Creating a Credit Memo for an Invoice

1) Navigate to the Invoices and Credit Memos tab.
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2) The system will display a list of previously submitted invoices and credit memos.
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Please note, the pending invoiced amount is only reflective of invoices submitted via the Supplier Self-Service Portal
T Type Number Name Date Status Gross Price
| | Invoice 9100000930 FY 21/22 Consulting Services 03/14/2022 Document Sent 150,00 USﬁ
Invoice 9100000882 ABC Consulting Services 07/26/2021 Document Sent  30000USD
. Credit Memo 9100000881 ABC Consulting Services 07/26/2021 Document Sent 50,00USD
. Invoice 9100000880 ABC Consulting Services 07/26/2021 Document Sent 50,00USD
. Credit Memo 9100000848 ABC March Services 04/22/2021 Document Sent 100,00USD

Invoice 9100000847 ABC March Services 04/22/2021 Document Sent 100,00USD




3) Identify the invoice you would like to reduce or zero out via a credit memo. Click the Invoice
number to display the invoice. For this example, we will click invoice 9100000930.
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Please note, the pending invoiced amount is only reflective of inveices submitted via the Supplier Self-Service Portal

| Type Number Name Date Status Gross Price
| Invoice 9100000930 FY 21/22 Consulting Services 03/14/2022 Document Sent 150,00USD
| Invoice “TO700000882" ABC Consulting Services 07/26/2021 Document Sent  300,00USD

4) The system displays the invoice details.
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Basic Data Terms of Payment
Number: 9100000930 Payment in Days Discount in %
Name FY 21/22 Consulting 45 0.000
Date :
03/14/2022 0 0,000
External Reference No.:  g0000000002000003. .
Status: Document Sent 0
Status (New) Accepted by Customer -

Unplanned Delivery Costs 0,00 USD



5) Verify the invoice is for the Purchase Order you wish to address. The External Reference No. will
display the purchase order.

: General Information - X
Basic Data Terms of Payment
Number: 9100000930 Payment in Days Discount in %
Name: FY 21/22 Consulting Serv... 45 0.000
Date -
03/14/2022 0 0,000
External Reference No.: 00000000002000003171
Status: Document Sent 0
Status (New) Accepted by Customer -
Unplanned Delivery Costs 0,00 usD

6) Select the Create Credit Memo button.
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7) The Edit Credit Memo screen will be displayed and will default to the full invoice amount.
Review the credit memo and adjust the Quantity field on the credit memo if needed. The
amount should be a positive number and will reduce the invoice amount accordingly.
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= | General Information

Basic Data Terms of Payment
Number: 9100000931 Payment in Days Discount in %
Name FY 21/22 Consulting Serv. 45 0,000
Date:
External Reference No. gggggﬁﬁiiomooﬂoam 0 0000
Status: In Process 0
Unplanned Delivery Costs: 0,00 USD
= | Item Overview
e
Number  Description Product Quantity Unit of Me... Net Value Extern... Purch..
10 March 50,000 Activ.unit 50,00USD Not Valid = 2000 1
20 April 50,000 Activunit ~ 50,00USD Not Valid ~ 2000... 2
30 May 50,000 Activ.unit 50,00USD  Not Valid = 2000 3
Net Value 150,00USD
Unplanned Delivery Costs 0,00USD
Tax 0,00USD
Gross Price .~ 150,00USD

8) Optional: Include additional attachments with your SUS Portal Credit Memo. Note: Only PDFs

will be sent to CalSTRS — all other document types will not transmit but will remain available

to you in the SUS Portal.

a. Select an attachment type prior to uploading your attachment.

b. Click Add Attachment

Welcome Ven Dor

Help | Personalize | SAP Store | Logoff w

Purchase Orders Invoices and Credit Memos Administration

Home

All
Q1] 4
Portal Favorites EE

Home | Find | Help | FAQ | Log off w

| History

p ListofInvoices > Display Invoice > Edit Credit Memo

Edit Credit Memo: 9100000931

| Cancel ‘ \| Update Prices | | ‘5Pnnt H Download

= | Communication and Collaboration

A

Attachment Type )

Select the Option

Timesheet .
Invoice: pe
@

Message to Purchaser

Attachments

& Add Attachment
B No Aftachments Available

All PDFs attached will be sent to CalSTRS with
your invoice or credit memo. All other document
types will not be visible to CalSTRS and are for
your records only.

Back Forward |=

| History , Back Forwarc

i
juj
i}

El



c. Click Browse to find file
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All PDFs attached will be sent to CalSTRS with your invoice or credit
memo. All other document types will not be visible to CalSTRS and are
for your records only.

d. Select file
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e. Click Upload and the attachment will be linked within the invoice.
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All PDFs attached will be sent to CalSTRS with your invoice or credit
memo. All other document types will not be visible to CalSTRS and are
for your records only.

9) Once your review is complete, click the Send button to submit the Credit Memo.
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10) A message will display showing the Credit Memo was successfully sent to CalSTRS. It is good
practice to notify your contract manager if you submitted a Credit Memo. This enables the
Contract Manager to keep current records of activity related to your vendor account.
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All PDFs attached will be sent to CalSTRS with your invoice or credit
memo. All other document types will not be visible to CalSTRS and are
for your records only.





