Training Exercise: Create a Customer Invoice Adjustment

		




	Module:
	Accounts Receivable/Cash Receipts

	Scenario:	  

PREREQUISITES:
	Create a credit adjustment

ACCOUNTS RECEIVABLE SPECIALIST 




	Action
	Icon
	Field/Value

	Search for Invoice  
	
	· Search Customer Invoice # (from previous exercise)

	Related Actions
	
	· Click Related Actions button
· Hover over Customer Invoice Actions menu option
· Select Create Adjustment

	[bookmark: _GoBack]Adjustment Option
	
	· Ensure Credit (Decrease Amount Due) is selected

	Adjustment Reason
	
	· Change in Terms

	Click OK
	
	

	Additional Information

	Memo
	
	· Credit for incorrect quantities on Bus Passes

	Invoice Lines Tab

	Quantity
	
	· 2

	Memo
	
	· Credit for 2 bus passes (Changed from 5 to 3)

	Click Minus Icon
	
	· Delete second row

	Click Submit
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