
Submit a Credit Memo

Suppliers can create and submit credit memos with supporting documentation.

https://einvoice.usps.com

 USPS iSupplier

Step 1 Select USPS iSupplier External eInvoice Creation or Home Page

Step 2 Select the Finance tab
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Select GO to create invoice with PO on the right hand side. 
*Leave this page blank

Step 3 

• Enter the Purchase Order Number/Contract number for which to submit a 
credit memo.

• Leave all other fields blank
• Select GO at the bottom of the page.

Step 4 & 5 
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Step 6 &  7 • Select the check box for the appropriate line item and shipment if you 
have multiple line items. 

• Select 'Next' on the right hand side.

Step 8 • Enter an Invoice number.
• Select Credit Memo from the Invoice Type drop down.
• Enter credit memo details.

o Enter reason for credit memo.
o Add attachment(s) (not required).
o Add Quantity as a Negative Dollar amount.

• Select Next.
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Step 9 • Verify entries 
o Invoice number
o Description
o Credit Amount

• Agree to Confirmation to submit invoice
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