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Quick Reference Guide — Checking Credit Status

How To Check Credit Status

1. Toview all credits
a. Click Invoices Tab
i. Status of each invoice/credit is displayed.
b. The view can also be changed to view credits only
i. Click the View dropdown menu

ii. Select Credit Notes
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2. Create a View to see paid status.

a. Click Create View on the View dropdown.
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b. Enter the name of the report.

c. Add condition: Paid = Yes
d. Dragthe information that you need in your report.

i. Then, click Save
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Drag columns to the right to select, to the left to unselect and vertically to change column order.
You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the

item, or ESC to cancel the reordering

Available Columns Selected Columns
Commented Invoice #
Comments Created Date
Date Of Supply Status
Date Of Supply PO #
Delivery Number Total

e. Paid credits and invoices are displayed.
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3. To check Credit Status detail

a. Click on the credit under Invoice #.
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b. Scroll to the Payment section of the Credit Memo
c. Click drop down arrow.
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