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SUBMITTING CREDIT MEMOS

This guide is relevant if you need to submit a credit note against an invoice previously submitted
through Ariba.

METHOD 1: ACCESSING THE INVOICE YOU WISH TO BOOK A CREDIT MEMO AGAINST

1. Log into Ariba with your username |
and password.

Workbench Catalogs

From your workbench click on the
‘Invoices’ tile and select the 31 20 ) 2
Invoice that you wish to submit a o S
credit memo against.

Last 31 days

Invoices (31)

> Edit filter
Type Invoice Number Invoice Status Customer
Standard Invoice mitest Sent tirlan
Standard Invaice Test note Rejected tirlan

2. You will be brought directly to the
Invoice that you need to issue the
Cred|t memo aga|nst Create Order Confirmation - ] [ Create Ship Notice l [ Create Invoice «

Purchase Order: 4590138975

Order Detail Order History

+ Tirlan

From:

Glanbia Business Services
Glanbia Ireland DAC

Co. Waterford

X35 F207

Ireland

Phone: +353 () 056 8836000
Fax: +353 () 056 8836001
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CREATING THE CREDIT MEMO

3. At the top of the screen, click
Create Line-ltem Credit
Memo.

Print Download POF »

[ Create Line-Item Credit Memo Copy This Invoice

Detail Scheduled Payments History

Standard Invoice

xport

4, Credit Memo type will default
to Quantity Adjustment

This type of credit memo
should be used for credit
memos related to POs with
format 459X XXXXX &
AIXXXXXXX

Note: Credit memo type
‘Price Adjustment’ should
only be used for PO
numbers with format
A79xxxxxx (Framework
Order POs)

Create Line-Item Credit Memo

Credit Mempg.Tuna,

(@) Quantity Adjustment (i) () Price Adjustment (i)

~ Invoice Header

Summary

Credit Memo #:*+

21 Feb 2022

Credit Memo Date: *

Original Invoice No:  mijtest

Original Invoice Date: 8 Oct 2021

supplier Tax ID:* | 21234567

4, Scroll down to the bottom of
the page and click Create Line
Item Credit Memo.

=  Ttesrw2€  tirlan 4900004835  Online

tirlan 4900004835  Online

= testrwl &

L) I Create Line-ltem Credit Memo I | Create Line-ltem Debit Memo

5. Enter your Credit Memo #.

Input your organisation’s
internal Credit Memo reference
here.

¥ Invoice Header

Summary

Credit Memo #:* I CMO05698 I

Credit Memo Date:* 10 Feb 2020

Original Invoice No:  test 0%

Original Invoice Date: 6 Feb 2020
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issue a credit note against or
select all lines if you wish to
issue a credit against the
entire PO

Insert Line Item Options

6. Scroll down the page to the |
Comment section and enter a
reason f0r the Cl’edlt MemO. Reason for Credit Memo: * | Goods were faulty, no replacements available. Issuing credit note as refund.
Default Credit Memo
Comment Text:
7. Select the line you wish to

Tax Calegory: 99 VAT / Second Reduced ...
No. Include Type Part #
2 @ MATERIAL Not Available

Category:* VAT

Shipping Documents

Description

TEST ITEM charges test

ADDING ATTACHMENTS TO YOUR SUBMISSION

For certain purchase types, Tirlan may require you to attach a PDF copy of your own Credit
Memo to your submission. If you are required to attach a copy of your credit memo, an error will
occur if you try to submit your credit memo without adding an attachment.

dropdown menu.

8. Above the ‘Line ltems’ section T
:
click Add to Header
Line Items
Insert Line Item Options
D Tax Category 9% VAT | Second Reduced Rate v D Shipping Documents
l:‘ No. Include Type Part # Description
10 @ MATERIAL N616 SIFAST LONG LAST W/KILLER 750M
Pricing Details Price Unit:  EA
Unit Conversion: 1
No. Include Type Part # Description
20 @ MATERIAL NF9193 Automatic Generation - Freight Service
9. Select Attachment from the

Shipping Cost

* Indlicates required field Add to Header v

EUR Shipping Documents

EUR

EUR Additional Reference Documents and Dates
Comment

I Attachment
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10. | Click Choose File

Attachments

]
‘

Line ltems

Insert Line ftem Options.

the document is added to your
submission.

The attachment will then appear
below (you can add multiple
attachments as required).

¥ » .—g L L LLER 750M
11. | Locate a copy of your PDF credit o+ e T .
memo from your computer. - o e
[ mvore 2soere. TA70R/Z013 105 I!\,L\r;utt'\uuh«ll) 144 KB
Double click on the document
you wish to add to your o
submission. y
Invoice 259678 <] [anFies e -
Cancel
12. | Select Add Attachment so that o
\ttachments

The total size of all attachments cannot exceed 10MB

Choose File | No file chosen Add Attachment

Name
—

D Glanbia Inv 11584 PO 4900089642 pdf

L Delete

SUBMITTING THE CREDIT MEMO

13. | At the bottom of the page, select
Next.

| Jpaate | e o ‘ m

14. | Review the details of the credit
note and select Submit.

Ariba Network

Create Line-ltem Credit Memo Previous E

Confirm and submit the fine-item credit memo. It will be electronically signed according to the compliance map and your customer's invoice rules. Th
qualifies as Domestic Trade. The document’s originating country is: Ireland. The document's destination country is: Ireland.

1f you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be
old invoices once you subscribe to the archiving service.

Line-ltem Credit Memo

(Original Invoice No.

Subtotal -106.69 EUI
Total Tax 0.00 EUA
Amount Due -106.69 EU
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