
Creating a Client Credit Against Purchased

Products

This process explains how to create and send a client credit for specific products on a job, how the client

reviews and approves the credit, and how the approved credit appears in your finance and budget

sections.

Step 1: Open the Relevant Job

Navigate to the Jobs section and locate the job you want to apply the credit to.

Select the specific job from the list.



Step 2: Access the Finance Tab and Budgets

Within the selected job, go to the Finance tab, then open the Budgets area.

Step 3: Locate the Product to Credit

Use the search function to find the product you want to credit back to the client.

Select the product from the search results.



Step 4: Create the Client Credit

With the product selected, choose Create Client Credit.

Step 5: Configure Credit Amount and Markups, Then Send

Specify whether you want to credit the full budgeted amount or enter a custom amount.

You can choose whether or not to include agent markup, manager markup, or proposal markup in the credit, or

simply credit the total amount.

When finished configuring the credit, select Save and Send to issue it to the client.



Step 6: Client Reviews and Approves the Credit

The client receives an email notification indicating that a credit is ready for review.



The client opens the credit, reviews the details, and approves the credit.



Once the credit has been approved, the status will update accordingly.

Step 7: Verify the Credit in Invoices

After approval, navigate to the Finances > Invoice section.

Confirm that the credit has been applied in the invoice area. From here, you can either mark the credit as paid

or send it to QuickBooks, if you have a QuickBooks integration enabled.



Step 8: Confirm the Credit Memo in the Budget

Return to the Budget section for the job.



Verify that a credit memo is listed for the total credited amount that was applied.


