ck Reference Guide

m Submitting a Credit Memo

Overview

Credit Memos are processed through eMMA as their own Invoice Type. Credit Memos may or may not reference an
Invoice and will be sent via the Ok2Pay file to R*Stars where they will be treated as a credit. These Credit Memos will go
through a very simple workflow where only the Agency Fiscal Officer will be required to approve the Credit Memo.

This Quick Reference Guide (QRG) shows a user with the Fiscal Tech role how to submit a credit memo.

NOTE: For best results, use the Google Chrome browser to access eMMA.

If you need help at any time, please reach out to the eMMA helpdesk at emma.helpdesk@maryland.gov.

Prerequisites o —.

You will need a scanned copy of the Credit Memo saved on your device.

Step-by-Step Instructions

NOTE: This QRG uses diagrams with specific callouts to show required and optional fields in forms. A yellow callout with

a b

ared border ¥ indicates a required field, while yellow callouts with a black border ¥ indicate optional fields.
Letters within the callouts correspond to the explanations below the diagram. A red asterisk (*) indicates a required
field.

1. Access eMMA at https://emma.maryland.gov and log in with your credentials.

NOTE: Depending on your agency, you may only need to click the State SSO Login (Secure Auth) button or
the MDOT SSO Login (MSAzure) button and log in with your credentials.

2. Click the Vouchers tab at the top of the webpage and click the Browse Vouchers option from the drop-down
menu.
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3. Use the search fields and Search button at the top of the Browse Voucher page to locate the Voucher for which

you wish to create a Credit

Memo.

4. Click the Edit (pencil) icon to the left of the Voucher.

Code Code

#F b HYITELLE MY _MDVA_TE?

INVITELLT INY MDWARASE

'?“' IVITEL1E 1INV DEM 345
/ § INVI7BILS INV DGS 123

# BVITEILA INY MDVA 454

5. Click the Create a Credit bu

Ordered  Received Vouched
Supolier Currency L1y] 0] @ Iovoice Date  Agency

REGIOMNAL
PEST UsD 10/13/2022 DONT - Financial Services Director, Baltimong
PAANAGEMEMT

REGIONAL
PEST UsD 36,000,000 3400000 3400000 10/13/2022 DOHT - Financial Services Dinector, Baltimore
BAANAGEMEMNT

REGIOMAL
PEST usp 36000000 1600000 3500000 10/13/2022 DBEM - State Fleet Administration
MANAGEMEMNT

REGIQMAL
PEST UsD 3600000 2400000 34600000 10/13/2022 DGS - Read Estate Management
MANAGEMEMT

REGIOMAL
PEST usD 36,000000 36,000.00 3500000 1001372022 MDVA - Annapolis
MANAGEMEMNT

tton
Search (D

Standard Invoice INV178115 - 36,000.00 - Ok to Pay - REGIONAL PEST MANAGEMENT

B Expected date format: Mdd yyyy

Voucher header - Ok to Pay

Vendor Imvoice Number
INV_DGS_123
Invoice Date
10713/2022
Vendor
REGIOMAL PEST MANAGEMEMNT
Organization
DGS - Real Estate Management

Paymen

Currency Due Date

UsD 10714

Invaice Receipt Date Dept Approved Date Payment 1

10/13/2022 10,13, 2022 % NET

Contact Vendor Tax 1D Vendor Re

o Jennifer HAUF 043680000 000 43
Voucher Type RStars Document Number @ Address

Standand Involce WOEDDOLS 4333 W

Ardrsag 1|
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6. Change voucher type to credit note

Credit Header

Code* Cuarency Match Type
Crodiy Date Cradit Recsipt Date Dt Approrved Date
Vendor® Contact Vendor Tax ID
Tesst 2 0 SIT o= & Debra TESTA (=1
Qirganization tars Dogument Number ()

DG5S - R Estase Div Q-

Voucher ltems

7. Enter information in the fields for the Credit Header section. A red asterisk indicates a required field.
Credit Header

Code” Currency
UsD

Credit Date * Credit Receipt Date” Dept Approved Date
D 10/13/2022
Wendar* Contact ]
REGIONAL PEST o~ Jennifer HALIF o~
MANAGEMENT o
Organization® Voucher Type RStars Document Number
DGS - Real Estate 0 - Credit note o- @
Management

a. Code (*): Enter the code on the Vendor Credit Memo.

b. Credit Date (*): Enter the date on the Credit Memo.

c. Credit Receipt Date (*): Enter the date the Credit Receipt was created. Auto-populates to today’s date.
d. Vendor (*): Auto-populates with Vendor’s information. Verify this field is correct.

e. Contact (*): Auto-populates with the Vendor’s information. Verify this field is correct.

f. Organization (*): Auto-populates with the Vendor’s information. Verify this field is correct.

8. Scroll horizontally to the right and click the Click or Drag to add a file button to upload the scanned image of
your Credit Memo.
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Voucher Links Scanned Credit

Orders D* Scannad Credit®

POOOO0SY - Req. Q- ; S SR
10/12/2022-REGIONAL P ek, P, pelf, sl formatls) accepsed 307,200 kb

PEST MAMAGEMENT

Caontract

Linked brwoice (eredit]

IR A A [

9. Click the Save button at the top of the page

Search (@

I T

&
Payment information
Currency Due Date
usD 10413/ 2022
Credit Receipt Date® Dept Approved Date Payment Terms
10013/ 2022 % MET 30

10. Adjust line items as necessary in the Voucher Items section.

Voucher Items

~ 0 Selected Addal PR/Order items.
A
PO / Contract Item Name Due qQry UOM UP Pretax Amount Diff. I
POO0004? - Req, B/22/2022-Test 2.0 - . m— P —
[T [ G ~  ADMINISTRATIVE SERVICESALLK 100 Ea o- 25,629,735.00 25,629,735.00 25,629,735.00
100 Ea -
Total Amount (Excl. Tax)
usD
Total Amount (incl. Tax)

2562973500 USD
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11. Click Launch Voucher Workflow button at the top of the screen

&
Payment information
Currency Due Date
ust 1001372022
Credit Receipt Date " Dept Approved Date Payment Terms
100,13/ 2022 % MET 30

The credit memo is then launched and sent to the Fiscal Officer for approval.
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