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How does the system process a return and refund request from the customer?

This topic covers refunding the customer after they have made the payment and

returned the item.
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Step 1:Go to System > Administrative
Tools> Document No

User may add new Credit Note
document type and tick refund note
option

Step 2: Go to Sales>Credit Note >Add
Note : Click on magnifier and choose refund
note

Step 3: Enter the invoice number and reason.

Then, go to the body section and add the item
that your customer wants to return along with
the amount.

Once done, save and go to Sales > Sales
Report > e-Invoice - Send Documents



million’

Business Software
How does the system process a return and refund request from the customer?

© choce- Doamerts =

o e oz courty

Tobat: sz

e i Step 4: Select Credit Note and not sent yet. Tick

R o R o the refund that you want submit it to IRBM for
o e = C validation and click send.
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- Step 5: Under 'Show Documents,' select 'Sent.'
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You will see a message displaying 'Sent.'
Then, click on 'Status’.

MESSEE X

i If the upload to the MyTax portal is
e successful, the message will change to
'Validate’
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