
 

 

How to . . . 

Issue a credit memo on account 

 

 

Purpose To issue a credit memo on account 

 

 

In the Invoice Selection window, scroll down to the Credit Memo Island.  In this island, check the box 

“Restore Job Entires”.  In the field “From Invoice Number” do a ctrl +G to bring up the invoices for this 

project and select the one you want to credit (there should only be one for this project).  When the 

information is correct, hit Enter.       



 

 

 

 

 

 

 

 

 

 

 

 

 



2) Now in the Action drop down, select “Invoice to Credit Memo” 

 

 

 

 

 

 

 

 

 

 

 

 



3) In the field “Amount for Invoicing on Account” enter the amount you wish to credit with a negative 

sign in front of the amount.  Hit Enter.   

 

 

 

 

 

 

 

 

 

 

 



4) Now in the Action menu, do Action > Approve for Crediting on Account 

 

 

 

 

 

 

 

 

 

 

 

 



5) Now do Action > Print Draft to be sure the credit memo looks correct.  A pdf of the credit memo will 

be printed to review.   

 

 

 

 

 

 

 

 

 

 

 



6) If it all looks good, go Action > Print Credit Memo.  The credit memo will now be printed and posted 

to the G/L.   

 


