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Credits 

Section Objectives 

At the end of this section, you should be able to: 

 Complete a credit for multi-line order 

 Check the Credit History of an order 

 Create a credit for single line order 

 Generate a partial credit for an order 

 Identify who to contact should you have difficulty tracking a credit 
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Information on Credits  
 

Credits 

Credits are taken when an item(s) is returned to the supplier for a refund. 

  Credits are processed to your account(s) by the University, not the supplier.  Credits 

will automatically be generated, once the Purchase Order is modified for a credit.  

Therefore, credit invoices will not need to be issued from the supplier. 

 Payment Processing, not the supplier, will need to be notified if you are unable to 

track a credit in the PRISM General Ledger application, or on the departmental 

monthly level reports.  Contact Payment Processing at (412-624-4004). 

Taking a Credit  

 Credits can be taken on multi-line orders or single-line orders, and for full or partial 

quantities of the line items.  

 When working in the Credit screen, you will remove the line items that you want to 

keep. 

 You will also change quantities to the amount for which you are taking a credit. 

 After the credit is taken, the user closes the PO to avoid taking a duplicate credit. 

Viewing a Credit 

 Credits are not visible through the PO tab in the Purchase Order; click on the Credits 

tab in the Purchase Order to view Credits (Invoicing) details. 
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Creating a Credit for a Multi -Line Order 

Locate the requisition for  VWR for the Gauze & Gloves.  Take a credit for one case of the 

Gloves. 

1. Navigate to the Home screen, select the create credits dashboard. 

Panther Buy 

N Ÿ Home Ÿ create credit 

 

 

2. If you know the PO number you are creating a credit for, enter it in the text box. 

3. Click on the  button. 

 

4. You will be redirected to the Credit Memo page. 
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Creating a Credit for a Multi -Line Order 

5. If you do not know the PO number that you are creating a credit for, navigate to the 

History screen by clicking on Search PO History. 

 Check the Filter box, select your search criteria and click on the Search button 

 

 

6. Locate the correct order via PO No., Requisition No., Supplier, etc. and click on the PO 

number. 
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Creating a Credit for a Multi-Line Order 

7. From the Available Actions drop-down menu, select Create Credit. 

 Click on  

 

8. Remove the item(s) that you want to keep by clicking in the box at the end of the line.  

 In PantherBuy, users will remove from the Credit screen the item(s) that you 

want to KEEP.   

 In this instance we are keeping the Gauze. 

 Select ñRemove Selected Itemsò from the drop down menu and click Go. 
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Creating a Credit for a Multi-Line Order 

9. On the right hand side of the screen enter the following information: 

 RMA (Return Materials Authorization) # received from the vendor 

 Credit Reason  

10. If necessary, adjust the quantity for the line item you are taking the credit on, to the amount 

for which you are taking a credit 

 In our example, we are taking a credit for one case of gloves 

 By doing this, your total will change to reflect the correct pricing 
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Creating a Credit for a Multi-Line Order 

11. Click on the  button in the workflow in the top right-hand corner of the Credit 

Screen. 

 

12. Your credit has been submitted. 

 

13. Click on the PO number.  

14. Select Close PO from the Available Actions drop down menu.  Click on Go. 

.  
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Creating a Credit for a Multi-Line Order 

15. A new window will open asking the user to specify a reason for closing the PO.   

 Enter that a credit was taken on the PO. 

 

16. Click on OK to return to the PO Screen. 

NOTE:  Once a PO is closed, users will not be able to reopen it.  Users must contact 

PantherBuy if a PO needs to be reopened. 
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Checking the Credit History 

Once a credit is created, the amount of the original PO will not reflect that a credit has been 

taken.  However, the credit can be viewed from the Credits tab in the PO.   

 

1. Click on the following 

 HistoryŸBy RequisitionŸFilterŸSearch 

2. Locate the order for which the credit was taken 

3. Click on the PO number 

4. Click on the Credits tab 

 The quantity and dollar amount credited is indicated by the negative amounts in the 

Invoice Qty/Cost field 

 

 

NOTE:  

Credits will automatically be generated by Payment Processing and will appear on the 

monthly level reports. If the credit does not appear on the report, do not call the 

supplier.  Call Payment Processing at 412-624-4004. 
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Lab 3: Create a Credit 
 

In a Chapter 2, you entered a punchout order to Office Depot for envelopes, steno pads, and 

post-its.   

 You discover that the envelopes are the wrong size, and you want to return them for a 

credit. 

 Enter a credit for the full quantity of envelopes ordered, and close the PO. 
 

 


