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Credits

Section Objectives

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

Complete a credit for multine order
Check the Credit History of an order
Create a credit for single line order
Generate partial credit for an order

Identify who to contact shoulgou 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.

e Creditsare processed to your account{g)the University not the supplierCredits
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.

e Payment Processingot the supplienyill need to be nofied if you are unable to

track acreditin the PRISM General Ledger application, or ondbpartmental
monthly level reports Contact Payment Processind4it2-624-4004)

Taking a Credit

e Credits can be taken on mdlithe orders or singkine ordersand for full or partial
guantitiesof theline items.

e When working in the Credit screen, you will removelthe items that you want to
keep.

¢ You will also change quantities to the amount for which you are taking a credit.
o After the credit is taken, theser closes the PO to avoid taking a duplicate credit.
Viewing a Credit

e Creditsare notvisible through the PO tab in the Purchase Order; click on the Credits
tab in the Purchase Order to view Credits (Invoicing) detalils.
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Creating &Credit for aMulti-Line Order

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

Gloves.

1. Navigate to thédomescreen select thereate creditslashboard

Panther Buy

N Home Y c

reate

credit

Profile

| logout

B

lect Draft Cart

RN Catalog No. (SKU) v
|

r Add Item to Cart

Welcome Department Buyer2

Organization Message ?

Welcome to PantherBuy

For frequently asked
questions, training materials
and general system
information go to

WWW.PantherBuy.pitt.edu

This is a fake system
messagel!l!!

Or email us at
PantherBuy@bc.pitt.edu.

Favorites | Quick Order || Product Search || Forms

- All Category Search
Categories
Lii Lab Supplies

Y Antibodies
o= Medical/Clinical
Jif Office/Computer
4 MRO/Facilities
E Furniture
& Services
& Supplies Manager
bm Manufacturing
B Books
A5 Electronics
+ Spedialty

2.

3. Click on the SreateCredit | p 1o

Profile

Home - Settlement

Home

desktop create credits

| logout

Product Description
. must include the words

t.include any of the words
t.include exact phrase
+.exclude the words
Supplier Name
Manufacturer Name
Catalog No. (SKU)

Include similar terms

Products per page

hide advanced search

Al I
<

Search

Other Searches

If you know the PO number you are creating a crfedjtenter it in the text box.

for

Organization Message ?
Welcome to PantherBuy

For frequently asked
questions, training materials
and general system
information go to

WWW.PantherBuy.pitt.edu

This is a fake system
message!!ll

Or emall us at
PantherBuy@bc.pitt.edu.

Create @

Create Credit 7

from |
PO(s):

, 2

Search PO histary...

Create Credit Memo

4. You will be redirected to the Credit Memo page.

Credit Information 7

My Draft Invoices:

2008-09-22 dbt2 01 (VWR International)
2008-08-07 dbt2 03 (Fisher Scientific)
2008-08-07 dbtz 02 (VWR International)
more...

My Recently Entered Invoices:
2008-09-22 dbt2 02 (Office Depot)
credit for me (Office Depot)
office depot (Office Depot)
more...
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Creating &Credit for aMulti-Line Order

5. If you do na know the PO number that you are creating a credit for, navigate to the
History screen by clicking on Search PO History.

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

GOREd Catalog o, sk v |
. .

History

ch exports

Select Query

by PO No. ” by Requisition ” by Supplier/SKu |

7]
If you know the PO No. of the PO you are searching for, please enter it below.

Purchase Order No. | ‘

Filter ‘.—

Check Filter if you want to use the filters below.

Results per page
Search

Filters

To find your purchase documents quickly and easily, choose a date range to search for purchase documents
placed during a specified time frame.

My Orders Gy Department Orders ) Orders I Reviewed &

PO Date Filters |Creat\on Date (System) V|

[oaouz008 | BB (mvedryyry)
jooasraoe |8 tmmaarery €

PO Status Filters

6. Locate the correct order via PO No., Requisitian,suppliergtc.and click on the PO
number.

H . Dr. It
NS Catalog Mo, (SKWU) + _,ﬁ
History
PO History PR History | my requisitions | my purchase orders search exports
New Search | Select Query | Save Query ‘ Request Export ‘ Close PO v | Go
Results per page Number of POs Matching Search Criteria: 6 4 Page of1 | legend | ?
Workflow PO No & Supplier = Greation PO Total = Requisition Requisitioner = Supplier Settlement Select
Status = Date/Time ¥ MNo. = Status Status ]
v PB004879 VWR International 9/29/2008 9:51 AM 308.40 USD 239085 Buyer2, Sent O
Department
2 PB004858 SMART Solutions 9/22/2008 12:21  7,579.68 USD 237034 Buyer2, O
Technology PM Department
v PB004841 Office Depot 9/22/2008 10:32 50.82 USD 237052 Buyer2, Sent & Closed 0
AM Department
Partially Invoiced
With Credits
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Creating &Credit for a MultiLine Order

7. From the Available Actiondrop-down menuselectCreate Credit.

Click on o

Home

PO History PR History | my requisitions | my purchase orders

PB004879 Revision 0
VWR International

PO/Reference No.
Supplier

Status ” Purchase Qrder H Revisions H PO Approvals H Shipments ” Credits ” Histary ‘

Approvals

SEERSINGIE Catalog Mo, (SKUY _
|

History

Create Credit v

Available Actions

purposes, budget checking, and workflow approvals.

General Information ? Document Status ?
PO/Reference No. PB004879 A/P status Open
Revision No. 0 Waorkflow v’ Completed
Supplier Name VWR International  more info... (9/29/2008 9:54 AM)
Distribution The system distributed the purchase order using the wiew
Purchase Order Date 9/28/2008 method(s) indicated below the last time it was
Total 308.40 distributed:
Owiner Name Department Buyer2 Fax: +1 (919) 659-6100
Owiner Phone +1 (412) 555-2425 Manual
Owner Email dummypb@gmail.com Distribution Date/Time 9/29/2008 9:53 AM
Requisition Number 239085 view | print Supplier Sent To Supplier view
Line Item Status ?
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price Supplier Invoicing
1 v Certi-Gauze Pads 2x2 100/Pk mare info... 33501-998 100/PK 8.40 1PK 8.40 USD Sent To Supplier  none
(PK)
2 v GLOVE LATEX CE10 200PR/CS 9 more info... 32916-738 cs 150.00 2 CS 300.00 USD Sent To Supplier none
(cs)
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Total 308.40 USD

8. Remove the item(s) that youant to keefy dicking in the box at the end of the line.

[ ]

want to KEEP.
¢ Inthis instance we are keeping the Gauze.
e Select ARemove Sel

ected |

In PantherBuy, users willremovefrom the Credit screen the item(s) that you

temG® fr om

Hide line details

Line Item Details

e For selected line items | Remove Selected Items v| |Go

&

PB004879

I?O Product Description
Line

1v 1 Certi-Gauze Pads 2X2 100/Pk more info...

PO Number
PO Department

Manufacturer Certified Safety Mfg
Name
Manufacturer 231-203

Part Number Invoice Owner

More http://www.vwrsp.com/catalog/produc... A
Information
URL
more info...

2v 2 GLOVE LATEX CE10 200PR/CS 9 more info...
Manufacturer Microflex PO Number
Name PO Department
Manufacturer HCE4-800-90
Part Number Invoice Owner
More http://www . vwrsp.com/catalog/produc... &

Information

Size /
Catalog No Packaging
33501-998 100/PK
(PK)
PB004879

Dent Med-Office of the
Dean

Department Buyer2

32916-738 cs
(cs)
PB004879

Dent Med-Office of the
Dean

Department Buyer2

Unit Price  Quantity Ext. Price []

"

-8.40 USD
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Creding aCredit for a MultiLine Order

9. On the right hand side of the screen enter the following information:
e RMA (Return Materials Authorization) # received from the vendor

e Credit Reason

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

e Inour example, we are taking a credit for one case of gloves

e By doing this, your total will change to reflect the correct pricing

Credit Number m—i—b Complete
Supplier Name VWR International
Save
———_’ Invoice was saved successfully.
Supplier Name VWR International RMA Number |01035557 |
Type Credit memao .
Credit Reason Item damaged
Credit Name 12008-09-29 dbt2 01 | | g |
mm/dd/yyyy
Line Item Details ?
Hide line details For selected line items | Remove Selected Items ¥ | Go
PB004879
0 Product Description Catalog No Eizeg Unit Price Quantit Ext. Price []
Line P 9 Packaging ¥ .
1+ 2 GLOVE LATEX CE10 200PR/CS 9 more info... 32916-738 cs [~150.00 | 1 | cs —150.00 USD [
(cs)
Manufacturer Microflex PO Number PBO04E79
Name PO Department Dent Med-Office of the
Manufacturer HCE4-800-90 Dean
Part Number Invoice Owner Department Buyer2
More http://www . vwrsp.com/catalog/produc... &
Information
URL
UNSPSC 46-18-15-04
more info...
Subtotal -150.00
Discount 0.00
Taxl 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
_’ Total -150.00 USD
Save
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Creating &Credit for a MultiLine Order

11. Click on th button in the workflown the top righthand corner of the Credit

Screen.

—P|Reuiew|—P|Cc:mplete|

=

12. Your credit has been submitted.

Buyer Credit Memo Submission ?
The following document has been submitted
Credit memo number C01317 wview
Credit memo name 2008-09-29 dbtz 01
Credit memo date 9/29/2008
Credit memo total —150.00 USD
Number of line items 1
Created for the PO No(s) PBO0O4879 4—
13. Click on the PO number.
14. SelectClose POfrom theAvailable Actionsdrop down menuClick onGo.
Profile | logout g
Summary - PO PB0O04879
Home History
PO History PR History | my requisitions | my purchase orders search exports
PO/Reference No. PB004879 Revision 0 a
L RRAERE = Raticual _> Available Actions M
Status || Purchase Order” Revizions ” PO Approvals H Shipments H Credits H History |
Summary Accounting Codes 7
Hide header Hide value descriptions
General Information 7 Shipping Information 7 Billing/Payment ?
PO/Reference No. PB004879 Ship To Bill To
Revision No. 0 Attn: Eve University of Pittsburgh
- Phone: +1 (412) 555-2425 Automatic Payment
Appraval Priority Normal Email: dummypb@gmail.com DO NOT INVOICE
Supplier Name VWR International  more info... | Room: 202 Pittsburgh, PA 15260
Address 1210 Goshen Pkwy. Lillian S Kaufmann Building United States
West Chester, PA 19380 US gﬂtzlbﬁft: APVAE 16213
- ittsburgh,
Phone +1(610) 429-2728 United States BillTo Address Code AP
Supplier Fax No. +1 (610) 436-1761
Purchase Order Date 9/29/2008
Total 308.40 ShipTo Address Code KAU
Requisition Number 239085 view | print
IContact Information
Owner Name Department Buyer2
Owner Phone +1 (412) 555-2425
Owner Email dummypb@gmail.com
Accounting Codes ?
Entity Department Sub Code Purpose Project Reference
02 49010 6010 00000 000000 00000
Operating Dental Medicine, Dean's Office  Scientific & Clinical Supplies Default-No Value Default-No Value
View/edit by line item...
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Creating &Credit for a MultiLine Order

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

e Enter that a credit was taken on the PO.

Specify the reason for changing the 4/P status to closed.
credit taken for 1 case of gloves

Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e., the note is
truncated. Once the note is attached, it is accessible from the
History tab of the document.

M Cancel

16. Click onOK 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 POneeds to be reopened.

re Profile | logout

Status - PO PB004879 search o [ERERTIONCION I =
t

Horme Favorites Product Search | Approvals History

PO History PR History | my requisitions | my purchase orders | search exports

PO/Reference No. PB004879 Revision 0 (Closed)

Supplier VWR International Available Actions | Add Notes to History ¥ | Go

Status H Purchase Order ” Revisions ” PO Approvals ” Shipments ” Credits H History |

General Information ? Document Status ?
PO/Reference No. PB004879 AJP status Closed 4——
Revision No. 0 workflow v’ Completed
Supplier Name VWR International  more info... (8/29/2008 9:54 AM)
purchase orderDate  9/20/2008 T s it e puchase o o e view
Total 308.40 distributed:
Owner Name Department Buyer2 Fax: +1 (919) 659-6100
owner Phone +1 (412) 555-2425 Manual
owner Email dummypb@gmail.com Distribution Date/Time 9/29/2008 9:53 AM
Requisition Number 239085 view | print Supplier Sent To Supplier view

Line Ttem Status

Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price Supplier Invoicing
1 v Certi-Gauze Pads 2X2 100/Pk more info... 33501-998 100/PK 8.40 1PK 8.40 USD SentTo none
(PK) Supplier
2 v GLOVE LATEX CE10 200PR/CS 9 mare info... 32916-738 cs 150.00 2Cs 200.00 USD Sent To Partially
(Cs) Supplier Invoiced
With Credits
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Total 308.40 USD

purposes, budget checking, and workflow approvals.
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Checking the Credit History

Once a credit is createtthe amount of the original PO will not reflect that a credit has been
taken. However, the credit can be viewed fromGheditstab in the PO.

Status H Purchase Order” Revisions H PO Approvals ” Shipments ” Credits H H\stury|
?
General Information ? Document Status ?
PO/Reference No. PB251502 AJP status Closed
Revision Na. 0 Warkflow v’ Completed
Supplier Name VWR International (7/28/2008 6:34 PM)
Distribution The system distributed the purchase order using the method(s)
Purchase Order Date 7/28/2008 indicatad below the last time it vas distributad: e
Total 308.40 XML (Electronic Integration)
Owner Name Department Bu Manual
Owner Phone +1(412) 555-2478 Distribution Date/Time 7/28/2008 6:33 PM
Owner Email pantherbuy@be.pitt.edu Supplier Sent To Supplier view
Requisition Number 225255 wview | print
Line Item Status o
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price  Supplier Invoicing
1 v Certi-Gauze Pads 2X2 100/Pk  more info... 33501-998 (PK) 100/PK .40 1PK 8.40USD  SentTo none
Supplier
2 v GLOVE LATEX CE10 200PR/CS Q@  more info... 32916-738 (CS) (] 150.00 2CS 300.00USD  SentTo Partially
Supplier Invoiced
With Credits
Once submitted, the request may be subject to workflow approvals. Please see the PR Approvals link above for more information. Total 308.40 USD

1. Click on the following
e HistoryYBy RequisitionYFilterYSearch
Locate the order for which the credit was taken

3. Click on the PO number
Click on the Credits tab

e The quantity and dollar amount credited is indicated by the negative amounts in the
Invoice Qty/Cost field

Status H Purchase Order” Revisions H PO Approvals H Shipments || Credits H History|
7
Invoicing Summary ?
Credit No. Credit Date Due Date Type Credit Status Credit Total Credited By
cooigd % 7/28/2008 7/28/2008 Credit memo In Process -150.00 USD Buyerss, Department
Invoice Line Details ?
Line No. Product Name Catalog No. Unit Price Qty / UOM Ordered Extended Price Invoice Qty / Cost Status
1 Certi-Gauze Pads 2X2 100/Pk 33501-998 (PK) 8.40 USD 1PK 8.40 USD 1/ 8.40USD Open
2 GLOVE LATEX CE10 200PR/CS 9 32016-738 (CS) 150.00 USD 2 CS 300.00 USD 3/ 450.00 USD Open
-1 /-150.00 USD Net
Credited

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 remonot call the
supplier. Call Payment Processing at-422-4004.
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Lab 3: Create a Credit

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

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

o Enter a credit for the full quantity of envelopes ordered, argbdloe PO.

Copyright University of Pittsburgh. All rights reserved.

Department Buyer User Guide Credits
10/22/08 Chapter 5 - Page 11



