Handling “Credit Memos” – Applied to an invoice that either ‘cancels’ the invoice or cancels a portion of the invoice

A. Types (“Reasons for issuing a Credit Memo”)
a) Bad debts (any uncollectible invoice) 
b) Dropped membership credit (credit to requested membership removal)
c) Membership status credit (credit(s) due to change of membership status)
d) New membership credit (credit for new membership approved after August meeting but prior to new fiscal year)

A. Logistics
1. Log into QuickBooks Online
2. Find Invoice(s) in question
a. My apps>Sales and get paid> Invoices>Status down arrow>Overdue or All (depending on classification overdue or not)  - Not the invoice number and customer name.
b. Simplest if “click right mouse on windows tab>Duplicate (thus will be able to switch back and forth during following steps to retrieve information
3. Click “+ - Create” Left top panel>Credit Memo>
4. Customer Name (Invoice(s) other window tab)
5. Credit Memo Date - usually date creating
6. Credit Memo no – usually use invoice number preceded with U (uncollectible) C (credit) e.g., U426 or C426
7. Product/Service 
a. Start typing “Credit Memos”
b. Select - one from A. Types 
8. Rate – Invoice amount
9. Tax – uncheck if checked
10. Review then Save and send to member

B. Verify
1. Click “Refresh” / “Reload” arrow circle upper left windows task bar
2. Supposedly (in a perfect world) the credit memo(s) will be automatically applied to each of the invoices.
3. To check if “Uncollectible(s)” ones have, My apps>Invoices>Status down arrow>Overdue any invoice that had a Credit Memo applied will not appear as overdue.
4. To check all other, My apps>Invoices>Status down arrow>All then search by invoice number or name

C. What if Credit Memo is “Unapplied”  (it can happen)
1. Click “+ - Create” Left top panel>Receive payment>
2. Enter Customer Name
3. Leave Amount received “0.00”
4. Scroll down to bottom area “Credit”
5. “Credit Memo #???” should be listed. Click 
6. Review then “Record”  This is the key action that applies the credit to the account.
