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Supplier Portal Training Guide: How to create a Credit Memo
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Please note;:

These instructions are ONLY for suppliers who have been onboarded
to the S2P Connect Supplier Portal.
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s2pconnect
Create a Credit Memo

1) To issue a Credit Memo to your
customer, click on the Invoice HOME [ wyciens RERUEERER
Management tile from the home

page. ‘ﬂupﬂNT’ DuPont 0 Manage Profile

Keep your client specific profile updated here.
2) Click on the Invoice Number for \

which the credit memo is to be \ .
app“ ed f@j\v RFX Management (0) Bl Auction Management (0) Contract Management (2) 5@@ Order Management (24)

Invoice Management (0) H Credit Memo Management (0)

= «UPONT Q o Q
INVOICE MANAGEMENT

TNVOICE

Document Name N DocumentNu.../Num... Supplier ... Supplier ... Inv... Supplier ... Supplier... t  InvoiceR..t4  Total Val... Purchase... Payment...

Invoice for Ordert for TESTF... INV-01:21-00000242 )) 7500003540 :/b\ankmblankf POBased SETTestlnv 017122021 01122021  182855USD  Standard NS0 - Net 90

———
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Create Credit Memo (cont)

3) Click on the More button.

q D“PUNT > CATALOG ~ CONTRACT ~ PURCHASING  INVOICE  SUPPLIER Q. = N & @ @ H

& INV-01:21-00000242 - Invoice1 For Order1 For TEST FOR SCRIPT 6343 1,828.55USD ~ 1 more

4) Select Create Credit Memo option.

>= \ BASIC DETAILS
I Basic Details Invoice Name Invoice Number Invoice Amount Supplier Invoice Number Invoice Creation Date
= G Invoice1 for Order1 for TEST F...  INV-01:21-00000242 1,828.55 SET Test Inv 01/12/2021
5) Enter Supplier Memo Number.

Supplier Name e Order Number Order Name Supplier Code ¥

Supplier StakeHolder Details 7500003540 Order1 for TEST FORSCRIPT.. 1000115531

Profile

Payment And Delivery... Purchase Type Invoice Type

Standard Standard

6) Enter Credit Quantity or Credit
Amount as required.

Line Details

Create Credit Memo

Export To PDF -

Print Invoice

- 1 :21-00000264 138027 USD ~ - |
\ BASIC DETAILS ! Manage Optional Fields

P : Credit Memo Narme~ Credil Mermo Number tion Invoice Nurmibe: Cunency
Basic Details
Credit Memo1 for Invoice1 for. CM-01:21-00000264 INV-01:21-00000242 usD

Line Detalls

Order Number Supplier Invoice Number Billab Invoice Creation Date Supplier Invoice Receive: Invoice Received On

C:ﬂ 7500003540 SET Test Inv No ~  01/12/2021 01/12/2021 01/12/2021
Memo Received On* Memo Creation Date Supplier Memo Datex Purchase Type Supplier Code Supplier Tax Identification Number
01/12/2021 01/12/2021 01/12/2021 Standard 1000115531 -

Supplier

Profile

~ LINC DCTAILS

LINES
Line(3) W >
Li... Item ... Supplier Item ... Line Description Type vom
1 210-AWLN Dell Latitude 5310;L... Material EACH 0.00 830.280000 400.00
2 210-AWLN Dell Latitude 5310;L.. Material EACH 1.00 830.280000 83028
3 210-AQCO Dell 24 USB-C Moni... Material EACH 1.00 149.990000 149.99

— [Csve ]| sove o nuver
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Create Credit Memo (cont)

7) Click on the 3 dots.

CM-01:21-00000263 §
¢ 10.00USD (l ) \I}

52 /
Basic Details 0

+ BASIC DETAILS Manage Optional Fields

8) Click Upload Image and attach the
credit memo document (acceptable

formats are PDF, JPG & PNG) LneDeas
Credit Memo Name* Credit Memo Number Supplier Memo Numbert Purchasing Organization Buyer Name* Currency*
Create Credit Memo1 CM-01:21-00000263 W389 001-P80 Test1 User1 uso
NOTE: Attaching an image is —_—
01/11/2021 Standard 1000115531

mandatory e

Delete I Upload Imagel

(s R

Export To PDF

~ SCANNED IMAGE 5 S (&) = CHANGE IMAGE

CREDIT NOTE
o
ICustomer Name) .

Credit Note naums
“N-0o01 :

VAT Number:
GB12345678
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Create Credit Memo (cont)

9) After uploading the image, click
Send To Buyer on the bottom right
corner. You will receive the message
Are you sure you want to send to
Buyer? Select Yes.

9

/N WARNINL

10) Once you click Send to Buyer, it will
take you to Credit Memo tab, where
you can see the credit memo with
Approval Pending Status.
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Home / CreditMemo

Credit Memo Management

All Approval Pending ReadyForPayment
2 1 1
"

My Tasks

DOCUMEN... 1T DOCUMENT... PO NUMBER ORDERED ON INVOICE N.... INVOICED ON
Credit Memo...  CM-01:21-.. 7500003540 12/15/2020 INV-01:21-...  01/12/2021

SUPPLIER ITEM com\' CREAT... T STATUS

[_1:

Q_ search @ el

/blank/ /bl... 01/12/20.( ApprovalPending :
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© 2021 DuPont. All rights reserved. DuPont™, the DuPont Oval Logo, and all trademarks and service marks denoted with ™, sM or ® are owned by affiliates of DuPont de Nemours, Inc. unless
otherwise noted. Nothing contained herein shall be construed as a representation that any recommendations, use or resale of the product or process described herein is permitted and complies
with the rules or regulations of any countries, regions, localities, etc., or does not infringe upon patents or other intellectual property rights of third parties.

The information provided herein is based on data DuPont believes to be reliable, to the best of its knowledge and is provided at the request of and without charge to our customers. Accordingly,
DuPont does not guarantee or warrant such information and assumes no liability for its use. If this product literature is translated, the original English version will control and DuPont hereby
disclaims responsibility for any errors caused by translation. This document is subject to change without further notice.
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