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1. Log into Work Zone, and select the Create SES/Credit Memo tile.

2. Select + Credit at the bottom left to begin the credit memo. 
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Creating a Credit Memo



1. Select the PO from the available list.

2. Select Add Credit Memo.
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Starting a Credit Memo



1. Enter the Credit Memo description. 

2. Enter the invoice date. 

3. Enter a unique reference number. Duplicate reference numbers 
generate system errors. 

4. Enter the credit amount. 
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Entering Credit Memo Details



1. To associate the credit memo with a SES, 
select + Add SES Reference. 

2. Search for and select the SES.

3. Verify all related SES references are 
included. Multiple SES records may be 
associated with one credit memo. 
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Associating SES Documents



1. Navigate to the Attachments section. 

2. Select Add Attachment. 

3. Upload supporting documentation. 

4. Select documentation category from the drop-
down options.

5. Select Add & Close.

6. Select Submit Credit Memo for UP approval.

7. Suppliers will receive an email notification when 
the credit memo is approved.

Examples of Supporting Documentation

• Adjustment explanation 

• Backup invoices 

• Pricing corrections 
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Uploading Supporting Documentation



1. Locate the credit memo in the SES list. Credit 
memos are identified by red parentheses. 

2. Review the status and workflow history for the 
current approval status. 

3. Rejected credit memos display a red status 
indicator. 

4. Select the credit memo from the left panel to view 
additional details and approver comments.
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Reviewing Credit Memo Status



1. Credit memos can be reviewed by using 
the Search SES/Credit Memo tile.​

2. Locate the credit memo in the SES list. 
Credit memos are identified by red 
parentheses.

3. Rejected credit memos display a red status 
indicator.

4. Select the credit memo from the left panel 
to view additional details and approver 
comments.​
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Reviewing Credit Memo Status



Why was my Credit Memo rejected?

 Review rejection comments in the workflow section.

Why is my Credit Memo displayed differently?

 Credit Memos display in red or parentheses to distinguish them from SES documents.
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Troubleshooting / FAQs
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