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About Credit Memos on Purchase Orders 

If a credit memo is received to credit for a returned product or other order on a Purchase order that has already been 

entered and paid in DASH, this process can be followed to account for the credit. 

Entering a Credit Memo on a Purchase Order 

Enter the PO number and then the other relevant header information. When entering the amount, be sure to enter a 

negative number. Change the invoice type to Credit memo. 

 

Next, in the drop down box next to LINES, select “Correct Matched Invoices”, then click on the arrow. 

 

This will bring up the lines on the PO. Select the box on the line you would like to use for your credit memo. Choose 

“Amount Correction” in the drop down box under Correction type. Then, type in the amount of the credit memo in the 

amount field. *Remember to enter a negative number. Then, click OK. 

 

Then, go to actions, click validate. Then, go to actions again, click approval and then initiate. 

  


