
   

 

 

 

 

HOW TO RAISE A PO CREDIT NOTE 

 

 

 

1. Log on to the Tungsten Network Portal at www.tungsten-network.com/login 

2. Once you have logged in click on Invoices and then create Invoice on the left side of the screen.  

 

 

 

 

 



 
 

 
 

 

 

 

3. Select your customer 

 

 

 

 

 

4. If you are wanting to issue a credit against a PO which is still open please select  “New Credit note from PO”. Then click on the blue circle 

with white cross next to the PO Number field, to find and select your PO. All 

your open POs will appear in the list. Select the PO number you wish to raise a 

credit against by clicking on the blue circle with white cross. Click Create 

 

 



 
 

 
 

 

 

5. You can now review your POs details. To proceed click Accept PO 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 
 

 

 

6. Next Click Convert PO 

Now you will be able to input your invoice number, choose the items that are to be credited and select applicable VAT rates (scroll to the right to 

select VAT using the scroll bar). You can select all items on the PO or in the event of a partial shipment, only the items that are being invoiced.  

After selecting the items that are to be invoiced, click ‘create Invoice’.  

 



 
 

 
 

 

 

 

 

 

 

7. Confirm the items that have been selected 

 

 



 
 

 
 

 

8. Enter credit note details. Any fields with a red asterisk are mandatory and should be entered e.g. tax point date 

Enter your contact details as well as your clients contact details. Please do enter the original invoice number you are crediting 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

9. Enter any additional header details you wish to include  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

10. Upload any relevant attachments and enter any further details which are relevant to your invoice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

 

11. Review & click send.  

 


