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How to complete a Credit Note Requisition (SD003)
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Rules for passing Credit on SAP:

· The credit note must be for the full amount originally invoiced. 

· The customer must be re-invoiced if only part of the original invoice was for credit.

Procedures

1. Enter the Date completed.

2. Enter your Department Requisition No./Ref..
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· The requisitions will not be pre-numbered as this will be for your own control and record purposes

· We suggest you create your own number sequence using your Departmental ORG code followed by a running number.
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· If your department is Chemical Engineering, you would commence the sequence with the org code ‘CHE’ followed by your departmental reference. You could also add the appropriate year for greater clarity. 

· The requisition number must not exceed ten characters

· e.g. CHE001, or CHE97001, or CHE001C (Credit)

1. Complete the Customer details section: 

· Enter the Customer No.
· Enter the customer’s full name in the Customer Name field. 
· Complete the Sales order processed by row.

· Complete the Credit Details sub-section entering the numbers and dates of the referencing documents (i.e. Original Invoice, Referencing Receipt)
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Full details must be given, and any supporting documentation attached, e.g. the customer’s correspondence.
· Select the applicable Reasons for credit note check box/es.
· Enter any Notes/Comments.

· Complete the Customer contact for credit/queries row.
2. Complete the Credit details section: 
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· Ensure this section is fully complete with correct funds, cost centre, GLs, currency, amounts, VAT status and calculations

· Ensure that you enter the Fund to which the original invoice/receipt was credited.

· For each line item, enter the following: 

· Fund 

· Cost Centre / Real Internal Order

· GL Acc

· Qty

· Detailed description of invoice item text supplied.

· Currency

· Unit Price (VAT Excl.)

· Total Amount (VAT Excl.)

· VAT %

· VAT Amount

· Total Amount (VAT Incl.)
3. Complete the Fund holder section (or arrange for it to be completed).
4. Complete the Faculty/Dept. Finance section (or arrange for it to be completed).
5. Send the completed form with supporting documents to Central Debtors, Finance Department.
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