
Creating a Credit Memo 

In SourceHub 



Under Create/Request on the SourceHub home page, 
click "Create and Submit SES & Credit Memo"  

 
 



On the "Review and Edit SES" bar, click "Credit Memo" 
on the bottom of the screen  



Enter the PO # in the pop-up box, select the correct 
one and click OK  



Enter a description on the next page in the box next to 
"Request Description" 

 



Ensure the Vendor Account to Credit is accurate as well 
as the PO Item 



Enter the “Supplier Reference Number”. This is a 
number that is unique to each invoice. If applicable, fill 
in “Remit to Message”. Ensure the “Entered by/Phone” 

is correct 



Enter the “Requested Credit” amount in the box  



Select the SES Reference button  



Enter the SES #, Supplier Reference # and the SES Work 
Date in the pop-up dialog box, then click GO 



Select the Correct SES and click OK 



When selected, the SES will show up in the "Reference 
to SES" box 



Add any comments in the “Comments” section 



Add Supporting documentation in the "Miscellaneous" area. 
Documentation is required and should include an itemized 

breakout of the requested credit memo amount. 



Select attachment in the "Attachment Receipt" pop-up 
and select a category. When done, click “OK”   



Attachment will show up under "Miscellaneous". If the 
file is the wrong one, click the red (X) to delete it. 



Click submit when finished 



Confirm Submission will pop-up. 
Confirm with OK, cancel with “Cancel” 


