[bookmark: _GoBack]Credit Memo Creation and Tracking
ProcureAZ has added a field to allow the user to enter the vendor’s credit memo number in ProcureAZ.  This field is in addition to the ProcureAZ auto-generated credit memo number
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ProcureAZ has been modified to allow accounts payable users to select a PO/Release number the Credit Memo is for, so that they can then select items from that document to include on the Credit Memo.  The user can use the ProcureAZ search functionality to access the applicable Release Number or Purchase Order, or to search for Releases/Purchase orders for a specific Vendor.  
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· If the user locates and selects a PO prior to selecting a Vendor, the Vendor field will populate with the applicable Vendor.
· If a PO is selected prior to selecting a vendor, the vendor field will populate with the applicable vendor.
In the screen print below, the purchase order number was populated based on the selection (blue rectangle) and the vendor was auto-populated (orange rectangle) based on the Purchase Order.
[image: ]

Once the Release/Purchase Order that a Credit Memo is related to has been identified, the user can associate the credit memo directly with specific line items from that PO/Release.
The user can click the “Add Items from PO” button on the items tab to see all the items that are on the Purchase Order.  
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The accounts payable user can select one or more items for the credit memo. 
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The user can then update the item quantity for the credit memo and also add the reason
[image: ]
TIP: A user cannot add the same item(s) from a PO list into the Credit Memo multiple times.
When the item is added to the credit memo, it will bring forward the unit cost from the PO.  This unit cost displayed is the ‘base’ unit cost.  If there was an item discount, the displayed cost does NOT reflect that discount.  It is important to verify the item cost that is on the credit memo to ensure it matches what the vendor has provided.  
The accounting information for each item will auto-populate.  If necessary, the accounts payable user can change the accounting information for the credit memos.  
If a PO association is changed on a Credit Memo, the items and accounting will be cleared.  The same situation holds if a vendor is changed – the Purchase Order association, Items and accounting will all be cleared. 
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