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Supplier Credit Notes 
Andrew 

There was an issue with a shipment from one of our suppliers, they issued us a credit note… but how do we track 

that? 

Robert 

Did we return or dispose of the product? We enter Credit Notes in Accounts Payable, but file it differently based 

on if we were supposed to return or dispose of the inventory.  

Andrew 

They had us return it…  

Oh! There’s the Credit Note function. Can you help me enter it? 

Robert 

Sure thing!  

Pick a topic to dive in. 

Topics 

• Credit Notes for Supplier Returns 

• Supplier Credit Notes without a Return 

• Credit Note for an Overhead Purchase 

Credit Notes for Supplier Returns 

You can assign Credit Notes that are Awaiting Credit to Supplier Returns. 

On the Accounts Payable tab, select either Browser or Credit Note   

Note that if you’re using Browser, the items from the current entry session appear on screen. 

Open Credit Note. 

Enter the new Batch ref, Sub ref, Supplier, and Ref/document no. and then confirm the Credit date. 

Set the Credit type to Stock.  

BisTrack displays the Returns button.  

Select it to see Supplier Returns Awaiting Credit. 

Enable the Show supplier return line option and then select the returns for the Credit Note. 

BisTrack displays the return lines in the viewer. 

Complete the Credit totals section  

Enter the Pre-Tax amount as Goods total, then the Tax, and the Total amount as the sum. 

If needed, you can use the breakdown button to enter more details tax information.  

Enter the Goods Total and their associated Tax in each Code’s row. 



  

 

 

2  June 12, 2019 

Selecting Add saves the credit note. 

Or choose Approve and BisTrack exports the credit note to your financial packet. 

Follow the prompts to complete the process. 

Supplier Credit Notes without a Return 

You can enter Credit notes without a matching supplier return.  

Only do this when issuing credit dollars and the customer is not returning the product, since you’re not adjusting 

the Quantity on Hand. 

Open Credit Note from the Accounts Payable Tab. 

Enter the Batch ref, Sub Ref, and Ref/Document no. 

Set the Credit type to Stock and choose the Invoice for crediting. BisTrack displays the lines of that invoice in the 

viewer. 

Complete the other fields as needed. 

Enter the Goods total, Tax, and Total amount for the Credit Note.  

Use the Breakdown button to specify which tax rate applied to how much of the Goods total. 

Disable the check box for any lines that you don’t want to include in the Credit Note. 

Enter the Credit Goods Total for each line. 

Confirm the line and credit totals. 

Choose Approve to ready the Credit Note for export to your financial package; otherwise select Add to save the 

note. 

Follow the on-screen prompts to finish. 

Credit Note for an Overhead Purchase 

You can issue a Credit Note for an Overhead purchase. Start by accessing the function under Accounts Payable. 

Set the Credit type to Overhead, and complete the Batch Ref number, Invoice, Supplier, and Ref/Document no 

information.  

Enter the Goods total, Tax, and Total amounts. Use the Breakdown… button to specify which Tax Code applied to 

how much of the Goods total. 

Enter the Credit Goods Total amount for each line, and then confirm the Line and Credit Totals for the note. 

Choose Approve to prepare the Credit Note for export to your financial package; otherwise select Add to save the 

note. 

Follow the on-screen prompts to issue the Credit Note. 
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About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—in 

the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For more 

information, connect with Epicor or visit www.epicor.com. 
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The contents of this document are for informational purposes only and are subject to change without notice. 

Epicor Software Corporation makes no guarantee, representations or warranties with regard to the enclosed 

information and specifically disclaims, to the full extent of the law, any applicable implied warranties, such as 

fitness for a particular purpose, merchantability, satisfactory quality or reasonable skill and care. This document 

and its contents, including the viewpoints, dates and functional content expressed herein are believed to be 

accurate as of its date of publication. The usage of any Epicor software shall be pursuant to the applicable end user 

license agreement and the performance of any consulting services by Epicor personnel shall be pursuant to 
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countries. All other marks are owned by their respective owners. Copyright © 2016 Epicor Software Corporation. 
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