Invoice # [ | I AlInvoices Credit No: 146638

Fisher, Katherine
212 Kates Path
Canton, MI 43138

General Info | l

Ef Sion off Detai /

Sign Off, [,'E anda 2{17/2016 10:24:36 AM  Amount

Mo

Sign Off 2 Amount

Motes ‘

Sign Off 3 Amount

Motes ‘

Maximum Approval Amount 20.00

[~ Closed Close
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Credit Requests Using the Credit Template (continued)

7.

Approving and Generating the Credit Memo - The Credit Request will be displayed in the
Credit Request List if the credit memo was not generated by the User in Step 5. If this is
true, the User assigned to the Credit Request will be responsible for monitoring the list and
moving the Credit Request on through the sign-off process. Once all sign-offs have been
completed (according to your company policies), the Credit Memo may be created and
posted to the customer’s account.

In our example, another User, Vicky will approve and generate the Credit Memo for the
request.

Navigate to the Credit Request List from the Accounts Receivable menu. Double-click on
the Credit Request to be approved.

Once the Credit Request is open, click on the Sign Offs tab. Click on the Sign Off 2 flag and
enter any notes needed. These notes are internal and will not print on the Credit Memo.
Click on the Save button when finished. A confirmation message will be displayed asking if
you are ready to create the Credit Memo; click the Yes button to proceed.

| =
9 Credit Request 25 (=3
ReqBy: Amanda
S 24074 ReqDate:  2/17/2016
Invoice # ~| [ Al Invoices Credit No: 146638
Fisher, Katherine
212 Kates Path
Canton, ML 43188
General Inf
E sign OFf Detail
Sign Off 1 Amanda 2/17/2016 10:24:36 AM  Amount 20.00
Notes |
Sign OFf icky 217/2016 1:41:29 PM Amount £70.20
No' approved.
Create Credit
Sign Off 3 Amount
Notes | ]
[ | Areyou ready to create the credit?
L 4
Maximum Approval Amount 100,00
Yes ) Mo
[™ Closed = —
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Credit Requests Using the Credit Template (continued)

10. The Apply Customer Credit form will be displayed showing a list of all invoices with an open
balance. You may click the Auto button located at the lower right of the form, which will
apply the credit to the oldest invoice first until all of the credit has been applied, or you
may apply the credit to the desired invoice(s) by clicking on the invoice line in the Payment
column field and manually type in the amount to apply to each invoice. If you do not want
to apply any of the credit at this time, click the Close button located at the lower right of
the form.

You will be returned to the Credit Request form. The Closed option will automatically be
set; click the Close button to leave the Credit Request form.

9 Apply Customer Credit 24074 ==
Credit Amount and Balance
Fisher, Katherine
212 Kates Path Credit Amount 70.20
Canton, MI 43188
Balance poo
Credit Date 2/17/2018
Credit Memo Apply Date 2/17/2015 H
Inveices | Other |
Invoice List |
Site Name Invoice # Date Amount Net Due 1 Payment
Katherine Fisher 146598 1/12f2016 64.80 64.80 54.80
Katherine Fisher 146529 1/12/2016 64.80 64.80 5.40
9 Credit Request 25 ==
ReqBy: Amanda
Customer B ReqDate:  2/17/2016
Invoice # ~| ™ Al Invoices CreditNo: 146633 =
Fisher, Katherine
212 Kates Path
Canton, MI 48183
General Info.Sign OFfs |

EJ sign Off Detail

Sign OFF 1 Amanda 2/17/2016 10:24:36 AM  Amount 20.00

Notes |

Sign Off 2 Vicky 2/17/2016 1:41:25 PM

Amount [ 7020

MNotes |Eppmved.

Sign Off 3

Amount.

Notes |

Maximum Approval Amount 100.00
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Credit Requests Using the Credit Template (continued)

Below is the Credit Memo which was generated by the Credit Request. When using Credit
Requests, a field is displayed in the header of the Credit Memo showing the Credit Request
number and the Credit Request final approval amount.

Tax Group
II*'II[—Wame County

Description
Goodwill Credit

Credit on Account A
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Credit Request for a Specific Invoice

A Credit Request can be created for one specific customer invoice for which a credit memo will be
generated. This may be done for invoices that have or have not been partially paid with a
customer payment or a Credit Memo. For the User to be able to create a Credit Request for a
partially paid invoice, the Ability to Credit Off Partial Invoices User Security Option must be
activated for the User Group assigned to the User creating the Credit Request.

For invoices where no payments or credits have been applied, once the Credit Request has gone
through the sign-off process, the Credit Memo is created and automatically applied to the invoice
number selected in the Credit Request form. User Group Security controls the amounts that will
be allowable for the final Credit Memo. An actual Credit Memo is not posted to the general ledger
until a User with the appropriate permissions approves and clicks the Save button on the Credit
Request form.

For invoices where payments or credits have already been applied, once the Credit Request has
gone through the sign-off process, the User generating the credit will be prompted to write off the
balance of the invoice to a miscellaneous G/L account number. If your company does not want to
allow Users to write off an invoice to a Miscellaneous G/L Account, the Credit Template method
should be used in partially paid invoice situations.

There are three ways to begin a new Credit Request for a specific Invoice; all options are listed
below.

1. Begin The Credit Request:

e Navigate to the Main Application Tree and select Accounts Receivable/Credit Request
option, then click the New button located at the lower right of the Credit Request List.

e Navigate to a Customer Explorer record; select Credit Requests from the customer tree;
right-click and select the New Credit Request option.

e Navigate to a Customer Explorer record; within the Active Pane, highlight an open invoice
then right-click and select the New Credit Request option.
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Credit Request for a Specific Invoice (continued)

2. Select the Customer - Once the Credit Request form is displayed, select the Customer number
for the request. If the Credit Request was started from the Customer Explorer, the customer
number will automatically be populated.

(S Credit Request

Gustomer {1003 e o) l )
Invoice & | jid | All Invoices

Barton, Christine
26691 Carlota Dr
Mission Viejo, CA 92591

General Info | Sign Offs I

Reguested Amount I

Approved Amount 0.00

Reason |

MNew Tax Group

Mew Invoice Date

[~ Sales Tax Correction
|
|

Memo

Assigned To

Create Credit Template |

[~ Closed Save | Close |
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Credit Request for a Specific Invoice (continued)

3. Select the Invoice Number - In the Invoice# field, select the Invoice to be credited off from the
drop-down list. If the Credit Request was started by highlighting and right-clicking on the
Invoice, this field will already be populated.

Credit Request

Customer

Invoice # All Invoices

Invoice # Invoice Date Description
1076 12/18/2014 Service Call
1/22/2015 Service Call
2f21/2015 Contracted Services

General Info | Sign Offs I

Requested Amount I

Approved Amount 0,00

Reason |

Mew Tax Group

MNew Invoice Date

[~ Sales Tax Correction
|
I

Memao

Assigned To

Create Credit Template |

[~ Closed Save | Close |
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Credit Request for a Specific Invoice (continued)

4. Fillin the Credit Request form — Once the invoice number has been selected, the Requested
Amount will automatically fill in with the amount of the Invoice balance. Enter the remaining
information on the Credit Request form.

e Reason — This is a required field; select the Credit Reason from the drop-down list.

e Memo - You may enter a note in the Memo field to describe why the invoice balance is
being requested for a credited-off. This field is optional. If the Credit Memo is to be
printed and sent to the Customer, this information will be printed.

e Assigned To — This may automatically fill with the next User who is responsible for signing-
off on the Credit Request. If this field does not auto fill, the User may select a name from
the drop-down list to which the Credit Request will be assigned for further processing. If
the User creating the Credit Request has the appropriate permissions, the credit memo
may be generated by clicking the Save button located at the lower right of the form.

Credit Request 3

Reqg By: carolyn
Req Date: 1/22/2015
Invoice # |1[J?6 Credit No:

Customer |1003

Barton, Christine

26691 Carlota Dr .
Mission Viejo, CA 92691 [ Inwvoice Issued to Wrong Customer

General Info [ign Offs ]

Requested Amount £509.73
Approved Amount £509.73

‘ Reason | Service Issues

[ Sales Tax Correction

Mew Tax Group |

Mew Invoice Date |

Memao ‘l

Assigned To | carolyn | 01/22/2015

Create Credit Template

[~ Closed Save | Close |
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Credit Request for a Specific Invoice (continued)

5. Credit Request Sign-Offs - On the Sign-Off tab of the Credit Request, the User will click the Sign
Off 1 button on the Credit Request then the Save button located at the lower right of the form
to complete the Credit Request. If the User creating the Credit Request has the appropriate
permissions to generate credit memos and that User’s credit memo limit is equal to at least
the total amount of the Credit Request, clicking the Save button will prompt the User with a
message asking if they are ready to create the Credit Memo. If the User’s credit memo limit is
less than the requested amount, the Credit Request will remain in the Credit Request List until
a User with the appropriate credit memo limit opens the Credit Request and clicks the Save
button to create the Credit Memo.

|1003

[ 1078

Barton, Christing

26691 Carlota Dr
Mission Wiejo, CA 92691 [~ Invoice Issued to Wrong Customer

GeneraiInfo  Sign OFfs |

B sign OFf Detail

Sign Off 1 bl 12272015 8:01:07 AM Amaount 508,73

Motes ]-mnwd.l]:radt eated,|

Sign OfF 2

Maximum Approval Amount 100000, 00

(éﬂv‘EJQﬂE|
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6. Generating the Credit Memo - The Credit Request will be displayed in the Credit Request List if
the credit memo was not generated by the User in Step 5. If this is true, the User assigned to
the Credit Request will be responsible for monitoring the list and moving the Credit Request on
through the sign-off process. Once all sign-offs have been completed (according to your
company policies), the Credit Memo may be created and posted to the customer’s account.

The User who will generate the credit memo will open the Credit Request and click the

Save button located at the lower right of the Credit Request form. A message is displayed
asking the User if they are ready to create the credit; click the Yes button to accept. Once the
Yes button is selected, the application creates and posts the Credit Memo which is now
available on the Customer Explorer record to apply to an invoice.

Barton, Christine
26691 Carlota Dr
[Mission ¥iepo, CA 92691

General Info Sign OFfs |

™ Invaice Isswed to Wrong Customer

EF sign OFf Detai
smom@mm 1222015B:0L0TAM  Amount 509.73
-
Cunes approved credit created.| )
Sign Off 2 Amount
v
Sin OFF 3 Amaunt
Nates |
Maximum Approval Amount 100000, 00
I Coset &

Create Credit

| Are you ready to create the credit?

7. You will be returned to the Credit Request form. The Closed option (at the lower left of the
form) will automatically be set; click the Close button to leave the Credit Request form.
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Credit Request for a Specific Invoice and Create an Invoice for Another Customer

A User may create a Credit Request for a selected invoice on a customer account and at the same
time select a different customer for which you want to create a new invoice. Using this option,
the application credits off the invoice on one customer and automatically creates an invoice for a
different customer using the same Invoice Items and/or Parts that were used on the originating
customer’s invoice. This feature would be used if you accidentally invoiced the incorrect
customer.

1. There are three ways to begin the new Credit Request; all options are listed below.

e Navigate to the Main Application Tree and select Accounts Receivable/Credit Request
option, then click the New button located at the lower right of the Credit Request List.

e Navigate to a Customer Explorer record; select Credit Requests from the customer tree;
right-click and select the New Credit Request option.

e Navigate to a Customer Explorer record; within the Active Pane, highlight an open invoice
then right-click and select the New Credit Request option.

2. Select the Customer - Once the Credit Request form is displayed, select the Customer number
for the request. If the Credit Request was started from the Customer Explorer, the customer
number will automatically be populated.

&) Credit Request [ I
G = aD
Invaice = L A

Barton, Christing
26631 Carlota Dr
Mession Vieo, CA 92691

General Info | Sign Offe |

Reguested Amount
Approved Amount 0.00
Reasan [ =l

[ Sales Tax Correction

Create Credit Template

I~ Clased Save D=
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Credit Request for a Specific Invoice and Invoice Another Customer (continued)

3. Select the Invoice Number - In the Invoice# field, select the Invoice to be credited off from the
drop-down list.

GeneralInfo | sign offs |

Reguested Amount

Approved Amount

Reason

Hew Tax Group

Mew Inwvoice Date

Memo
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Credit Request for a Specific Invoice and Invoice Another Customer (continued)

4. Select the Customer to Invoice - Select the checkbox Invoice Issued to Wrong Customer which
is located to the right of the customer name display box, and enter or lookup the customer
number for which a new invoice will be created.

Note: A new invoice will not be created for the selected customer until the Credit Memo is
generated for the Credit Request being processed.

5. Fillin the Credit Request form — Once the invoice number has been selected, the Requested
Amount will automatically fill in with the amount of the Invoice. Enter the remaining
information on the Credit Request form.

e Reason —This is a required field; select the Credit Reason from the drop-down list in this
field.

e Memo — The User may enter a note in the Memo field to describe why the invoice balance
is being requested for a credited-off. This field is optional. If the Credit Memo is to be
printed and sent to the Customer, this information will be printed.

e Assigned To — This may automatically fill with the next User who is responsible for signing-
off on the Credit Request. If this field does not auto fill, the User may select a name from
the drop-down list to which the Credit Request will be assigned for further processing. If
the User creating the Credit Request has the appropriate permissions, the credit memo
may be generated by pressing the Save button located at the lower right of the form.

7
O Credit Request 4 I
Req By: caralym
e L Req Date: 122/2015
Invaice # 1090 Credit Mo:
ton, Christine
26691 Carlota Dr
5500 \l.ec:;, CA 92691 ¥ Irweice Issued ta Wrang Customer
Tesue New Irvoice
To Customer: 1002 aft

Sam Martin

GeneralInfo | sign offs |

Reguested Amount §150.00
Approved Amaunt $0.00

Ct:mn | Tnweiced in Error | )

Hew Tax Group
New Invoice Dats 1/22/2015 ]

Meme
Gsimh‘-Tc carhyn ~+] o1/222015 )
Create Credit Template
[~ Closed Save Clse
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Credit Request for a Specific Invoice and Invoice Another Customer (continued)

6. Sign Off and Generate Credit and New Invoice — Click the Sign off button then click the
Save button located at the bottom of the form. If the User does not have permissions to
generate credit memos, the Credit Request will appear in the Credit List for processing by
another User with the appropriate permissions. In this example, the User does have
permission to generate the credit.

After clicking the Save button, a message will be displayed confirming you want to credit off
the balance of the invoice; click the Yes button to proceed.

&) Credit Request 4 @]
Req By: caralym
Cus tom I —
e 1003 ReqDate:  1/22/2015
Invoice = s Credit o
Barton, Christne
26631 Carlota Or
Mizsian Viejo, CA 92691 R Inwoice Issued to \Wrang Customer
Issue New Invoice —————
To Customer: 1002 at
Sam Martin

General Info SlunCrH-s|

Ef Sign Off Detall
Sign OFF 1 m«ﬂm 1/22/2015 10:11:22 AM  Ameunt 150,00
o
Cunm |.0q:ru'.ved| )
Sign Off 2 Amount |
Create Invoice Credit l" i "J
a
Are you sure that you want to credit off the balance of "$130.00° for —
imvoice '1090" ¥
Yes Mo | i 100000.00
S
™ Closed Save '- Close

Once the credit memo has been generated, a new Invoice is automatically created and posted for
the new customer to be invoiced. The same Invoice Items and/or Parts that were on the original
invoice that was credited off are used to build the new invoice.

It is a good practice to open the newly created invoice to review the information and make any
necessary changes. You may flag the invoice to go to the printing queue and change or enter
additional information into the Memo field. When finished, click the Save button located at the
lower right of the invoice form to save any changes made to the new invoice. Permissions are
required to be able to make changes to the invoice.
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Credit Request for a Partially Paid Invoice

For the most part, the process for creating a credit for a partially paid invoice is the same as for a
particular invoice. The only difference in the process is once the Credit Memo is generated, a form
will be displayed to select a G/L Account for writing off the balance of the invoice. Since payments
and credits are applied to the invoice itself and not individual parts and/or invoice item lines, the

software lets the User determine which G/L Account to use to credit off the invoice balance.

Follow steps 1 through 6 under the topic of Credit Request for a Specific Invoice, then continue on

with the next step once the Credit Memo has been created.

After clicking the Save button on the signed-off Credit Request form, the Credit Off Invoice Balance

form will be displayed.

e Date —This is the date that records when the credit was applied to the partially paid

invoice. This field will default to today’s date, however you may select any other date that

is in an open accounting period.

e GL Account - Select the G/L Account Number which will be used for crediting off the

invoice balance.

e Category - Select a Category Code from the drop-down list.

e Memo - You may enter an optional note into the Memo field (256 characters allowed).

When finished, click the OK button located at the lower right of the form.

[s] Credit Off Invoice Balance

) Customer Number 1003

Name |Barton, Christine
Date |2/22/2018 EH
GL Account | 420000 ﬂg
Revenue -T M Service

Category Code [ Service [=]

Memo Write off balance of Service Inveice.

Credit Request 5
Invoice ... | Date | Description | Amount Net Due
1076 12/18/2014  Service Call 574,73 509,73

oK Cancel
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Credit Request for Sales Tax Correction

If a Customer invoice was created using the incorrect Tax Group (user error or preference), you
may use the Sales Tax Correction option with Credit Requests. Using this method, you would
select the Invoice, and on the Credit Request form, you would select a new Tax Group to use and
create a new Invoice using the tax rules of the desired Tax Group. Once the Credit Request is
approved, a Credit Memo will be created for the original invoice amount, and a new Invoice will be
created using the same Items Codes/Parts and apply the sales tax based on the new Tax Group
selected on the Credit Request. You may apply the Credit Memo to the old invoice or to the new
invoice created.

Note: Only invoices where no payments or credits have been applied may be selected for this
Credit Request method.

1. There are three ways to begin the new Credit Request; all options are listed below.

e Navigate to the Main Application Tree and select Accounts Receivable/Credit Request
option, then click the New button located at the lower right of the Credit Request List.

e Navigate to a Customer Explorer record; select Credit Requests from the customer tree;
right-click and select the New Credit Request option.

e Navigate to a Customer Explorer record; within the Active Pane, highlight an open invoice
then right-click and select the New Credit Request option.
2. Select the Customer - Once the Credit Request form is displayed, select the Customer number
for the request. If the Credit Request was started from the Customer Explorer, the customer
number will automatically be populated.

(5] Credit Request =
Customer 1007 i )
:rnvmce T T =TT &l nvoices

St. Elizabeth Ann Seton Catholic
Church

9 Hilgate

Irvine, CA 92612

General Info ]5ign offs |

Requested Amount
Approved Amount 0.00
Reason I =

[~ Sales Tax Correction

Create Credit Template

[ Closed Save Close
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Credit Request for Sales Tax Correction (continued)

3. Select the Invoice Number - In the Invoice# field, select the Invoice to be credited off from the

drop-down list.

4. Fill in the Credit Request form — Once the invoice number has been selected, the Requested
Amount will automatically fill in with the amount of the Invoice. Enter the remaining information

on the Credit Request form.

Reason —Select the Credit Reason from the drop-down list in this field (required field).

Sales Tax Correction Checkbox/New Tax Group/New Invoice Date — Check the box labeled
Sales Tax Correction. This will display two new fields, New Tax Group and New Invoice
Date. Select the desired New Tax Group from the drop-down list. The New Invoice

Date field will default to today's date, however this may be changed to any date as long as
the accounting period is in an open status.

Memo — The User may enter a note in the Memo field to describe why the invoice balance
is being requested for a credited-off. This field is optional. If the Credit Memo is to be
printed and sent to the Customer, this information will be printed.

Assigned To — This may automatically fill with the next User who is responsible for signing-
off on the Credit Request. If this field does not auto fill, the User may select a name from
the drop-down list to which the Credit Request will be assigned for further processing. If
the User creating the Credit Request has the appropriate permissions, the credit memo
may be generated by pressing the Save button located at the lower right of the form.

Customer 1007 ]
Invoice # 127 ﬂ All Invoices

General Info | Jign Offs ]

Credit Request IEI

Invoice # Invoice Daf Description Amount Net Due
0 arvice Cal 50 50

9 Hilgate

Irvine, CA 92612

Requested Amount 160.13
Approved Amount 0.00
Reason | Sales Tax Correction ﬂ
[v Sales Tax Correction
New Tax Group | OC-Exempt ﬂ
New Invoice Date 12/31/2015 J
Memao
Assigned To | Administrator |
[~ Closed Save Close
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Credit Request for Sales Tax Correction (continued)

5. Sign Off and Generate Credit and New Invoice — Click the Sign off button then click the
Save button located at the bottom of the form. If the User does not have permissions to generate

credit memos, the Credit Request will appear in the Credit List for processing by another User with

the appropriate permissions. In this example, the User does have permission to generate the

credit.

After clicking the Save button, a message will be displayed confirming you want to credit off the

balance of the invoice; click the Yes button to proceed.

'S ) Credit Request (=3
Customer |IDD?
Invoice # | 127 ﬂ [ Al Invoices
St. Elizabeth Ann Seton Catholic
Church
9 Hilgate o
Irvine, CA 92612
General Inflo
EJ sign Off Detail
Sign D(@'ﬂinish’ab}r 2/22(2016 7:49:31 AM Amount 160.13
Motes l
Sign Off 2 Amount
Motes
Sign Off 3 Amount
MNotes
Maximum Approval Amount 100000.00
[ Closed “ Save ! Close |
e —
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Credit Request for Sales Tax Correction (continued)

6. Apply the Credit - Once the Credit Request is approved and saved, the application will
automatically create a Credit Memo for the original invoice and create a second invoice using
the correct Tax Group. The Apply Customer Credit form will be displayed where you may
manually apply the credit based on your company's policies and procedures.

5 ] Apply Customer Credit 1007 =)
Credit Amount and Balance
St. Elizabeth Ann Seton Catholic Church
9 Hilgate Credit Amount 160,13
Irvine, CA 92612
Balance 0.00
Credit Date IZjZZf?.UlG
Credit Memo Apply Date [2/22/2018 =
Invoices I Other I
Invoice List p— |
Site Name Invoice # Date Amount Net Due { Payment L
5t. Elizabeth Ann Seton Cathelic | 127 12f31/2015 160,13 160,13 160,13
St. Elizabeth Ann Seton Cathelic | 130 12/31f2015 150.00 150.00
v
Clear |
Memao
.' Save | l Close |
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Credit Request for a Job Invoice

For Job Invoice credits, the process is almost identical to creating a Credit Request for a specific
invoice; the only difference is where the User begins the Credit Request.

1. Open the Job record for which a Job Invoice must be credited.
2. Within the Job record, click on the Tools button on the Job Toolbar.

3. From the Tools Toolbar, click on the Invoicing button. To the right a list of all Job Invoices and
Credits (if any) will be displayed.

4. Highlight the Invoice to be credited, right-click and select the "Create Credit Request" option.

For the remainder of the process, follow steps 4 through 7 found under the topic: Credit Request
for a Specific Invoice.
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