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Chapter 1: Overview  
 
1.1 Objectives 
This user guide provides step by step guide on how to list, view, search and print Giant’s 
Purchase Orders and Return to Vendor documents. 
 
 
1.2 Conventions Used in User Guide 
 

Fonts in Bold 
Naming convention that appears on screen, button, menu, tab, link or field in 
the ePortal modules. 

 

 

 

 

Step-by-step process box. 

 

 

 

 

Optional feature box. 

 

 

 

 

Tip/Note box. 

Buyer Giant’s staff  

Supplier Giant’s Suppliers 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
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Chapter 2: User Login 
 

2.1 Login Screen 

• Please login to website: https://giant.b2b.com.my 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Key in 
Company ID, 
User ID, 
Password. 

2. Click on Enter button 
to Login to the system. 

 Click here if you 

forgot your 
password 

https://giant.b2b.com.my/
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2.2 First Time Login Screen 
 

 
 
2.3 Forgot Password 
 

 

2. Key in Company ID, User 
ID and the word shown. 

3. Click on Send button, 
password will send via 
email. 

1. Click on Forgot Password 
link to reset password. 

 

1. Key in password 
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2.4 Change Profile 

2.4.1 User Information 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Change Profile 
link to update profile. 

3. Key in Designation, Tel 
No, Mobile No, Fax No, 
Email. 

4. Click on Save button 
to Save/update. 

2. Click on User Information 
tab to update profile. 
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2.4.2 Password (Reset) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key in password. 

3. Click on Save button to 
Save/update. 

1. Click on Password tab 
to change password. 
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Chapter 3: Purchase Order 
 
3.1 Purchase Order Process 

 
This section provides step by step guide on Purchase Order process among 
Giant, B2B System and Suppliers.  
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Send PO 

Suppliers GIANT B2B System 

New Purchase 
Orders 

Email Notification 
Status=New 

No Action (> 1 day) 

View PO Status Update = In-Use 

Status Update = Confirm 
Accept PO only 
PO status is New 

Close PO 

Cancel 
PO 

Cancel Purchase 
Orders 

Email Notification 
Status=Cancel 

Email Notification 
Status=Close 

Status Update = Alert 

Close PO 
Once 
received 
goods 

Confirmed and 
save PO 
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3.2 Purchase Order Module Step by Step 

 
This section provides step-by-step guide for supplier to List, View, Validate, 
Export and Print Purchase Orders and manage notification. 

3.2.1 List Purchase Order 

 
Step 1 Select Purchase Order Document 
 

 
 
Step 2 List Purchase Order 

 
 
Status Definition: 
New    New purchase order 
In-Use    Supplier viewed purchase order 
Alert    Supplier has not view/open the purchase order after 1 day 
Confirmed   Supplier validated the purchase order 
Cancelled   Giant cancelled the purchase order 
Closed   Giant received the goods 
 
 

1. Click on Document 
tab and select Orders. 

2. Click on Order 
No to view order. 
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Step 3 View Purchase Order 
 

 

 
 
 
 

 Click here if you 

need to go back to 
the listing 
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3. Click on Print Original 
button to print order. 
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Step 4 Print Purchase Order 
 

 

 

 
 
 
 
 

 Order print out in 

PDF format 
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Step 5 View Purchase Order History (Optional) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on View Order 
History tab to check 
order history. 
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3.2.2 Validate Purchase Order 

 
Allow user to validate purchase order in batch. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Validate 
link. 

3. Click on 
Search button. 

4. Tick on check box to 
select the order to 
validate at a time. 

5. Click on Confirmed 
button to confirm order. 

2. Key search criteria. 

Click on Advanced 
link for additional 
search criteria. 
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3.2.3 View Purchase Order 

 
Allow user to search for purchase order. 
 

 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

2. Key search criteria 

2. Click on Search button 

1. Click on View link. 

Click on Advanced 
link for additional 
search criteria. 
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3.2.4 Print Purchase Order 

 
Allow user to print purchase order in batch. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key search criteria. 

3. Click on 
Search button. 

4. Tick on the check box 
to print purchase order 
at a time. 

1. Click on print link. 

Click on Advanced link for 
additional search criteria. 

5. Click on print original 
to print order. 
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3.2.5 Export Purchase Order (Optional) 

 
Allow user to export purchase order in batch. 

 
 
 
The exported file will be saving in CSV format (Excel file). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key search criteria. 

3. Click on 
Search button. 

4. Tick on check box to 
export purchase order at a 
time. 

1. Click on Export link. 

Click on Advanced link for 
additional search criteria. 

5. Click on Export button to 
export . 
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3.2.5 Manage Notification 

 
Allow user to maintain or change the email notification setting. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Manage Notification link. 

2. Set the notification 
frequency. 

3. Key in email address. 

4. Click on Save 
button to save/update. 
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Chapter 4: Receiving Note 
 
4.1 Receiving Process 
  
This section provides step by step guide on Receiving Note process among Giant, B2B 
System and suppliers. 
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4.2 Receiving Note Module Step by Step 
 
This section provides step by step guide for supplier to List, View, Print and Export GRN. 

4.2.1 List Receiving Note 

 
Step 1 Select Receiving Note Document 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Document tab and 
select Receiving Note. 
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Step 2 List Receiving Note 
 

 
 
 
Status Definition: 
New       Supplier received new RN in the system 
Alert      Supplier has not view/open the RN after 3 day 
Accepted     Supplier has viewed the RN 
Changed     Giant changed the RN 
Change Acknowledged  Supplier has viewed changed RN 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on Receiving Note No. 
to view Receiving Note. 
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Step 3 View Receiving Note 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Print Original 
button to print Receiving 
Note. 

Click on Export button to 
export Receiving Note. 
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Step 4 Print Receiving Note 
 

 
 
Step 5 Export Receiving Note (Optional) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 RN printed out in 

PDF format. 
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Step 6: View Good Receiving Note History (optional) 

 

 
 
 
 
 
 
 
 
 
 

1. Click on View Goods Receipt History. 
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4.2.2 View Receiving Note 

 
Allow the user to view search Receiving Note. 

 

4.2.3 Print Receiving Note 

 
Allow the user to print Receiving Note in batch. 

 
 
 
 

1. Click on View link. 

2. Key search criteria. 
3. Click on Search button. 

Click on Advanced link for 
additional search criteria. 

1. Click on Print link. 
2. Key Search Criteria. 

Click on 
Advanced link 
for additional 
search criteria. 

4. Tick on check box to 
select all receiving note 
print at a time. 

5. Click on Print Original 
button to print receiving 
note. 

3. Click on Search button. 
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4.2.4 Export Receiving Note 

 
Allow the user to export Receiving Note in batch  
 

 
 
 
 
 
 
User can open the CSV file with Microsoft Excel as below: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Export link. 

3. Click on Search button. 

Click on 
Advanced link 
for additional 
search criteria. 

4. Tick on check box to 
select all receiving note 
export at a time. 

5. Click on Export button 
to export receiving note. 

2. Key Search Criteria. 



Giant Web EDI User Guide 2015 
 

Giant Web EDI User Guide_REV 5.0_06032018                                                             Page - 28 - of 68 
 

4.2.5 Manage Notification 

 
Allow user to maintain or change the email notification setting. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Manage Notification link. 

2. Set the notification 
frequency. 

3. Key in email address. 

4. Click on Save button to 
save/update. 
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Chapter 5: Invoice 
 
5.1 Invoice Process 
 
This section provides step by step guide on Invoice process among Giant, system and 
suppliers. 
 
 
 
 
 

    
 

 
                     

 
   
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

 
 

 
 
 
 
 
 
 

Suppliers Giant B2B System 

RN Changed  

System auto delete 
existing invoice with 

condition invoice not yet 
send to Giant and create 

new invoice. 

Auto Create  
New Invoices 

 
Status Update = New 

Modified Invoices 
 

Status Update = Modify 

Modify single INVOICE 
Invoice No,  
Invoice Date  
 

OOppttiioonn  AA 
 

Import Invoices 
 

Status Update = New 

Import INVOICE  
(In pre-define  
 CSV format) 
 

OOppttiioonn  BB 
 

Send 
Goods 

Receiving 
Notes 

Send Invoices 
 

Suppliers send 
invoices 

Status Update = Sent 

Send RN 
Changed 

RN status = Changed, 
Changed Acknowledged 

INV status = New 

OR 

New Receiving 
Notes 

Once e-RN in system, 
E-Inv will auto create. 
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5.2 Outright Invoice Module Step by Step 
 
This section provides step by step guide for supplier to List, Import, Modify, View, Print, 
Export and Send invoice. 

5.2.1 Modify Invoice 

 
Step 1 Select Outright Invoice Document  

 
 
Step 2 Search modify invoice 

 
 
 
 
 
 
 
 

1. Click on Document Tab and 
select Outright Invoice. 

2. Click on Modify link. 

3. Key search criteria. 

4. Click on Search 
button to search Invoice. 

Click on Advanced link 
for additional search 
criteria: Delivery 
location / Vendor Code 

5. Click on Modify link to 
modify invoice. 
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Step 3: Modify 2 columns of invoice 
 

 

 
 
 
 
Note: Invoice no. can be duplicated if vendor code is different. 

 
 

6. Enter invoice no. 

7. Select invoice 
date. 

8. Click Save and Send to 
send invoice to Giant. 

 Click Save button 

to save/update. 

 Click Reset for 

default to original 
invoice data. 

 Allow to amend 

and the tolerance 
is up to RM2. 
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5.2.2 Import Invoice (Optional) 

 
Step 1 Import Invoice file 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click here to double check the 

invoice file format accordingly before 
upload entire invoice file. 
(Please refer pg33, the requirement 
that user have to prepare.) 

1. Click on Import link. 

3. Click Upload for 
submission. 

2. Browse entire 
invoice file for upload. 

4. Click Reset for change entire 
invoice file location path. 
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Prepare an excel file in CSV format with the requirement as below. 
 

 
 

 
 
 
Example of CSV file: 
 

 
 
Note: If there is no discrepancy, please do not state any value or digit in the invoice case 
price column. 
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If file failed to upload, error message will be prompted out. 

 
 

 
 
Step 2 Check import outright invoice file status  

 
 
 

1. Click to search the files upload 
status in import outright invoice 
status. 

2. Key search criteria. 

3. Click Search button to 
check file status. 

4. Click Reset button to 
clear search criteria. 

 If the invoice file that 

user upload is not 
according, application will 
prompt error message to 
acknowledge user. 
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Status Definition: 
 
In-process  Processing the imported file. 
Successful  File successfully uploaded into e-portal system. 
Failed   File failed to process into e-portal system. 
 
Remarks: Always remember to SEND the invoice after import file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 It showed entire 

invoice file being upload 
into e-portal. 
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5.2.3 List Invoice 

 
Step 1 List Invoice 
 

 
 
Status Definition: 
 
New   New invoice created in system. 
Modify   Supplier has modified invoice. 
Sent   Supplier already sends invoice to Giant. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on List link. 

2. Click on invoice no 
to view invoice. 
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Step 2 View invoice 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Print Original 
button to print invoice. 

Click on Export button to 
export Invoice. 
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Step 3 View Invoice History (Optional) 
 

 

 
 
 
 
 
 
 

1. Click on View Outright 
Invoice History tab to check 
invoice history. 
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Step 4 Print Tax Invoice 
  
Print out in PDF format 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Invoice print out in 

PDF format. 
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5.2.4 View Invoice 

 
Allow user to view / search invoice. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on View link. 

2. Key search criteria. 

3. Click on 
search button. 

Click on Advanced 
link for additional 
search criteria. 
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5.2.5 Print Invoice 

 
Allow user to print outright invoice in batch. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Print link. 
2. Key search criteria. 

3. Click on Search button. 

Click on Advanced 
link for additional 
search criteria. 

4. Tick the Check box to 
select all invoices to print. 

5. Click on Print button 
to print invoice. 
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5.2.6 Export Invoice (optional) 

 
Allow user to export Outright Invoice in batch. 
 

 

 
 
User can open CSV file in Microsoft Word as below: 
 
 

 
 
 
 
 
 
 
 
 
 
 

1. Click on Export link. 

2. Key search criteria. 

3. Click on Search button. 

Click on Advanced 
link for additional 
search criteria. 

4. Tick on Check box to 
select all invoices to export. 

5. Click on Export button 
to save invoice. 
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5.2.7 Send Invoice 

 
Allow user to send Invoice in batch. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Send link. 

2. Key search criteria. 

3. Click on Search button. 

Click on Advanced 
link for additional 
search criteria. 

4. Tick on Check box to 
select all invoices to send. 

5. Click on Send button to 
send invoice. 
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Chapter 6: Goods Return Note/RTV 
 

6.1 Goods Return Note/RTV Process 
 
This section provides step by step guide on Goods Return Note / Return To Vendor 
process among Giant, B2B System and Suppliers.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Send RTV 

Supplier
s 

GIANT B2B System 

Email Notification 
Status=New 

No Action (> 1 day) Status Update = Alert 

View RTV Status Update = In-Use 

Send Confirm 
RTV When 
goods is 
collected or 
disposed 

Cancel RTV 
Email Notification 

Status=Cancel 

Email Notification 
Status=Confirm 

• Email Notification for New 
RTV continue to be sent to 
supplier every 2 days until 
supplier view the RTV 

Confirm RTV 

Cancel RTV 

New RTV 

Email Good 
Discard Notification 

RTV expired 

• RTV expired in 7 days after 
issue date for fresh goods 

• RTV expired in 21 days after 
issue date for non fresh 
goods 
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6.2 Goods Return Note/RTV Module Step by Step 

 
This section provides step by step guide for supplier to List, View and Print Goods 
Return Note / Return To Vendor. 

6.2.1 List Goods Return Note/RTV 

 
Step 1 Select Goods Return Note/RTV Document 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Document Tab 
and select Goods Return 
Note/RTV. 
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Step 2 List Goods Return Note/RTV 
 

 
 
 
Status Definition: 
 
New    New Goods Return Note/RTV from giant. 
In-Use    Supplier viewed return to vendor 
Alert    Supplier has not view/open the return to vendor after 1 day 
Cancelled   Giant cancelled the return to vendor 
Confirmed   Supplier has collected the goods or Giant has disposed the goods 
Changed  Giant changed RTV 
Change   Supplier has viewed the changed RTV 
Acknowledge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on RTV No to 
view return to vendor 



Giant Web EDI User Guide 2015 
 

Giant Web EDI User Guide_REV 5.0_06032018                                                             Page - 47 - of 68 
 

Step 3 View Goods Return Note/RTV  
 

 

 
 
 
 

3. Click on Print Original 
button to print Goods 
Return Note. 

Click on Export 
button to export 
RTV. 
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Step 4 Print Goods Return Note/RTV 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 Return To Vendor 

printout in PDF format 
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Step 5 View Goods Return Note/RTV History (Optional) 
 

 

 
 
 
 
 
 
 

1. Click on View Return 
To Vendor History tab 
to check the history 
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6.2.2 View Goods Return Note/RTV 

 
Allow user to view / search for Goods Return Note/RTV 
 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 

2. Key search criteria 

3. Click on search button. 

1.  Click on View link. 

Click on Advanced 
link for additional 
search criteria. 
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6.2.3 Print Goods Return Note/RTV 

 
Allow user to print Goods Return Note/RTV in batch. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key search criteria. 

3. Click on Search button. 

4. Check on the check box to 
select RTV to print at a time. 

5. Click on Print Original 
button to print return to 
vendor 

1. Click on Print link. 

Click on Advanced 
link for additional 
search criteria. 
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6.2.4 Export Goods Return Note/RTV 

 
Allow user to export Goods Return Note/RTV in batch. 
 

 

 
 
View exported Goods Return Note (Optional) 
 

 
 
 
 
 
 
 
 
 
 

1. Click on Export link. 

2. Key search criteria. 

3. Click on search button. 

Click on Advanced 
link for additional 
search criteria. 

4. Tick on Check box to 
select all RTV to export 
at a time. 

5. Click on Export button 
to export RTV. 
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Chapter 7: Debit Note 
 
7.1 Debit Note Process 
 
This section provides step by step guide on debit note process among Giant, B2B 
System and Suppliers. 
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7.2 Debit Note Module Step by Step 
 
This section provides step by step guide for supplier to List, View, Print, Export and 
Manage Notification on Debit Note. 

7.2.1 List Debit Note  

 
Step 1 Select Debit Note Document 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Documents tab 
and select Debit Note. 
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Step 2 List Debit Note 
 

 
 
Status Definition: 
 
New   New Debit Note received from Giant. 
 
In-Use   Supplier has viewed Debit Note. 
 
Alert   Supplier has not view/open Debit Note after 3 days. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on Debit Note 
No to view. 
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Step 3 View Debit Note 
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3. Click on Print Original 
button to print Debit Note. 

Click on Export 
button to export 
Debit Note. 
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Step 4 Print Debit Note 
 
 

 

 Debit Note print out 

in PDF format. 
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Step 5 View exported Debit Note (Optional) 
 

 
 
 
Step 6 View Debit Note History (Optional) 
 

 
 

1. Click on View Debit Note 
History tab to check Debit 
Note History. 



Giant Web EDI User Guide 2015 
 

Giant Web EDI User Guide_REV 5.0_06032018                                                             Page - 61 - of 68 
 

7.2.2 View Debit Note 

 
Allow user to view Debit Note Adjustment / Debit Note RTV / Debit Note Vendor Dispute  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on View link. 

2. Key search criteria. 

3. Click on Search button. 

Click on Advanced link for 
additional criteria: Delivery 
location & Vendor Code 
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7.2.3 Print Debit Note 

 
Allow user to print Debit Note in Batch. 
 

 

 
 

7.2.4 Export Debit Note 

 
Allow user to Export Debit Note in Batch. 

 

 
 

1. Click on Print link. 

2. Key search criteria. 

3. Click on search button. 

Click on Advanced link for 
additional criteria: Delivery location, 
Vendor Code, Printed or Not printed 
 

4. Tick on check box to 
select all Debit Note to print 
at a time. 

5. Click on Print Original 
button to print Debit Note. 

1. Click on Export link. 

2. Select status / category 

3. Click on search button. 

4. Tick on check box to select all 
Debit Note to export at a time. 

5. Click on export button to 
export Debit Note. 

Click on Advanced link for 
additional criteria: Delivery 
location, Vendor Code, 
Exported or Not exported 
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7.2.5 Manage Notification 

 
Allow user to maintain / change the email notification setting. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

1. Click on Manage Notification link. 

2. Choose the 
notification frequency. 

3. Key in email address. 

4. Click on Save 
button to save/update. 

 Click Reset for 

default to original data. 
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Chapter 8: Buyer Tax Invoice 
 
8.1 Buyer Tax Invoice Process 
 
This section provides step by step guide on Buyer Invoice / Buyer Tax Invoice process 
among Giant, B2B System and Suppliers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*Note: All the buyer tax invoice and credit note will be under this session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Send Buyer 
Invoice/Buyer 
Tax Invoice 

Giant B2B System Suppliers 

New Buyer Invoice/ 
Buyer Tax Invoice 

Email Notification 
Status = New 

Status Update = In-Use 
View Buyer 

Invoice/Buyer 
Tax Invoice 
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8.2 Buyer Tax Invoice Module Step by Step 
 
This section provides step by step guide for supplier to List, and View. 

8.2.1 List Buyer Tax Invoice 

 
Step 1 Select Buyer Tax Invoice Document 
 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

1. Click on Document tab to 
select Buyer Invoice /Buyer 
Tax Invoice. 
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Step 2 List Buyer Tax Invoice 

 

 
 

Status Definition: 
 
New   New Buyer Tax Invoice received from Giant. 
In-Use   Supplier has viewed Buyer Tax Invoice. 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on Attachment No. 
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Step 3 View Tax Invoice 
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8.2.2 View Buyer Tax Invoice 

 
 
Buyer Invoice / Buyer Tax Invoice Category Definition: 

Category Description 

 BI -          Auto Buyer Income 

-          Is auto deduct by finance team  

-          On those flat condition & unconditional deduction 

MBI -          Manual Buyer Income 

-          For recovery : short charges 

-          With TTA (Trading term agreement) supporting documents  

-          Supporting TTA treat as one PDF (transaction) 

AP -          AP Buyer Income 

-          Cover AP fund 

-          Price rebates 

-          Buyer side raise charges 

BICM -          Credit Note 

-          For case of over deducted/ wrongly issue amount Giant will issue a “Credit Note” 
to refund to supplier 

 

1. Click on View link 

2. Enter Buyer Invoice Document No or 
Status 

3. Select Category 

4. Click on Search button 


