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Overview

The Manage Credit Memo tool allows users to access, manage, create, and delete Vendor credit
memos. Credit Memos are used to adjust the cost and quantity of inventoried items when
credit is issued from the vendor for returns. Credit Memos are added to Vendor Invoice Batches
and are available to apply against invoices for payment once the Vendor Invoice Batch

containing the Credit Memo has been posted.
Use Case(s)

e Goods received in the Pro Shop were paid for; however, after further review the goods
were determined to be faulty, and were returned to the Vendor. The Vendor issued a
Credit Memo for the returned goods, which will be applied to the Vendor’s account, and
will offset future amounts owed to the Vendor.

e Management wishes to review outstanding Credit Memos in preparation for offsetting
future payments to Vendors.

Accessing the Tool

To access the Manage Credit Memos tool:

1) Click on Accounts Payable
2) Then, click Manage Credit Memos

Accounts Payable £

? Club Intelligence
P Manage Yendors

: 1 Quick Check
ﬁ Accounts Payable

% Manage Purchase Orders

y o .
rg] Events ) Manage Ikem Receipts
= Manage Vendor Inygites

. e G..’J Manage Credit Memos )
mployees
“ %) Pending Mermorized Invoices
lﬁ'j General Ledger {j Enter Yendor Invaices
=l Pavy Bills

ﬁ . D - = Print Checks

%) woid Checks
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Entering Credit Memos

To enter a Credit Memo:

Click the New icon on the Manage Credit Memo Screen.

Accounts Payable < "\y approve Wendor Invoice Batches =5 Manage Credit Memos X

@ Manage Yendors Home
4 Cuick Check

| =L e |
L = 1—:‘. \ J i
L R &l & \
dit Delete  Export  Refresh  Clear Filker  Ackive ]
Credit Memo Date

U Manage Purchase Orders

%2 Manage Ikem Receipts - Memo Ref Tiakal Credit Memo Mo

= Manage Yendor Invoices 08/15,/2016 %1500 1656
Q:J Manage Cr’ed“: Memus DE.II].S.IIZD].EI $15||:":| 55165

N P L P Lar i drarea

The Lookup Value screen will appear to assist with locating a specific batch, amount, or other

filter as specified, or to begin a new batch.

Click the Quick Add button, or to add a credit memo to an existing batch, select the batch from

the list by double-clicking on it.

bet Lherk Prnted Lare { herk BUmber L ke Latal i Amount Had Iem Hersnt
1= Lookup Yalue = (B
search: || W | Quick add
Batch Conkrol Mumber Transackion Date ~ | Amounk Posted Posted Date
APO1312 08/15/2016 .
BPO1311 08/15/2016 =
APO1310 0B/15/2016
APO1309 0B/12j2016 $350.00
&P01302 0Bf11j2016 $50.00
APO1301 0B/11/2016
APO1300 08/11j2016
APO1306 0g/11j2016
APO129G 0B/03j2016
APO1294 . 07/29j2016
5 APO12E7 0728i2016
g APO1290 07f2gj2016
APO12E5 07/26/2016
AP01254 0726/2016
APO1ZE0 07/18/2016
APO1279 07/18/2016 $1,000.00
APO1E75 07/15j2016
BPO1277 07/14/2016 $0,00
APO1253 06/07/2016 Sl
-~ > z o

The Credit Memo entry screen will load.
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Home | Mew 3

48 @ e

Yerdaor: L\ Credit Memo Mumber: ]
Conkack: | ([Mone) A= Credit Date: IB.I'IEII'ZDIE j
Tuwpe s |Name Dezcription |E!uantit_l,l |.~’-‘-.mnunt |T0tal |
*
Memo: Tatal: | $0.00
Reference:

Select the Vendor. Start typing the name of the vendor or click on the Lookup icon to launch the
Lookup screen. Once Vendor appears in the list, select the Vendor to populate the Vendor field
by double-clicking on it.

% fpprove Yendor Invaice Batches 2 Manage Credit Memos € 8 Manage Ikems ,_ﬂ Reparting Dashboard %) Manage Members %/ approve Charge Batches ’ IMar

Home | Mew X

488 e

Vendor:@lone) oy e Mumber: Q9
Contact: |(Hone) | BE Lookop value = E =R

Search: b Ei-:] Cuick Add

Mame Account Mumber Fhone 1
Titleist TITLSO

Type £ | Mame Description

| #
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Once Vendor is populated, complete Credit Memo screen by selecting the Contact (if

applicable), populating the Credit Memo Number (usually provided by Vendor), and entering
the Credit Memo Date.

Home | Mew X

HBH®e

Vendor: | Titleist LY Credit Memo Nurnber: GM44332| )
Cnntact:@nmas Yan Hook L Credit Date:

Type - |Name Description |E!uantit_l.J |.t’-‘n.mnunt
*

Then, create a line on the Credit Memo to apply the Credit Memo appropriately. Select Iltem,
when an inventoriable item has been returned to a Vendor. Use a Comment line to enter

additional verbiage as desired. Use Account when receiving credit for a non-inventoriable good
or service.

Type 7 Mame Dezcription |Duantity |.t’-'«m|:|unt Tatal

- 1 $0.00 $0.00

[tem
|| Account

Cormrnent J‘\

For Item type, select the Item returned to Vendor in the Name field.

Conkact: | Thomas Yan Hook =N 8 Logkup Walus ETe
Search: b 4 Li-:l Quick Add
Tupe

Ikem Description Ackive F&E Item Retail Iterm Marne On Screen & | ID
L e Titlgist Pra o i Titleist Prao 2617
* Titleist Pra Ball Pack J Titleist Pro Ball Pack 2632
| 3 v Titleist Pra ¥ 1 Sleeve 1060
Titleist Pro W1 wi Logo W W Titleist Pra W1 wi Logo 1230

For Account type, populate the Name field with the G/L account to apply the Credit Memo

amount. More than one account line may be added if necessary, and amount on each line may
be adjusted accordingly.
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Contact: | Thomas Yan Hook

Q

a5 Lookup Walue

Type A |Nam§ Description

Account @\Ione)

>
*

Iame

230-00-12 Misc Accrued Expenses
433-5-12 Miscellaneous Sales
750-40-12 Miscellaneous Expense
750-50-12 Miscellaneous Expense
750-60-12 Miscellaneous Expense

W @ Quick add

Department Mame
Balance Sheet
Other Revenue
Adrnin

Clubhouse

@0-80-12 Miscellaneous Expense

750-90-12 Miscellaneous Expense
240-00-12 Golf Shop Misc,

Course Maintenance
hop
d

Balance Shest

Next, complete the remaining fields of the Credit Memo.

For Item type, Description field will auto-populate with Item Description. Enter Quantity and

Amount fields as positive. Total field will calculate. Memo and Reference fields may be

completed if desired.

Home | Mew X

HEBN e

Vendor: | Titleist k_.'ﬁ Credit Memo Mumber: | CM44332
Conkact: | Thomas Van Hook L} Credit Date: I 8/16/2016 j
Tupe S M ame |Descriptinn |E!uantity |Amnunt |Tota| |
b ltem Titleist Pro 1 Sleeve Titleizt Pro® 1 Sleeve a0 $9.0 $450.00
*
Mmoi Defective - Spotked Balls| ) Total: | $450.00

o@erence: Imvoice #314 )
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For Account type, Description will auto-populate with name of G/L account selected. Leave

Quantity field at 1, and enter total amount to credit in the Amount field. Total will populate.

Home | Mew X

H B M e

vendar: | Titleist €, Credit Memo Mumber:  |CM44332
Contact: | Thomas Yan Hook, Ly Credit Date: I gi6/2016 vl
Type MHame Description |Quantit_l,l |Am0unt 2 |T0tal |
b Account 750-80 Mizcellaneous Expe 750-80 Mizcellaneous Expense 1 $50.00 $50.00
*
Merna: Total: |$50.00

For Comment line(s), enter Comment in the Description field.

| Type | M ame | Description | [uantity |.f1‘n.m0unt
Account 750-80 Mizcellaneous Expe 7A0-80 Mizcellaneous F xpenze 1 $50.00
bE lanal amount of credit issued due to continued ixxu; 1] $0.00
*

When complete, click Save and Close.

o Al et el R A R et b S e Ao
Home | Mew
Yendor: | Tikleisk
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Posting Credit Memo Batch

Just like Invoices, Credit Memo batches (or the batch containing the credit memo) may be
posted via the Approve Vendor Invoice Batches tool. Click Accounts Payable, and then select

Approve Vendor Invoice Batches.

C"? Approve Yendor Invoice Batches)

"_\? Approve Payment Batc
{5 1099 Wizard

@ Club Intelligence 9

(@ Accounts Payable

S

Select Batch to post by highlighting the batch, and clicking edit, or simply double-click on the

batch.

Home

Y T
|_| x . @\7 \Q) D @ @ ./\ib‘i .AA\.,J '\@' Search:
Tew Delete  Export  Refresh  Clear Filker  Active Post Batch  Edit Batch Date Help

Transaction Date Batch Control Mumber unit Posted Posted Date Test Batch bie]

14 i N APO1322 /o = 1321
10{31/2016 APD1321 " = 1320
T 08/16/2016 APD1325 - ($50.00) = FED
08/15/2016 APO1324 = 1322
08{15/2016 APOD1320 $3.25 [=] 1319

Batch Report will launch. Review Batch Report, and when appropriate, Post Batch.

Home | AF013
F ) fe)
L,.,Z @/ &

Edit Batch Motep  Post Batch | Expand Al Audit Lo

1 o % | B A H- | 0% - Find | Mext
Clubsoft Acceptance Server
Vendor Invoice Batch Posting Summary . a
Batch Control Mumber: Preview Only c I U b : - ’ S S e n t ' O I
Activity Date: 8/16/2076
PREYIEW ONLY
G/L Posting
Account Debit Credit
204-00-12 AP GOLF $50.00 $0.00
750-80-12 Miscellaneous Expense $0.00 $50.00
Posting Total $50.00 $50.00
“Wendor Invoice Details
Yendor # Yendor Name Invoice # Invoice Date Due Date Amount To Pay
TITLEO Titleist Chid4332 8/16/2018 /16420 [$50.00)
Totalk [$50.00)
Motes
8/16/2016 329 PM Page 1/1
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Once the Invoice batch is posted, the Credit Memo will display in the Pay bills screen to be

applied to Invoices for payment. To access, click Accounts Payable and then click Pay Bills.
w2 Print Checks
%) oid Checks

? Approve Yendor Invoice Batches
? Approve Payment Batches
€5 1099 Wizard

@ Club Intelligence
@ Accounts Payable )

Credit Memos will display as negative amounts in this screen.

Editing Credit Memos

Credit Memos cannot be changed once they have been saved. Corrections would be made
using a Vendor Invoice and an Inventory Adjustment. They may, however, be deleted and

re-entered prior to posting.

Deleting Credit Memos

To delete a Credit Memo prior to posting, click on Accounts Payable, Manage Credit Memos.

p.9

Pay From: | 100-00-12 Premier Bank ¢ L;e % Zheck Date: I g/16{2016 j Show invoices due on or befare Im Balance: |($45.30)
Filker by Vendaor: | (Mone) G 98 Filker by Category: | (Mane) 4 [T Show CSI Yirbual Master Card Vendors Only Balance After Payments: | ($43.30)
[~ select Al
Fay |Due Date |Vend0r A |Vend0r Catego |Inv0ice Date |Number | Discount| Payment| "
[ 2002016 A Sure Bet [45URB0) All cm 123 $0.00 $0.00
[T 042002016 A Sure Bet [45URB0) All 04/20/2016 123456 $5.00 04/20/2016 $0.00 $0.00
O owsezoe A Sure Bet [45URB0) All 07/M./2M6 123456 $5.00 07/01/2016 $0.00 $0.00
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@ Manage Credit Mamos )

% Pending Memori woICES

¢4 Enter Yendor Invoices
" Pay Bills

%2 Prink Checks

%) woid Checks

@) Approve Yendor Invoice Batches
? Approve Pavment Batches
{5 1099 Wizard

9 Club Intelligenc
: »
w Accounts Payable

Next, highlight the Credit Memo, and click Delete.

2 Manage Credit Memos X 9 Manage Items j Reporting Dashboard ﬁ Manage Members Q? Approve Charge Batches

Horne

T : . ey - - —_ 2
| qe \ | () All Words
2| XE & % QY O .. :
[0 Ay Word
T Edit: Refresh  Clear Filker  Active (ally Help
Credit Memo Date = [~ [=] Tatal [=] credit Mema Mumber [~ P ed Date [~ || Yendor Invoice Batch 1D [~ |
08162016 $0.00 - 0
C_08/16/2016 $50.00 CM44332 1323 O
0E/15/2016 $15.00 1656 1319

To delete an entire batch containing the Credit Memo, click Accounts Payable, and then click

Approve Vendor Invoice Batches.

@ Approve Vendor Invoice BatcheD

‘? Approve Pavment Ba 5
g5 1099 wizard

@ Club Intelligence
@ Accounts Payable
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Highlight the desired batch to delete, and then click Delete.

Home
Ty AT - = S X
|_¢2 L\&?\P \@) D ﬁ @ @ @ @ Search:

Tt Edit Refresh  Clear Filter  Active Post Batch  Edit Bakch Date | Unpost Batch  Eatch Report Help

Transaction Date - onkrol Murnber [ Amount [<]|Pasted [~ Posted Date [=]] Test Batch [*)|o =]
o [=] 1321
10§31/2016 APD1321 [=] 1320
] 08/16,/2016 APD1325 4% ($50.00) = 1323
03/15/2016 APO1324 [=] 1322
Confirm deletion by clicking Yes.

sl Mulki-Row Seleckion 3

Mame

Are you sure you want ko delete these records?

[T only Show Failed

{APD1325

Acknowledge successful operation by clicking OK.

BE Mulki-Row Selection

22

Marne

Are ol sure you wank ko delete these records?

Result

APO1325  Operation successful!

] Only Show Failed

pce

Successiully operated on 1 records,
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Close Window.

a5 Mulbi-Row Selection 3
Are you sure you wank to delete these records? | Cnly Show Failed

Marme Resul:
APD1325  Operation success| full

Common Questions and Concerns

Do | enter a Credit Memo as a Negative or a Positive Amount?
Enter all credit memos using positive amounts and quantities. The system will adjust it

appropriately.

How do | edit a Credit Memo?

Credit Memos cannot be changed once they have been saved. Corrections would be made
using a Vendor Invoice and an Inventory Adjustment. They may, however, be deleted, and

re-entered prior to posting if desired.

Best Practices

It is recommended that all non-inventoriable credit memos be entered as negative invoices

through the Enter Vendor Invoices screen.

p.12



