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Create Credit Note with Refund Process

1 Navigate to https://staging.hoponticket.com/index.php?mainmenu=home&left
menu=home

2 Click on "Billing | Payment" in the header menu
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3 Click "List" in the sidebar, under the Customer invoices menu.

4 Click on the invoice or reciept to which you want to add the credit note
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5 Click "CREATE CREDIT NOTE"

6 Click "Now" or fill the date.
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7 Click "CREATE DRAFT" button.

8 Click "VALIDATE"
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9 Click "Yes" to validate the process.

10 Click "ENTER REFUND"
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11 Fill the date of creation or click "Now"

12 Enter the reason of making credit note.
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13 Click the small arrow to autofill the input field.

14 Click "PAY BACK" button.
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15 Type the reason of the credit note process into "Comments" section

16 Click "VALIDATE" button.
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17 Here you can see now, that the payback and credit note process result "0 €"


