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Customer credit notes

Credit notes (known as ‘notes de crédit’ in Belgium) constitute an acknowledgement of a debt owed
by the company to its customer.

Customer credit notes are useful for:

dealing with an invoice issued in error: in this case, a credit note is issued for the amount of the
invoice and the original invoice is cancelled;
correcting an error in a previous invoice: in this case, the original invoice is left as it is, and the
credit note is used to rectify the error;
dealing with an overcharge on a customer invoice (for example, following a return of goods).

There are two ways to settle a credit note:

the direct refund : recording a disbursement from the credit note list screen settles the
relevant credit note.
payment via a credit note : where an invoice is issued to a customer who has a credit note
for an amount less than or equal to the invoice amount, the credit note can be used to settle
the invoice.

Customer credit note management includes the features common to invoicing, and the specific
features of customer invoicing.

List of customer credit notes

//Access: Sales → Credit Notes //

The screen displays a list of all credit notes issued during the calendar year or financial year specified
in the settings (if the start date of the financial year declared in the application settings is not 1
January).
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Deleting a credit note is not permitted (unless a special privilege is granted, in which case the
deletion would be archived).

The Settle button is used to settle the credit note directly, where applicable.

When you issue an invoice for a customer with an outstanding credit note, Gestan will alert you to this
with a specific message.
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===== ===== Customer Credit Note Record
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The credit note record displays details that may be useful for the credit note.

In the event of a goods return or an incorrectly issued invoice, it is helpful for the credit note lines to
include the product code of the returned goods or the original invoice lines. The same applies in the
event of an error on the invoice (such as an incorrect item price). This ensures that sales statistics
remain accurate.

Processing customer credit notes

Let’s take the example of a customer who buys six bottles of wine and returns the following day to
return one bottle containing wine that has gone off. You issue them with a credit note for the amount
of the bottle.

To issue this credit note, you can:

use the New button in the credit note list
use the menu Generate→Credit Note menu in the invoices list.
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It is preferable to use the second option, which has the advantage of recording the links between the
original invoice and the credit note in the Document genealogy e history of the document.

You can:

either refund the credit note directly
or use the credit note to settle a subsequent invoice from the same customer

Direct refund of the credit note

The Pay button in the credit note list allows you to record that you have refunded the customer the
amount of their credit note.

https://manuel.gestan.fr/en/wiki/facturation/common/genealogie
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All that remains is for you to make the actual refund of the credit note directly to the customer, via
bank transfer or cheque, or even in cash taken from the company’s petty cash account.

Paying by credit note

When settling an invoice, if the customer has an outstanding credit note, Gestan will offer to settle
the invoice using the credit note.

However, the amount of the credit note must be less than (or equal to) the invoice amount.

If you select ‘Yes’, the payment screen will open, showing the invoice amount minus the credit note
amount.
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The status of the relevant credit note will then change to ‘Settled’, and the invoice payment details
will show two lines: one for the credit note balance and the other for the standard payment.

 If the customer has not yet paid your invoice, instead of a credit note, it is simpler to issue a
corrective invoice referencing the invoice to be amended: right-clicking on the incorrect invoice
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allows you to mark it as cancelled; you can then simply issue a new one, explicitly mentioning the
cancelled invoice (in the notes, for example). It is also possible, subject to the regulatory provisions
in your country and your authorisation to amend invoices, to amend the original invoice and resubmit
it to the customer, with the note “Cancels and replaces invoice XXXXX dated YY/MM/A”.

ℹ️ Other articles on “Customer Invoicing”

Invoicing: common elements

Acomptes-Arrhes
Cas concret : Intermédiation
Entêtes des pièces
Facturation : éléments communs
Factures : options spécifiques
Frais de port
Généalogie des pièces
Importer des lignes de pièce (tableur)
Liaisons des pièces
Ligne pourcentage
Livraison partielle
Numérotation des factures
Optimiser les achats
Retenues de garantie *
Surtaxes nationales
Tri des lignes de pièce

Invoicing: Customer invoicing

Avoirs client
Bons de livraison (BL)
Certification numérique des factures
Commandes client
Devis
Echéancier de facturation
Factur-X, PEPPOL
Facturation client : éléments communs
Facturation horaire
Factures client
Factures d'acompte (France)
Factures d'avancement
Feuille de marge
QR-Facture
Relance des factures
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Suivi détaillé des commandes client *
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