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How To Create A Credit Note And Refund

1 Navigate to https://sellers.truckpartsinventory.com/sellers

https://sellers.truckpartsinventory.com/sellers
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2 Click "Connect"

3 Click "Sales Overview" if you want to search for the transaction by number, or you
can select "Companies" and look up the transaction by searching Companies.
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4 Click the "Search" field if you know the ID number.

5 Click on the ID number to enter into the transaction details.
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6 Click "More Options" to credit the transaction.

7 Click "Credit Transaction"
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8 Any bolded font field is mandatory to fill out, and field without bolded font are
optional.

9 You can add Notes which will be visible when printing the transaction details for
the customer, or Private Notes which will not be included when printing or
emailing (and only viewable to staff on TPI).
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10 You can select the blue downward arrow beside a line item to remove that item
from the credit note.

You can adjust the price you are crediting each item for by clicking into the price
box for that line item and typing the amount you would like.

You can adjust tax settings for each line item.

You can add different line items to the credit note using the yellow buttons.
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11 Once you have ensured all the information is correct, select "Credit" at the bottom
of the page.

12 Click "Create credit note"
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13 You have now added this amount as a credit to the companies account. This does
not represent a transactional refund has been processed. If you would like to
perform a refund, please continue on. A refund represents the exchange of funds
back to the company.

14 Select "Refund" if you are exchanging funds back to the company (ie. returning
money via cash, card, cheque, or other method).
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15 Select the payment method for the refund. You can also adjust the amount of the
refund being processed. And if there are more than one credit notes to apply the
refund to, you will see the options listed below to apply refunds to multiple credit
notes at once.

16 Once you have filled out all the correct information, select "Save Refund"
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17 You will notice the "credit" amount is no longer on the company's account, as that
credit has now be translated to a refund back to the company.

18 You can choose to print, download or email the refund transaction using the
menu items here.


