How to Apply Vendor Credit
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Applying vendor credits on a vendor will be shown in the steps below. The steps cover SedonaOffice version 6.2.0.14
and above.

Overview

The steps below are assuming the correct permissions are given to perform all the steps. The vendor example being
used is one that uses Comdata, however the steps can also be used for other vendors as well.

Steps

1. Open the Vendor that the credit is to be applied
2. Right click on the credit to be applied - Select Apply Credits

& AS SubContractor
AS SubContractor

AS SubContractor Vendor Code: AS SubContractor

Z7 vendor Information Vendor Type: Sub Contractor

Bronch: M1
Category: Admin G & A
Terms: 2-10 N-30
Open Bills: $1,500.00
YTD Payments: $0.00

Open Credits Open Credits: £150.00

2024 Credits Met Due to Vendor: $1,350.00

=] 2023 Credits Credit Limit: $0.00

[ Older Credits

¢4 Credits Applied Open Bills $1,500.00
Notes Invoice # Date Due  Amount  NetDue
g 12345 25024 3/6/2024 250.00 250.00
- P;
34 bl %78 15024 G2 0.0 0.0
©-¢3 Comdua 8754 Yzj02s 32372024 750.00 750.00

¢B 2024 Comdata

¢ 2023 Comdata

@3 Older Comdata
& Purchase Orders

Open Credits $150.00

1{ Purchase Price variances
& J Receipts
& Returns
L Journal Detail
L] Journal Summary
[ 6L Accounts

Open POs $0.00
PO Order Date
Open Receipts. $0.00
Reference Date

Edit Credit

Remittance Advice

3. When the Pay Bills window opens - Click on Vendor Credits Tab - Click in the Apply box for the credit to use -
Should see the total Payments amount at the bottom of screen - Click on Vendor Bills Tab



Ot oo e

- Selection Information - - Payment Information -
Pranch | franch Nabama =]
Payment Date 262024 |
Yendor =
@ gank Acoount " -
AsQfDuelste  fgom |  credycard S
¥ Ghom Vendor Code
To apply Open Credits, select the Vendor whose - -
credit you would like to use. Cash - Operating’
vend Bl I-mgmu Iy\.mnmu
Geas I
Roply | Date [vendor [Reference I Creat amt | Balance | Used |
[_E___Jwan AS SubContractor 123451 ~150.00 -150.00 150.00

i

T 1
I Total Payments 150.00 I

4. Click on box to Pay the bill - Change the Paid amount to the amount of the Credit being applied - The Total Payments
should now be $0.00 - Click on Save - Click Yes button to apply

0 =] = ]
) . - Payment Information -

i P —— Tk [

- Payment Date pasmas |
yenas =

@ gank Accont
S e — 0020 =

AsQfDueDote (32872024 1] € Credgcad

 Ghow Vender Code

T G select the Vendor whose
o 71— o o

vendor Gils | vVendor Credits | A vendor Credits | [~ Exehute Comdsts Venders
e Bis T
Pay JimoceCate | [ Dsc Date [ vendor [Reference |  edamt| Oscont|  salance] Paxd [Pending | Vendor |
G P 2152024 S SbConwacir | 12348 0.00 500 ) sl | F | |
T |18/ 162024 27252024 A8 SibConkacr | 567 50.00 0.00 500.00 rn|e
r |2 Y3204 ELT ASSubContactor |B7S4 750.00 15.00 750.00 r P
Pay Bill

e Are you ready to apply the telected payments and create checks to the
dors?

s

select Ismlm||

5.When the Applying Credit Only window pops up - Click on Yes to apply and no check included

Applying Credit Only

‘ - \ You are applying a credit to a bill but not including it on a check. There
' will be no transaction given to the vendor notifying him of this
transaction. Is this what you really want to do?




6. In Pay Bill window, the bill that had the credit applied will still show in the list with the new balance after the credit

Vendor Bis | vendor Credts | &1 Vendor Credits | I~ Excluds Comdata Vendors
L iy Comdata -
Pay |InwokeDate | CueDate | Disc Date | vendor |Reference |  saamt| oDscount|  saiance| Paid | fpending [ vendor
- s 3efz0z4 2/15/2024 AS SubContractor 12345 250.00 5.00 100.00 |r [
m] S0 THEI0I8 IR AS SubContractor 5678 500.00 10.00 500.00 O "
|22 |3r23r2024 3j3/2024 AS SubContractor 8754 | 700 15.00 750.00 [ul "

7.Open the vendor and the Open Bills show the new Net Due after credit

r
Open Bills $1,500.00
_Invoice & Date Due Amount NﬁLD.I.I.E_l
12345 2/5/2024 3/6/2024 250.00 100.00
5678 2/15/2024 3/16/2024 500.00 500.00
8754 2/22/2024 3/23/2024 750.00 750.00

8. Reopen Comdata and now the vendor bill is showing the balance that is due after the credit is applied - The bill can
now be paid via Comdata

Comdsta  Help




