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Introduction

Purpose

Use this guide to process a Credit Memo in Concur. A credit memo is received from a vendor if
there was an overcharge on a previous invoice. It is processed as a credit to an open invoice to
the same vendor. If the original invoice has not yet been paid, you can reference it. Otherwise,
you must locate a different invoice to reference.

When to Use this Guide

Use this guide when you need to:
» process a credit memo for a direct invoice.

Before You Begin

Please note the two scenarios explained below.

Invoice Reversal - A Reversal is a full cancellation of the posted invoice. The invoice cannot
have been paid yet. In Concur, you must enter the Accounting document number of the open
invoice in the Invoice Ref. field. The Total and Unit Price must be entered as a negative value.

Credit Memo - A credit memo is received from a vendor if there was an overcharge on a
previous invoice. It is processed as a credit to an open invoice to the same vendor. It's not
usually possible to reference the original invoice document as it is likely already paid. In Concur,
you must enter the Accounting document number of the open invoice in the Invoice Ref. field.
The Total and Unit Price must be entered as a negative value.
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Credit Memo (1 of 6)

Create a New Invoice

1.

2. Select Create New Invoice.

EX7 concur

My Invoices

Search

All My Invoices v

v Begins with

Click Invoice in the side navigation bar.

a o

Create New Invoice Invoice Name T Vendor Name|T Invoice Number[T Invoice Date]T Approval Status|T Action Due DatelT Payment Status|T TotallT Last Comment  With User SincelT
ATLANTIC PACIFIC Pending Approval
Concur QRG EQUIPMENT INC. 100000011 05/14/2026 Vemulopats Sravya 5182026 Not Paid 100.00 05/13/2026
) ATLANTIC PACIFIC Not Submitted
New QRG Invoice Q 450000000102 X
O (]  NewQRGInvoice EQUIPMENT INC. 450000000102 05/13/2026 Batach Rich Not Paid $225.00 ~
@ Matched PO
: ATLANTIC PACIFIC Pending Approval
New QRG Invoice o 4500001122202 05/14/2026 - 05/17/2026 Not Paid $225. 05/12/2026
O (]  NewORG Invoice EQUIPMENT INC. 4500001122202 05/14/2026 Vemubapat, Sraya 21112026 Not Paid 225,00 05/12/2026
ATLANTIC PACIFIC
O (]  ORGReversal 450000000000 = = S= Sk e 4500000000001  05/13/2026 Accounting Review Not Paid $(225.00) ~
EQUIPMENT INC
‘@ Matched PO
O A (]  ReversalQrG A& ATAXI SERVICE 0001 05/13/2026 Approved Financial Posting Failed ~ $100.00
O a (] Revore A&ATAXI SERVICE 0000001 05/13/2026 Approved Financial Posting Falled ~ $100.00
gy .
O a a s LEXANDER'S AUTO SALES , Aoprov Financial Posting Fail

IN

Displaying 1 - 7 of 7 | Download as Excel

RB
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Credit Memo (2 of 6)

Create a New Invoice

3. Select the original Vendor who issued the credit from the list.

« If you do not see the vendor listed, use the search features to locate

the vendor.

= EI7 concur Q ® R8
® Create New Invoice €2
“»
© Either choose Policy and select a Vendor from the vendor list, or find and select the purchase order for your invoice.
=8 Policy: - Purchase Order Search:
*ARK Invoice Policy &
gy | e
Vendor List
a Search: Vendor Name v Begins with v Q
4 -
Vendor Namef= Vendor Code ‘Account Number Address 1 Address 2 [ city PostaliZip Code yiReg Currenc, y [ Tetephone Number
“"ALEXANDER'S AUTO SA... 460100848 NORTH LITTLE ROCK AR 72118 UNITED STATES US, Dollar
ATLANTIC PACIFIC EQUIP. 1000036817 1455 OLD ALABAMARD S... ROSWELL GA 30076 UNITED STATES US, Dollar

Page 1 ofl =
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Credit Memo (3 of 6)

Invoice Details

4. Enter all the details for the credit memo invoice.

« The Invoice Reference field must contain the Accounting Document
number of an open invoice to the vendor issuing the credit.

« The Total Invoice Amount field must be a negative number for the
system to identify the credit memo.

«  Complete the remaining Invoice Details with the details from the

original invoice.

5. Click Save.

ET Concur

Create New Invoice

Enter Invoice Details

o
Actionsw  Details ¥
8>
Vendor information «|  Invoice Details
ATLANTIC PACIFIC INC
a»> 1716736 Policy Invoice Neme Invoice Description Invoice Number Invoice Reference (Credit Memo Only) PO Number

1455 OLD ALABAMA RD STE 100

ROSWELLGA

*ARK Invoice Policy

Invoice Received Date

v [oms cest oo

QRG Credit Memo DI

(00200

45000000033

Invoice Date

Net Payment Terms(Days)

Payment Due Date

Remittance Description

Logical System

30076 l 05/13/2026 | 05/15/2026 8 o 05/15/2026 l(saocwrzm) Migration Client 200
Vendor Code: 1000036817
Address Code: 1716736 Company Code Cost Object Type Cost Object Value Fund Statistical Obiect Type Statistical Obiect Value
Currency: USD-US, Doliar l (ARK) State of Arkansas . (€C) Cost Center - (445225) Ozark Folk Center S . (TAC0100000) Accountability Cou v v
Currency Total Invoice Amount (inc Texes) Tex Tex Code Withholding Tex Calculate Tex
| USD-US, Doliar |20 0.00 | PO - Accounts Payable Sales 1V v
Comments Request Total House Bank Payment Method Type Partner Bank Identifer Payment Method Supplement
0.00 IBAOD] v Ic - Check v v

Payment Reference

Check Number

Payment Status

Payment Status Date

Payment Amount

Payment Adjustment Notes

Q ® R

Not Paid
- e
ltemization Summary v
‘Show Distributions. Amount Remaining to be Itemized: $0.00
0 N | Expense Type Line Description Quantity Unit Price Total | Tax Code Funds Reservation Doc. | Funds Reservation ltem | Last 4 Digits of CC

No items found.
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Credit Memo (4 of 6)

Invoice Details

6. Complete the Itemization Summary with the details from the original invoice.
« Select the Expense Type.
 Enter the Line Description.
*  Enter the Quantity.
« Enter the Unit Price as a negative number.
« Update the Tax Code if needed.
« Enter all remaining details from the original invoice.

7. Click Save.

Amount Remaining to be Itemized: $-100.00

o

[] Noit | Expense Type Line Description Total | Tax Code Funds Reserv... | Funds Reserv... | Last 4 Digits o... |

* Expense Type * Line Description * Quantity * Unit Price Total | * Tax Code Funds Reserv... | Funds Reserv... | Last 4 Digits o...

5100040020 - 02 SHARED SER... QRG 1 $-100.00 $-100.00 (PO) PO - Acc...
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Credit Memo (5 of 6)

Invoice Details

8.

Upload documentation for the credit memo.

ETY Concur

Invoice

QRG Credit Memo DI

Actionsw

Unassign

Details ¥

View Invoice

Q ® Rr8

‘Status: Not Submitted

'\l «] Invoice Details

Upload Image
» N Policy Invoice Name Invoice Description Invoice Number Invoice Reference (Credit Memo Only) PO Number
i “ARK Invoice Policy v | ora cresit Memo o1 QRG Credit Memo DI [ 20002000 45000000033
P i Invoice Received Date Invoice Date Net Payment Terms(Days) Payment Due Date Remittance Description Logical System

[os113202 & [osnsiozs o 0511512026 (S4QCLNT200) M
Change Policy »

Company Code Cost Object Type Cost Obiect Value Fund Statisical Object Type Statstical Object Value
Create Recurring Invoice

; e o v i e ——— e v

Cumency Total Invoice Amount (nc Taxes) Tox Tox Code Withholding Tex Calculate Tax

J uso-us. potar v [10000 0.00 | Po - Accouns payasie sates v v

Comments Request Total House Bank Payment Method Type Partner Benk Idendfier Payment Method Supplement

-100.00 | sacor N v v
Payment Reference Check Number Payment Status Payment Status Date Payment Amount Payment Adjustment Notes
| ot Paia |
vew crng: | EZD
Hemization Summary ¥
= EEBD 9 o oisoivuions | Amount Remaining to be Itemized: $0.00
[N | | | |expensetype | Line Description | Quantity | Unit Price Total | Tax Code Funds Reservation Doc. | Funds Reservation Item | Last 4 Digits of CC |
1 5100040020 - 02 SHARED SERVICES - IT arG 1 100.00 100,00 (PO) PO - Accounts Payab.
= = ¥

[Account Code I Percentag Net Amount] Gross Amount|
5100040020 [System Defaut [ 100| $-100.00 $100.00,

Uplaad Image

fila.,

For b5t refidts, Scan mages in black B white with & resclution of 300 DPI o Lower
Click Browse and select 3 prg, jpg. jpeg, par. il or 1t file for uplosd. 10 MB limit per

image (1).png

Files selected for uploading:

Liplasged

Gl
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Credit Memo (6 of 6)

Invoice Details

9. Click Submit Invoice.

= E ¥ Concur Q ® RB

@ Invoice
QRG Credit Memo DI 0

Actions®  Detailsw

&> .
| Vendor information «|  Invoice Dewis View Invoice
ATLANTIC PACIFIC EQUIPMENT INC
a» 1716736 Policy Invoice Name Invoice Description Invoice Number Invoice Reference (Credit Memo Onty) PO Number
i s “ARK Involce Policy | ora credit memo o1 QRG Credt Memo DI | 20002000 45000000033
&> HOBWELLAR Invoice Received Date Invoice Date Net Payment Terms(Days) Payment Due Dete Remittance Description Logical System
30076 losnmuzs (-] Iosusrzcze 8 o 05/15/2026 (S4QCLNT200) Migration Client 200
Vendor Code: 1000036817
Address Code: 1716736 Company Code Cost Object Type: Cost Object Value Fund Statistical Object Type. ‘Statistical Object Value
Currency: USD-US, Doliar (ARK) State of Arkansas I(cq Cost Center v I (445225) Ozark Folk Center S ¥ Imcoxooooo) Accountability Cou v v
Curmency Total invoice Amount (incl Taxes) Tax Tax Code. Withholaing Tax Coloutate Tax
Iuso—us. Dotiar v 0.00 Im-kmums Payable Sales1 V. v
Comments House Bank Payment Method Type Portner Bank Identifier Payment Method Supplement
I BAOL v I C- Check v v,
Payment Reference (Check Number Payment Status Payment Status Dote Payment Amount Payment Adjustment Notes.
Not Paid |
¥
B Distribute ¥ S s Amount Remaining to be Itemized: $0.00
[] Ne. | | |Expense Type | Line Description | Quantity Unit Price Total | Tax Code | Funds Reservation Doc. | Funds Reservation tem | Last 4 Digits of CC
&7 5100040020 - 02 SHARED SERVICES - IT QRG 1 $100.00 $100.00 (P0) PO - Accounts Payab.
[ eacos T P i ]
B [System Default] 1 100] $-100.00] $-100.00
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Key Takeaways

Tips and Notes

+ A credit memo is received from a vendor if there was an overcharge on a previous invoice. A
credit memo on a Direct Invoice may provide full or partial reimbursement from the vendor.

* Required fields: Fields marked with a red line are required. If required fields are not
completed, the credit memo cannot be processed.

The credit memo is issued to reduce a current payment to a vendor.

Related Training

Use these resources if you need more detailed instruction:
» Concur Essentials — Invoice ILT

WBTSs can be accessed via MyAR Careers under the My AR Learning tile.

* Click here for a video demonstration on how to enroll in a WBT.

» Password reset requests for MyAR Careers should be submitted to arcareers@arkansas.gov.
You can also call the Help Desk at 501-682-1800.
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https://vimeo.com/1189180145?share=copy&fl=sv&fe=ci
https://vimeo.com/1189180145?share=copy&fl=sv&fe=ci
mailto:arcareers@arkansas.gov
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