
CREDIT NOTE:
What is it, when is it necessary

and how to issue it

Start from HERE

Q U I C K F I S C O  G U I D E
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What’s a credit note?

The credit note is a document that amends an invoice that contains 
one or more errors.

It can revert an invoice for either the full or a partial amount.

In which cases it is appropriate to issue it?

• You can issue it if there is an error in the invoice you sent in 
electronic format (e.g. on the amount, about the client, on the 
description of the service, etc.).

• A missing or incomplete performance compared to what was 
initially established between the parties (you and your client)

• You can issue it if you forgot to include a discount in the invoice

• If you never received the payment (the invoice has never been 
paid for various reasons)

Find out how to 
manage them 

on our web-app
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HOW TO ISSUE A CREDIT NOTE?

1) Access the FATTURE ATTIVE 
section
2)  Select the invoice for which 
you want to issue the credit 
note
3) Click on the three dots and 
select DUPLICA FATTURA
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METHOD 01: ISSUE A CREDIT NOTE
DUPLICATE AN EXISTING INVOICE



Access the duplicate invoice and 
edit it as follows:

4) Update the issuance date by 
inputting “today”

5)  Check the “NOTA DI CREDITO” box 
to edit the document’s type

6) Edit the payment terms entering 
“VISTA FATTURA”

7) On the “Oggetto/Casuale Fattura” 
field enter
Credit note for invoice no. XX of 
DD/MM/YYYY

(NOTE: The words in red are variable fields 
and must be updated with the data of the 
invoice for which you are issuing a credit 
note)

8) Before issuing the credit note, verify 
that all information included in the 
preview pdf are correct by clicking on 
VEDI ANTEPRIMA

If everything is correct, proceed to 
submit.
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HOW TO ISSUE A CREDIT NOTE?
METHOD 02: ISSUE A CREDIT NOTE
BY CREATING AN INVOICE FROM 0  

1)  Create a new invoice
2)  Fill put all fields and remember to:

A) Check the NOTA DI CREDITO box
B) Select the customer to issue the credit note to
C) Enter “VISTA FATTURA” as payment terms
D) On the “Oggetto/Casuale Fattura” field enter

Credit note for invoice no. XX of DD/MM/YYYY
(NOTE: The words in red are variable fields and must be updated with 
the data of the invoice for which you are issuing a credit note)

E) Report the description on the invoice in the 
“Descrizione” field, and enter the amount to “reverse”

3) Save, check the pdf preview of the courtesy copy and 
SUBMIT



WHERE DO I FIND THE ISSUED CREDIT NOTE?

You will find the credit note 
within the “FATTURE ATTIVE” 
list, and it will have NOTA DI 
CREDITO as its “Tipo “ (type).

The count is separate, 
therefore it will start again 
from "1“

You will find the credit notes at 
the bottom of the list of issued 
invoices
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Great! 
Now you know more than we do on credit 

notes

Remember:

• You will always have to check the “NOTA DI CREDITO” box
• Always enter “Credit note for invoice no. XX of DD/MM/YYYY” on the Oggetto/Causale 

fattura field, reporting the date and reference number of the invoice for which you are 
issuing a credit note

• If you are issuing a credit note, remember that you need to “CANCEL” the related invoice. 
On this topic, read the GUIDE ON PAYMENT STATUSES



GOT ANY PROBLEMS OR DOUBTS? 
Contact us via the right channel

Problems with the web-app? Doubts on fiscal matters?
Have you got questions regarting your VAT 

number, fiscal problems o issues to 
manage regarding your position as self-

employed? 
Have you got problems with the platform, or 

doubts about issuing an invoice?

SEND US A WHATSAPP DROP US AN E-MAIL

https://wa.me/393272951018
mailto:info@quickfisco.it
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