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Step 1:
Log Into Supplier 

Account

Step 2:
Open PO to  

Create Credit 
Memo

Step 3:
Create Credit 

Memo – Quantity 
Adjustment

Sep 4:
Review and 

Submit Credit 
Memo
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Step 1: Log into Supplier Account

1 Enter your login 
credentials

1
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Under Date Creation:  Select 
“Last 365 days”

Step 2 – Select PO for Credit Memo

From the Ariba account 
Homepage select Orders.

Select the order number to 
be credited.

If you do not see the PO 
number listed, check the 
filters, select Edit Filters

1
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Step 2 – Select PO for Credit Memo

1

2

3

Click on the invoice to 
open. 

The Invoice is displayed. 

Locate the Invoice that 
requires a Credit in Related 
Documents.

Click on Create Line-Item
Credit Memo.

The Create Line Item 
Credit Memo is displayed.  
See next page.

3
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Step 3 – Line-Item Credit Memo – Header Level – Quantity Adjustment

Quantity Adjustment should 
be automatically selected. 

Enter the Credit Memo # 
and the Credit Memo 
Date.

1

2

3 Make sure to fill in all 
mandatory fields with an 
asterisk ‘*’.

1

2
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Step 3 – Finalizing a Line-Item Credit Memo – Quantity Adjustment

Enter the Reason for the 
Credit 
Memo

Remove items that are not 
required for credit using by 
selecting the box on the 
left of the line and clicking 
Delete
Use the Slide bar if 
needed.

2

1

2

1
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Step 3 – Finalizing a Line-Item Credit Memo – Quantity Adjustment

Locate and update the 
Quantity of the credit for 
each item

2
Check the square box, 
then Click on Update once 
all items have been 
actioned based on the 
Credit

Click on Next

Screen displays the 
Confirm Line-Item Credit 
Memo

3
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Step 4 – Review and Submit Credit Memo

Verify all the information.  If 
all is correct, click on 
Submit

Note: There is no requirement 
to print the Credit Memo or send 
a copy to your Buyer

1

1

2

2 Click on Exit invoice 
creation
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Step 4 – Review and Submit Credit Memo

Click on Done or Previous

Done brings you back to 
the list of invoices/credit 
memos submitted.

Previous bring you back 
to the list of invoices/credit 
memos submitted and if 
clicked again brings you 
back to the Purchase 
Order. 

1

1
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