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

 
 
Create a credit note 

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.” 

 

2. Confirm creation 

Confirm the process to generate the 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. 

 

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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