OSAS

PURCHASE ORDER

CREDITS
Go to Purchase Order
Go to Daily Work
Go to Enter Returns
Using #2, Goods Returned and Debited
Enter vendor ID 
Page down/ok

Do not enter an inventory item ID, instead hit enter and go to description.

For the description, enter “To credit invoice xxxxx”
Enter the same GL account number as you used for the invoice.
Enter the quantity as 1 
Enter the cost as a positive number.

Page down

RA No is the same as Receipt number, just page down.

Memo No is the same as invoice number, enter the invoice number and make sure the amount is correct.

Page down/ok

When complete, hit F7

T for totals and D for debit memo, select the invoice number (should default)

Page down/ok
You will need to run Purchase Journal, Returns Journal, and Post.

