
 

 

 

   

How to Correct an Incorrectly 

Posted AP Credit Memo 
 



Introduction 

How can I correct a credit memo that was incorrectly posted to the wrong vendor in Accounts Payable? 

It’s important to always create a clear audit trail of what has been done. It’s even more important when vendor 

balances are impacted in a positive or a negative way. The following steps will detail how to correct a mistake where a 

credit memo was posted to the wrong vendor while at the same time providing a clear audit trail. 

You can see in the example below the transaction in question. A credit memo was incorrectly posted to Brooks. It 

should have been posted to a different vendor.  

 

 

 

 

 

 

 

 

The first step is to enter a new invoice with a payment type of Bank Debit. Note: the Invoice Number should 

reference the credit memo number. The description should be ERROR CORRECTION. Using Error Correction makes 

the transaction easy to identify and understand. This should not be a common occurrence, but if you need to 

research, then you could use the FIND feature in Accounts Payable History and find any transactions with ERROR in 

the description field. 
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Next, the Credit Memo and the Bank 

Debit are then scheduled in a separate 

batch. This makes it possible to have a 

separate listing which clearly shows the 

error correction 

There is now offseting entries and the net 

balance for BROOKS will be zero once the 

transactions are updated.  

 

When the Payment Register is 

run, the error correcting 

transactions will be the only 

ones on the listing.  

 

 

 

The goal is to create 

a detailed audit trail. 

So when you save 

the Payment Register 

to a PDF you should 

use a unique name 

such as DATE (in 

Year Month Day 

Format) + Vendor 

Name + Description.  

Example: 20170117-

Brooks-Error Correction 

After running the update, the original transaction and the clearing Debit Memo are both in History. Note: you can 

search by Vendor or use the FIND function to search on the description. 

Have questions? Feel free to send us an email, we welcome the questions! 
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