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How to Create a Credit Note  

This guide helps users create and submit a price adjustment to decrease liability on a supplier 

invoice, including searching for the invoice, specifying adjustment details, updating tax calculations, 

and attaching supporting documentation. The process ensures accurate financial records and 

proper documentation of invoice modifications in the system. 

 

Step 1:  

In the Workday Financials Supplier Portal, type ‘Find Supplier Invoices’ in the search bar and press 

Enter. 

 

Step 2:  

Select the ‘Find Supplier Invoices’ task from the search results. 
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Step 3:  

Click ‘OK’ to search for your supplier invoices. 

 

Step 4:  

Locate the invoice from the search results and click Related Actions '...' next to the invoice. 
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Step 5:  

Hover over ‘Supplier Invoice’ in the Actions menu and select ‘Create Adjustment’ from the list. 

 

Step 6:  

In the 'Adjustment Reason' field, select the appropriate reason for the credit note from the list of 

options, e.g. Price Adjustment. 

 

Note:  

In the 'Adjustment Reason' field, select the appropriate reason for the credit note from the list of 

options. 

• Cancelled by Supplier - when cancelled by the supplier 

• Duplicate Invoice - when there is a duplicate invoice 

• Goods Returned - when the goods are returned in full or part thereof 

• Order Cancelled - when the order is cancelled 

• Price Adjustment - for credit notes and invoice adjustments 



Swinburne University of Technology 
How to Create a Credit Note   

 

April 2026   Page 4 of 12 

 

Step 7:  

Select 'Price Adjustment' from the dropdown to specify the adjustment reason. 
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Step 8:  

Select ‘Decrease Liability' as we are creating a credit note. 

 

Step 9:  

Click the checkbox next to the invoice to select the invoice line item, then click 'Save and Continue' 

to proceed with the adjustment and validate the entered information. 
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Step 10:  

Scroll down to view further fields. 

 

Step 11:  

In the 'Supplier's Invoice Number' field, enter the supplier's invoice number. 
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Step 12:  

Scroll down to view additional invoice line details. 

 

Step 13:  

The 'Adjustment Lines' tab is the default. Scroll across to locate the fields you need to edit. 

 

Note:  

Depending on what edits you need to make, you may need to adjust the quantity, unit of measure, 

unit cost, or extended amount. 

When you edit any of these fields, you'll need to click 'Update Tax' to recalculate the tax amount. 
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Step 14:  

In the 'Extended Amount' field, enter the amount the line item has decreased by. 
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Step 15:  

In the 'Memo' field, enter a description of what edits you are making, e.g. This is the credit note 

amount. 

 

Step 16:  

Click 'Update Tax' to recalculate the tax amount. 

 



Swinburne University of Technology 
How to Create a Credit Note   

 

April 2026   Page 10 of 12 

Step 17:  

Click the 'Attachments' tab to attach evidence of the decrease. 

 

Step 18:  

Click 'Select Files' to upload supporting documents for the credit note. 
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Step 19:  

Select the file you wish to attach to the supplier credit note. 

 

Step 20:  

Click 'Submit' to finalise and submit the credit note with the attached documentation. 
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Step 21:  

A success notification displays, indicating the submission is sent for the relevant approvals. 

 


