
VENDOR 
CREDIT NOTE



Enter your username and password

Login credentials are same as to 
your Laptop /Desktop login



Click on Login Button 



Under Transaction click on create 
voucher under  

‘Vendor Credit Note”



Select the relevant module 
from the drop-down you want 
to raise the Credit note against

Click on edit



Enter all the required details

Click on Create Expense 
Details



Select A/C Name  & Cost 
Code from the drop down

If GST is applicable 
enter the details 
ensure using the 

same HSNCODE that 
was used while 

raising the voucher

Click on SAVE & Close after 
entering all the details



Approved Expense details

After clicking SAVE & CLOSE, details will be 
available in tabular format 



Go to SUPPORTINGS. Click on CHOOSE FILE
for attaching any supporting

file relating to the voucher 

Click  SEND FOR 
APPROVAL 

button for 
approval and 

payment 

Voucher Number will generate 
when the user clicks 

SAVE & EXIT 


