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About this Guide 
This Guide is for use by SedonaOffice customers only.  This guide is not meant to serve 

as an operating or training manual, its purpose is to provide an overview of the content 

contained within, and to be used as a reference guide only. 

SedonaOffice reserves the right to modify the SedonaOffice product described in this 

guide at any time and without notice.  Information in this guide is subject to change 

without notice.  Companies, names and data used in examples herein are fictitious 

unless otherwise noted.  In no event shall SedonaOffice be held liable for any incidental, 

indirect, special, or consequential damages arising out of or related to this guide or the 

information contained herein.  The information contained in this document is the 

property of SedonaOffice.  

This guide may be updated periodically, be sure to check our website at 

www.sedonaoffice.com for the most current version. 

Copyright 2010  

http://www.sedonaoffice.com/
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Credit Requests 
Please refer to the SedonaOffice On-Line Help for complete instructions on using Credit 

Requests.  This reference guide will only cover the basic topics for discussion purposes. 

http://www.sedonaoffice.com/V5Help/V5Help.html 

The Credit Request function allows your company to control the process of when and 

what amount a Credit Memo is generated to a customer account.  When this feature is 

enabled, your company may develop a sign-off process so that a senior member of your 

staff may review requests for credits and then have the option of approving the request 

and generating the Credit Memo, declining the request or modifying the requested 

amount and generating the Credit Memo.  This functionality provides greater control 

over the number and amount of Credit Memos granted to your customers.  A sign-off 

process is not required to use Credit Requests. 

Once the Credit Requests functionality is activated, Users will no longer have the ability 

to manually create a Credit Memo or have available the right-click functions on the 

invoice, to credit off the balance of an invoice or create a credit from an invoice.   

All Credit Memos must go through the Credit Request process.  

When creating a Credit Request, the User has three options: 

        The User creates a Credit Template selecting which Invoice Items and amounts are 

to be used for the Credit Memo. 

        {ŜƭŜŎǘ ŀƴ ƛƴǾƻƛŎŜ ƻƴ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ŦƻǊ ǿƘƛŎƘ ǘƘŜ /ǊŜŘƛǘ aŜƳƻ ǿƛƭƭ ōŜ 

generated. 

        Select an invoice on ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ŦƻǊ ǿƘƛŎƘ ǘƘŜ /ǊŜŘƛǘ aŜƳƻ ǿƛƭƭ ōŜ 

generated and ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎǊŜŀǘŜ ŀƴ ƛƴǾƻƛŎŜ ƻƴ ŀƴƻǘƘŜǊ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ǳǎƛƴƎ ǘƘŜ 

ǎŀƳŜ LƴǾƻƛŎŜ LǘŜƳǎ ǘƘŀǘ ǿŜǊŜ ǳǎŜŘ ƻƴ ǘƘŜ ƻǊƛƎƛƴŀǘƛƴƎ ŎǳǎǘƻƳŜǊΩǎ LƴǾƻƛŎŜ ōŜƛƴƎ ŎǊŜŘƛǘŜŘ 

off.  This feature would be used if the incorrect customer was invoiced. 

 

 

 

 

http://www.sedonaoffice.com/V5Help/V5Help.html
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Turning on Credit Request Processing 

The company setup option must be flagged in order to activate this feature. 
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User Group Setting 

You must define a credit limit to each user group.  This is the maximum amount of credit 

that a user in this group can approve.
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Creating a Credit Request 

From the Accounts Receivable menu screen you can open up the list of current credit 

requests.  From here you may open an existing request for approval or select to create a 

new one. 

 

New Credit Request 

Once you select to create a new credit request, the suggested method is to build the 

credit memo in template format.  This is a complete representation of the credit memo 

ōŜŦƻǊŜ ƛǘΩǎ ŀǇǇǊƻǾŜŘ ŀƴŘ ŀǾŀƛƭŀōƭŜ ǘƻ ŀǇǇƭȅΦ 
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Credit Template 

The credit template form is the same processes of entering a Credit Memo.  The credit 

memo will not post to the GL or reflect available on the customer account until it is 

signed off. 

 

Approval of Credit Request 

When an existing credit request is opened, you will be allowed to sign off your approval 

of the request.  The amount of the request OR your maximum allowable will default into 

the Amount field for you to sign off.  If your maximum amount is not enough to cover 

the amount of the request, it will require a second (or third) sign off. 
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Creating the Credit Memo 

hƴŎŜ ȅƻǳ Ƙƛǘ ά{ŀǾŜέ ŀŦǘŜǊ ǎƛƎƴƛƴƎ ƻŦŦ ƻƴ ǘƘŜ ǊŜǉǳŜǎǘΣ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ 

actual credit memo.  The credit memo will be created off of the template and posted to 

the General Ledger and customer account. 

 


