How to Refund a Customer’s Credit

When a customer has a credit balance they will occasionally request a refund for that amount.

=E Customer Maintenance (T5T) 11/11/2014 - IEllil
Custorner No. |07-48F | - [ 4 bRl [ Copy From... l [ Renumber. .. l [ FMare... B
Iame American Business Futures |
1. Main ] 2. Additional ] 3. Statistice ] 4 Summary ] 5. Histoy ] 7. Tranzactions I 8 5/0z ]

Irevoice Mo, Invoice Type | IrwDate % | Inv Due Date | DiscDate | Sold Ta | Amount | Discount | Balance I Lo« Bﬂ
0100056 Credit Mema 5/31/204 500.00- 0.00 500.00- E
0000191 Irwvoice 5/31/210  B£30/2010 241625 0.00 0.00
0100041 Irvoice 5/31/2M0  B/30/2010 3820 0.00 3820 78 &
010004a Irvoice 5/30/2mM0 2942010 130,00 000 13000 7a_| =
000 es Invaice 5/29/2M0  BA2852010 241625 0.00 0.00 &
0100011 Irwvoice 5/28/2M0  BA2772010 2E5.86 0.00 0.00 2
0100012 Irvoice 5/28/2M0  B/2772010 EEE.53 0.00 0.00
01000039 Irvoice B/23/2m0 es22s2010 203254 000 0.00
0100042 Invaice 5/21/2M0  BA20/2010 8954.25 0.00 0.00 -

P Pk SetTTD Tt e e T

Tranz Date | Tranz Type | Tranz Amount | Pay Date Check Mo | Payment Bef | Cr Card | Rkda Mo |

Balance | Current | 30 Days | B0 Days | 90 Days | 120 Days | %
523236 523236 0.00 0.00 0.00 0.00
@ [ Accept I LCancel l Delete .

CREATE AN AR CLEARING ACCOUNT:

Click on General Ledger -> Main -> Account Maintenance. Create a Refund Clearing Account. This will
be used to adjust your AR Credit Invoice to and post the AP Check. The balance should always be zero.

=E Account Maintenance (T5T) 11/11/2014

Account Ho.

Degcription

430-00-00

T

Refund Clearing Account

1. Main I 2. Histary l 3. Yariance ]ﬂ. Transactions]

Fizeal Year

Account Group
Account Categony

Account Type

400

REYEMUES

Revenue

Met Sales

Statuz Active ﬂ
Start Date :
End D ate :
Cash Flow Type | Mone ﬂ
Clear Balances [

@

[ Aceept I LCancel l Delete :
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ACCOUNT RECEIVABLE:

Click on Cash Receipts Entry. Create a new Batch, if you are using batch processing. Select a new
Deposit Number, enter ZERO for the Cash Deposit Amount.

2] [ x]
DepositMumber (00005 - [ |4 4 B Bl Batch (00003 |7

Dezcription |
Bank Code ] % Ywellz Fargo Checking
Depozit D ate 11/11/2014 Z

Cazh Depozit Amount .00
Credit Card D'epozit Amadint .00
Deposit Balance .00

Enter the Customer Number in the Customer Number field. Enter REFUND CR for Check Number and
Zero for the Amount Received.

=¥ Cash Receipts Entry (TST) 11/11/32014 - |I:| |£|
Customer No. [111-48F oL 14 b bl | Cugtomer..| | Deposi.. |

Mame American Buginess Futures | Invoice Mo, I:I
Depozit Type | Cazk ﬂ Check Mo, [REFURD CF T

2 lines | 3 CreditCard |

Amount Feceived

—Depozit [nfarmatiorn

Customer Balance h.232.36 Deposit Mumber 000o& Batch (00003

Paosting Balance Description |
Bank Code El

Depozit Date 11/11/2014

Cazh Amount Bemaining _
Credit Card Amount Bemaining _
Deposit Remaining _

[ Acoept l LCancel l Delete :
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Click on the Lines tab. Click the Select Invoices icon. Select the Credit invoice from the list.

=¥ Cash Receipts Entry (TST) 11/11/2014 - II:I Iil
Custorner Mo, |01-4EF L i 4 b b [ Cugtomer... l [ Deposit... ]
MHame American Business Futures | Invoice Mo.

Depozit Tupe | Cazh ﬂ Check Mo, |REFUMD CH -
1. Header I 2 Lines I 3 Credit Card ] /
Z L] e | ——l
| | Quick Fiow 1 =] == =T
i Select Invoices, AR-K i
InvoiceMo. | InvDate | TwaAmomt | Disclsed | AmtPosted

Y 0 0 00

4| | 3
Line Type | Inwoice j |
Dizzaunt Date Fuozting B alance a0
GL Account Total Posted an

G/ Acct Desc

[ Accept l Cancel I Delete :

(=
Custorner Mo |D1 -ABF | American Buziness Futures

|nvoiceM o, | Iny Date | Aot | Dizc Avail | At Posted | Inv Balance | @
ooooi2z2aM - 1/312m0 aa0.00 .00 oo aa0.00 =
oooot 414 343142010 117869 oo .on 117869 -
oooota0-M- 44304200 a5.00 .00 .00 a5.00 %l
0100033 BAS200 B13.05 .00 oo B13.05
010003418 5A5/200 2467 .51 .00 .00 2467 E1
010004144 B/31/2000 38.20 .00 .00 38.20
01000488 53042000 130,00 .00 oo 130,00
01000848 342000 407.40 .00 .00 40740
0100055-Ch a1.48- .00 a1.48-

APRO0DT-FC

:OT00055-CA- 547

5410/200
3142014
4430/2M0

4383 0

4383

Amount Received

Total Selected

Show Zero Balance Invoices

[l
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Confirm that the amount in the Amount Posted field is the entire amount of the credit.

=¢ Cash Receipts Entry (TST) 11/11/32014 = |EI |5|
Customer Mo, | 01-4EF | S R
Mame American Business Futures | Invoice Mo. l:l
Deposit Tupe | Cazh j Check Mo. |REFUMD CR -
LHeader | 2 Lines I 3. Credit Card |
| o E —o i
V4
Invoice Mo, Irye D ate | I Aot | Dfic Usged | Amt Poztel |
1 | 0100056-Ch B/31/2004 500.00- i 0.00-
= Ta)
| | »
Line Type Irveaice j 1=
Dizcount Date Posting Balance R00.00
GL Account Total Posted 500.00-
G/L Acct Desc
-
[ Accept I LCancel l Delete B

On Line 2, click on the Line Type field in the bottom grid and select GL Account from the drop down.
Enter the Refund account in the GL Account field. The system will automatically enter the debit
amount of the invoice in the Amount Posted field. The Posting Balance will now show Zero. Click
Accept.

= Cash Receipts Entry (TST) 11/11/2014

=o] x|

[Cugtomer...] [ Deposit... ]

Customner Ma. |01-45F

" T Wwapw
Mame Amencan Business Futures | Invoice Mo,
Deposit Type | Cazh j Check Mo, |[REFLUMD CR =

1 Header | 2 Lines ] 3. Credit Card |
| ik o [E E X /
V%
Ivaice Mo, It D ate | It Aot | Dizc Used | Amt Posted
1 | N0005E-C 543172014 500.00- .o

.00 .00
3 .00 .0

_—T

Ea | 3
N
Line Ty|r> GL Account =
Dizcount Date Pasting Balance 00 &
GL Account | 430-00-00 Tatal Posted .00
’ms,c Refund Clearing Account

[ Accept ] Cancel l Delete :

Conner Ash P.C. © 2014

Page 4



Print the Cash Receipts Journal and Update.

Cash Receipts Journal
Register Number: CR-000002
Batch Number: 00003
Test Company (TST)

Cash Deposits
CustomerNumberiName: -
Credit Misc
Invoice Number Comment AmountApplied Discount Date Discount Amount Invoice Balance Credit AR Account
Bank: DWells Fargo Checking Batch Number: 00003 Deposit Date:  11/11/2014 Deposit Number: 00006 Deposit Amount: 0.00
01-ABF American Business Futures CheckNumber: REFUND CR
07100056-CM 500.00- 0.00 0.00 500.00-
Gl 430-00-00 500.00 500.00
Posting Totat 0.00 0.00 500.00- 500.00
01-ABF Total: 0.00 0.00 500.00- 500.00
Division 01 Total: 0.00 0.00 500.00- 500.00
Deposit 00006 Total: 0.00 0.00 500.00- 500.00
11/11/2014 Total: 0.00 0.00 500.00- 500.00
Bank DTotal: 0.00 0.00 500.00- 500.00
Cash Deposits Total: 0.00 0.00 500.00- 500.00

Report Totat 0.00 0.00 500.00- 500.00
— — — ————

Accounts Receivable Recap By Division
Register Number: CR-000002
Batch Number: 00003
Test Company (TST)

Division Nurmber: 07 EAST SALES OFFICE

'G/L Account Description Debit Credit

105-00-01 Accts. receiv. - East Warehse 500.00

430-00-00 Refund Clearing Account 500.00
Division 01 Total: 500.00 500.00

= Customer Maintenance (TST) 11/11/2014 ;IQIEI

Customer No. |01-4E8F | [ 4 4 b Bl [CgpyFrom...] [Henuml_:-er...” More... B

Mame American Business Futures |

1. Main I 2. Additional ] 3. Statistics l 4. Summary I 5 History I E. Invoices ] 7. Tranzactions l 8 5/0z I

0001 51 Irvoice B/51/5010  B/30/2010 2.416.25 0,00 0.00 )
0100041 Iwaice /32010 B/20/2010 38,20 0.00 w2 7 | A
0100048 Iwaice 5/20/2010  £/29/2010 130.00 0.00 13000 7ar_| =
0000169 Iwaice 5/29/2010  B/28/2010 241625 0.00 0.00 &
0100011 Iwaice 5/28/2010  B/27/2010 265,56 0.00 0.00 B
0100012 Irwaice 5/28/2010  B/27/2010 £66.53 0.00 0.00
0100003 Iwaice /232010 B/22/2010 203254 0.00 0.00
0100042 Iwaice 5212010 6/20/2010 £64.25 0.00 0 .
Check Mo. FPayment Ref Cr Card | FikdA Mo |

53172014
11142014 142014 REFUND CR

Balance| —Gwsesd=——  30Days| B0 Days 0 Days 120 Days | 573

573236 0.0 0.0 000 0.00 573236

(,-T_’) [ Accept I LCancel I Delete ‘:
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ACCOUNTS PAYABLE:

Click on Accounts Payable -> Main -> Manual Check Entry. Click on the Quick Print icon.

=e Manual Check and Payment Entry (TST) 11/11/2014 i =1q

EEIEEREEESY

Enter the amount of the check and NOF as the Vendor Number.

= Manual Check and Payment Entry (TST) 11/11 /2014

1A1/204
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Click on the Vendor No. hyper link. The Vendor Maintenance box will open.

=x¢ Manual Check and Payment Entry (TST) 11/11/2014 = |EI|£|
BankCode [0 |- - 14 4 b bl
Payment Type | Check ﬂ|
Check Mo, PRNT® I

Cash Account (101-01-00

1. Header I 2 Lines ]

Check Date natzme |50

heck Amaunt 500,00
Wendor Mo. 01-NOF ck MOT OM FILE YEMDOR
Commeatt

[ Accept l Cancel I Delete ‘:

Enter the Customer address information that you are sending the Refund check to.

= Vendor Maintenance (TST) 11/11/2014 - |EI |£|
Wendor Mo, |01-HOF B T [Egp_l,.l Fram... l [Benumber... ] [ are... B

M ame American Business Futures |
1. Main l 2 Additional | 3 Statistics I 4. Summary I B, Histary | E. Invaoices | 7. Transactions ] 8 Checks ] 9 P/0z
Address 2131 N. 14th Street & || TemsCods @Cg NO TERMS
Suite 100 Reference
Credit CardVendor | |
ZIP Cade 53205 | Hold Payment O

City Milwaukes | State

Country 54 Cg Urited States of America

Primary Contact Ck

Telephone Ext | | Exemplion No. on File ||
Fa e Sl MOMTAX  |© Montasable T

E-mail Address
URL Address

© K

[accept] LCancel I Delete ‘:
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The Customer Name will now appear in the Vendor Name field.

sa¢ Manual Check and Payment Entry (TST) 11/11/2014

114172014 B
500.00

01-MOF - American Bugsiness Futures

Click on the Lines tab. Click on the GL Distribution button.

=E Manual Check and Payment Entry (TST) 11/11/2014
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Select the Refund Clearing Account for the GL account. Enter the refund amount in the Amount field.
Click Accept.

2/ _ioix
| | QuiskRon [ 1 S =R
G /L Account Aot | Comment |
1 430-00-00 a00.00
2 an

Dezcrption | Refund Clearing Account

Distribution Balance 0.00|  Distribution Total | 500.00 |

[ Accept I LCancel )

Daie Invoice Number  Comment Amount Discount Amount Net Amount
11112014 CRDOODO101 500.00 0.00 500.00
Check: 000001 11/11/2014  American Business Futures Check Total 500.00
000001
*FIVE HUNDRED AND XX /100

11/11/2014 500 .00
Armerican Business Futures
2131 N. 14th Street
Suite 100
Milwaukee, WI 53205

M-MNOF
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Print the Check Register and Update.

Manual Check and Payment Register
Journal Posting Date: 11/11/2014
Register Number: MC-000003

Test Company (TST)

Bank: D Wells Fargo Checking
Check Numbet/ CheckDate  VendorMNumber Distribution
Invoice Number  Invoice Date Invoice Amount Discount Amount Check Amount
000001 111172014 01-NOF American Business Futures 500.00
CKO00000101
111172014 500.00 0.00
GJLAccount  430-00-00 Refund Clearing Account 500.00
Bank D Total: 500.00 0.00 500.00 500.00
Report Totak 500.00 0.00 500.00 500.00

Accounts Payable Manual Check and Payment Register - Recap By Division

Journal Posting Date: 11/11/2014
Register Number: MC-000003

Test Company (TST)

Division Number: 01 TRADE ACCOUNTS PAYABLE

G/L Account Description Debit Credit
101-01-00 Cash in bank - Reg. checking 500.00
430-00-00 Refund Clearing Account 500.00

Division 01 Total: 500.00 500.00

The General Ledger Balance for the Refund account will be zero.

=E Account Maintenance (T5T) 11/11/3014
Account Mo, [430:00-00 U
Dezcription | Refund Clearing Account |
1. Main I 2 Histary I 3 Warance I 4 Tramactior‘ml Fizcal vear
Per + | Date | Jounal | Posting Remark | Debit | Credit | ﬂﬂ
11 11/11/2014 CR-000002  American Business Futures REF: ... h00.00 .
11 111/2014 MC-000003  American Buzsiness Futures 000001 500,00
=
Beginning Debit Credit | Met Change | Ending Balance
0.00 500,00 500,00 0,00 0.00
@ l Accept I Canhcel I Delete )
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OTHER OPTIONS:

You can set up the Customer as a Vendor if you don’t want to use the Not-On-File (NOF) Vendor code.
You can enter the refund as an Invoice and make a payment using Check and Electronic Payments

instead of doing a Quick Print check. Then use Manual Check entry to clear the two invoices against
each other.

Match Open Credit to Invoices

Method 1 — Zero Cash Receipt

=¢ Customer Maintenance (TST) 11/25/2014

_ ol x|
Customer Mo, |01+ 44EE | b [ ld 4 & B m [Egpy From...] [Henuml;er...] [ Mare. .. B
MHame b averick Papers |
1. Main ] 2. Additional ] 3 Statistics ] 4. Summary I 5. History I E. Irwvoices l 7. Tranzactions ] 8 5/0s ]

000057 Irvenice 542004 BA13/2014 5/24/2014

nooosg Irvecice 5452014 BA13/2014 5/24/2014 145.00

01o00en Credit Memma Bia1s204 145.00-

4 | i

Trang Date /| Trans Type Trans Amount | Paw Date Check Mo. Payment Hef CrCard | RMA Mo |

BM4/2014 Fayment 21000 5/14/2014 CLEAR

BA31/2014 Credit Memo 210.00-

Balance | Current | 30 Days | B0 Days | 90 Days | 120 Days | %
0o n.oo n.oo 0.00 0.00 0.00

@

[ Accept l Cancel I Delste ,:

Click on Cash Receipts Entry. Create a new Deposit with a zero Cash Deposit Amount.

20 _5]x]
Deposit Mumber (00007 - [ 4 4 B Bl Batch (00004 |7
Dezcrption |
Bank Code ] % Wiellz Fargo Checking
Deposit Date 11/25/2014 :

Cash Deposit Amont .00

Credit Card Deposit Amount .00

Depozit Balance .00
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Select the Customer Number and enter CLEAR CM in the check number field. Amount Received should
be Zero. Click on the Lines tab.

S%E Cash Receipts Entry (TST) 11/25/2014 ;Iglil

TP
Marne taverick Papers | Invaice Ma. I:l
Deposit Type | Caszh j Check Mo, |CLEAR Ch &l
1. Header ] Zlines | 2 Credit Card |
~—Deposit Infarmation:
Cuzgtomer Balance D epozit Mumber 0noo? Batch | 00004
Bank Code D
D eposit Date 11/25/2014
Cash &mount Remaining
Credit Card Amount Remaining

’ Accept l Lancel l Delete Iglol

Click the Select Invoices button. Choose the invoices that you want to post against each other and click
Ok.

s Cash Receipts Entry (T5T) 11/25/2014 = IEI |i|

Custamer Mo, | 07-MavEE | il [ . nd d b DI l Customer... ] [ Deposit... ]
Wame M averck Papers | Invoice No.
_infx]
1. H  Customer Mo. |D1 hAVRE | M avenck Papers
Invoicehlo. | Iny Date | I Amount | Dizc dvwail | Atk Fosted | Iny Balance | ﬁ
Moo05sIM - BA4/2014 145.00 280 oo 145.00 E
00060-Ch - 53142014 145.00- il .aa 145.00- —

Total Selected

| ‘ =
-

Amount Beceived
uli]

| Show Zemo Balance Invoices [] ak /| oo
G/lmreroess =

L)
@

o0

l Accept ] Cancel l Delate ]5101
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*Important — Make sure that the Amount Posted field is the same as the Invoice Amount. You may
have to click on that field and manually enter the invoice Amount.

= Cash Receipts Entry (TST) 11/25/2014

_ ol x|
Customer No. [07-MAYRE | [ 4 4 B B [Eugtomer...] [ Dieposit.. l
Hame M averick Papers | Invaice Na.

Deposit Type | Cazh j Check Mo, |CLEAR Chd '.-
THeader | 2lnes | 3 CreditCard |
| |_D_uickF|0w |%I :’::=' .’_:ﬂ:? -
Inwvoice Mo. I Date | I Aot | Dizc Used | Amt Posted
1 | 0100058 571472004 145.00 .ao .o
2 | 0100060-CM B/31/2014 145.00- il 145.00-
= o
. | »
Line Type | Irvoice j =
Dizcount Date Posting Balance 145.00
GL Account Total Posted 145.00-
G/L Acct Desc
[ Accept I Lancel I Delete :

The Posting Balance should be Zero. Click on Accept. Print and Update the Cash Receipts Journal.

= Cash Receipts Entry (T5T) 11/25/2014

- o] x|
Customer Moy |01 HEVAE L 144 b bl [C“§t°me'---] [ Depos... l
MNarme t averick Papers | Invaice Mo,

Depozit Type | Cazh ﬂ Check Mo, |CLEAR Chd oL
LHeader | 2lnes | 3 CredtCad |
| |_D_uickF|ow @ |%I =Tl 3 83507
Invaice Mo. Inw Drate | Ity Aot | Dizc Used | Amt Posted
1 | 0100058HM 541472014 145.00 an 145.00
2 | 0100060-CH B431/2014 145.00- .aa 145.00-
EN 1a] 0 0 o
4 o
Line Type | Irwcice j 1=
Dizcount Date Pasting B alance 0o
GL Account Total Posted .00
GAL Acct Desc =
[ Accept ] LCancel l Delete m :
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= Cash Receipts Journal (TST) 11/25/2014

20|

ACCOUNTS RECENMABLE CASH RECEIFTS JOURMAL

Frint Full Comments:

[l

HF Lager)et P20554 UPD PCLE

=]

[ Print lF'regiewl Setup

Cash Receipts Journal

Register Number: CR-000003
Batch Number: 00004
Test Company (TST)
Cash Deposits
Customer NumberiName .
CreditMisc
Invoice Number Comment Amount Applied  Discount Date Discount Amount Invoice Balance Credit AR Account
Bank: DWells Fargo Checking Batch Number: D0004 Deposit Date:  11/25/2014 Deposit Number: 00007 Deposit Amount: 0.00
01-MAVREK Maverick Papers Check Number: CLEAR CM
0100058-IN 145.00 5/24/2014 0.00 0.00 145.00
0100060-CM 145.00- 0.00 0.00 145.00-
Posting Totat 0.00 0.00 0.00 0.00
01-MAVRK Tonal: 0.00 0.00 0.00 0.00
Division 01 Total: 0.00 0.00 0.00 0.00
Deposit 00007 Total: 0.00 0.00 0.00 0.00
11/25/2014 Total: 0.00 0.00 0.00 0.00
Bank D Total: 0.00 0.00 0.00 0.00
Cash Deposits Total: 0.00 0.00 0.00 0.00
Report Totat 0.00 0.00 0.00 0.00

=¢ Customer Maintenance (TST) 11/25/2014

=1olx]

Customer Mo, | 07-kAVEE | - [ 4 B R m [ Copy From... ] [ Renumber. .. ] [ More. .. B
Hame M averick Papers |
1. Main ] 2. Additional ] 3 Statistics ] 4 Summary I 5 History I E. Irwvoices l 7. Tranzactions ] 8 5/0s ]
Invoice Mo. / | Invoice Twpe | Inv Date | Inv Due Date | Digc Date | Sold To Amount Digcount Balance | Custol ﬂﬂ
[noo0sv? Credit Memo 54317204 210.00- 0.00 oo
nooos? Irvecice 5/14/2014 2014 210,00 0.00 0.00 %
(100052 Irvoice 5/14,/2014 2014 145.00 .00 0.0 g
[noooen Credit Memo 54317204 145.00- 0.00 oo —
&l
4| | i
Trans Date /| Trans Type Trans Amount | Paw Date Check Mo. Payment Hef | Cr Card | Ria Mo. |
5442014 Irvecice 145.00
11/25/2014  Payment 145.00- 11/25/2014  CLEAR CM
Balance | Current | 30 Days | B0 Days | 90 Days | 120 Days | %
oo n.on n.on 0.00 0.00

[ Acept l Cancel I Delete ,:
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Page 1
Statement

TestCompany Statement Date: 11/25/20714

Salespersan: SusanMaye

Maverick Papers Customer Number: (1-MAVEK
220 Michigan fve.

Chicago. L 60601

Contadt: AnnetteOToole

Dae Reference Description Charge Credit Balance
BI4/2014 0100058-IN 145.00

11/25/2014 Payment Ref: CLEAR CM 145.00 0.00
53172004 0100060-CM 145.00
11/25/2014 Payment Ref: CLEAR CM 145.00 0.00

Method 2 — Match Credits to Open Invoices

== Customer Maintenance (T5T) 11/25/2014 =10l x|

Customer Mo, | 02-JELLCO | [ ld 4 & B m [Egpyme...] [Flenumlger...][ Mare. .. B
MHame Jellco Packing |

1. Main ] 2. &xdditional ] 3. Statistics ] 4. Summary I 5. Histary I E. Invoices l E.Transactionsl 8. 5/0s ]

Invoice No. /| Invoice Tvpe Inw Date Inv Due Date | DiscDate | SaldTa | Amaunt | Dizcount | Balance I Cuisto m

Invoice 5/8/2010 E/4/2010
100as Irnvoice BA2B/2M0 BS27/2010 217361 0.00
00a3a Irvvoice 5AB/2M0 BA15/2010 116.08 0.0
100059 Irvviice BA4/2m4 BA3/2014 220.00 0.00

0100061 Credit Memo BA/2m4 220.00- 0.00

4 | i
TiansDate ! | Tians Type | Trans dmount | PapDate | Check Mo | Payment Ref | Cr Card |_F|ﬂA Mo |
5/8/2010 Irevoice

Balance | Current | 30 Days | B0 Days | 90 Daps | 120 Dapz | E;.
5.055.91 5,055.91 0.00 0.oa 0.00 0.00

Cancel I Dielete ‘:
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Click on Period End, then Match Credits to Open Invoices. Select to match Sequentially or by |
Date. Then enter the Customer number in the Value field.

=F Match Credits to Open Invoices (T5T) 11/25/2014 - IEI Iil

nvoice

Apply Credits Sequentially ﬂ

Seqertaly |

{Invoice Date f
Select Field COperand | " alue
Cusgtorner Number All j
|HF Laserlet P2055d UPD PCL & =| [ Frint ] Preuiew ] Setup ] L7 ]

Click Print.

¥ Match Credits to Open Invoices (TST) 11/25/2014 2| =] x|

Apply Credits [Fvoice D ate ﬂ
Select Field | Operand | W alue |
Customer Murnber Equal to j Q2JELLCO M

\HP Laserlet P20S5d UPD PCLE = || L

I Frestiew I Setup IG]

*Important — the system will choose the oldest invoice to apply the credit too.

Match Credits To Open Invoices
Test Company (TST)

Customer Credit Invoice
Number Name Invoice CreditAmount  Number Invoice Amount  Amount Applied Credit Balance

02-JELLCO Jelleo Packing 0100061-CM 220.00 0100004-IN 2,766.22 220.00 0.00
ReportTotak = 220.00
—

Click Yes to Update.

=F Sage 100 ERP x|

x::) Do you want to update the Open [nvoices?
[

[ Yes
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The Invoice will be shown as Paid with a Payment Reference of CREDIT-X.

=E Customer Maintenance (TST) 11/25/2014 =10l =]
Customer Mo, |02-JELLCO | [ 4 & B m [Egp_l,.lme...] [Henumlger...” More. .. B

Hame Jellzo Packing |

1. Main ] 2. Additional ] 3. Statistics ] 4 Summary I 5 History I E. Irvoices ] E.Transactions] 8 5/0s ]

B/2772010 2173,
0100038 Irvwcice 5ARM2010 BAE2010 116.08 VERE) &
[noo0ss Irvenice 5142014 BA13/2014 22000 —
0noooe1 Credit Memo 53172014 non &l
% ;ll

Trans Date / mmm Payment Ref CrCard | AMANa__ |
5/5/2010 Irvecice 2.7EE.22
11/25/2014  Payment 220000- 11,/25/2014 CREDIT

Balance | Current | 30 Days | B0 Diaps | 90 Days | 120 Days | %

505591 5055 591 n.on 0.00 0.00 0.00

[ Locept l LCancel I Delete ‘:

Page 1
Statement
TestCompany Statement Date: 11/25/2014
Salespersan: Harvey Earlwright

JellcoPacking Customer Number: 02-JELLCO
1889 E. Ball Road
Orange, CA 92553 Credit Limit - 20.000.00

Credit Available - 6,600.96
Contact:  MaryWinfrey
Dake Reference Descnpban Charge Credit Balance
BB2010 0100004-IN 2.766.22
114252014 Payment Ref: CREDIT-X 22000 254872
R16/2010 0100038-IN 116.08 116.08
BI28/2010 0100015-IN 217361 217361
BN4/2014 0100059-IN 22000 220.00
R312014 0100061-CM 22000
1172572014 Payment Ref: CREDIT-X 22000 0.00
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