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Welcome to the BillStore Help Center.
Here you will find all the guides you need to get started quickly and easily.

A credit note is created whenever you want to cancel or correct part of an original invoice.

A credit note can be issued both before the invoice has been fully paid and after payment has
already been completed.

1. Select “Create Credit Note”

In the relevant invoice, open the “More Actions” menu and select “Create Credit Note.”

ST RE HOME  CUSTOMERS  INVOICES ~ PRODUCTS  XBILLCON MY ACCOUNT B ENG v LOGOUT
R-2026-00010 MORE ACTIONS
Send again
Duplicate invoice
Payment History N

Create Reminder
Create Credit Note

Invoice Cancellation

Musteruntamanmen | Msterst, 1112345 Mustorstat Kunder
Max Mustermann s
Musterstr. 1 Leistungszeitraum:
12345 Musterstadt 24.05.2026 - 24.05.2026
Amount open: 1500 €
Rechnungsdatum:
Rechnung R-2026-00010 24.05.2026
. . Sehr geehrte Damen und Herren, ich erlaube mir folgende Posten in Rechnung zu stellen.
Invoice History Na
Pos.  Beschreibung Menge Einheit USt  Einzelpreis  Gesamptpreis
1 Testprodukt 1 St 0% 15,00 € 15,00 €
T
Invoice created  24.05.2026 o
Netto 1500 €
Invoice modified  24.05.2026 Gesamptpreis 1800¢

Invoice sent 24052026 download Es handelt sich um eine steuerfreie Lieferung/Leistung gemaB §4 Nr. 2-8 USIG

2. Confirm creation

Confirm the process to generate the credit note.



Create Credit Note

Do you really want to create a credit note?

3. Review data
The original data from the source invoice will automatically be transferred.
Please review the information carefully.

4, Adjust invoice items

You can edit the transferred items or add new ones.
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New credit note m BACK TO INVOICE

Select your product

Select your product

Testprodukt
[ — Kundennnummer:
Max Mustermann 0004
N Leistungszeitraum:
Description A, 20.05.2008 + 24,06, 2028
Referonz:
202600010
Test y Gutschriftsdatum:
Gutschrift G-2026-XXXXX 24.05.2026
Sehr geetrte Damen und Herren.
Quantity Unit Tax Net Price Pos.  Beschreibung Menge  Einheit  USt. Einzelprels Gesamptprots.
1 Testprodut Tosk oo% 150€ 1sme
ot
D pes i ‘ ) 1eoe ot e
Gesamptprels  -1500€
28Us6.
" 7Tagen
oveR
Text Die Gutscift wi be v nachsten Bestelung verechnet.
ext -

Addtional text 1

5. Complete the credit note

Review the credit note in the preview.

Afterwards, you can save and send it.



6. Payment reconciliation for credit notes

When processing credit notes, two situations must be distinguished:

Case 1: Invoice already fully paid

If the original invoice has already been paid in full, the credit note creates a refund claim for

the customer.

— The credited amount must be refunded to the customer.

Case 2: Invoice not yet fully paid

If the invoice has not yet been fully settled, the credit note reduces the outstanding invoice

balance.

— The customer only needs to pay the remaining amount due.

-
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Preview credit note

Kazarova & Cerkasov GbR

Musterunternenmen | Musterst 1112345 Mustersadt Kundennnummer:
K-0004

Max Mustermann

Musterstr. 1 Leistungszeitraum:

12345 Musterstadt 24.05.2026 - 24.05.2026

Referenz:

R-2026-00010

Gutschriftsdatum:

Gutschrift G-2026-XXXXX 24.05.2026

Sehr geehrte Damen und Herren,

far die bereits erbrachte Leistung bzw. die erfolgte Lieferung stellen wir Ihnen folgende Gutschrift aus

Pos.  Beschreibung Menge Einheit USt  Einzelpreis  Gesamptpreis

1 Testprodukt 1 Stk 0% 15,00 € 1500 €

Test
Netio 1500 €
Gesamptprels 1500 €

Inhaber: Victoria Kazarova, Evgenia Cerkasov

Lagerhausstr. 40 64653 Lorsch
USt -IdNr.: DE363844877
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