How to Reverse a Customer Payment Due to NSF
That Has Not Been Reconciled

Last Modified on 10/23/2026 2:16 pm EDT

When a customer’s payment is returned due to NSF (Non-Sufficient Funds) and the applicable Bank Statement has NOT yet been
reconciled, a Negative Payment Batch should be created to reverse the original payment.

Using a Negative Payment Batch preserves the history of both the original payment and the NSF reversal on the Customer Account. This
provides a clear audit trail showing that the payment was originally received and later returned by the bank.

Do not delete the original payment. Deleting the payment removes the payment history from the Customer Account and
does not provide a clear record of the returned payment

Creating a Negative Payment Batch allows you to:

e Reverse the original customer payment.

e Restore the balance to the Customer Account.

e Maintain a record of the original payment and NSF reversal.

e Provide aclear transaction history for future reference and reconciliation

If the check has been reconciled on your bank statement, you would not use the Negative Payment Batch process.
Please refer to Accounts Receivable < Payment Processing < How to Process a CustomerPayment Due to NSF that Has
Been Reconciled.

https://sedonaoffice.knowledgeowl.com/help/how-to-process-a-customer-payment-due-to-nsf-that-has-been-
reconciled

Creating a Negative Payment Batch:

1. Under the Accounts Receivable Module select Payment Processing.
2.Select New to create the Negative Payment Batch.


https://sedonaoffice.knowledgeowl.com/help/how-to-process-a-customer-payment-due-to-nsf-that-has-been-reconciled
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3. When the New Batch form displays, enter the following information:

e Batch Date: Enter the date the negative payment is effective.
e Description: Enter description to identify the Negative Payment Batch.
e Tape Total: This amount will be entered as a Negative amount.

4. Once you click Save, “Reversal Payment Batch” will then be displayed in red at the bottom of the form.

$ Batch Information

Bank Information

Bank Account

Deposit Date

Check 21 Batch

Recondile Date

Batch Information
Batch Date |10/23/2026
Description [NSF Returned Check C250194)
Tape Total |(s275.00)

Remaining Amount |($275. 00)

-

Ready to Deposit [

Reversal Payment Batch

Save | Close |n

Entering the Negative Payment Batch:



1. On the Payment Processing Screen double-click on the Negative Payment Batch to begin reversing the payment.

2. Enter the Customer Number, the Negative Payment Amount and the original check number, ACH or EFT.

3. Enter a Memo referencing this is an NSF/Returned Check. This will show on the Check Reversal under Payments on the Customer
Account.

4. Under Invoices - all paid or partially paid invoices will be listed. Locate the invoice that was originally paid and needs to be reversed
and enter the Negative Payment Amount in the Payment field.

5. Click Save. This will bring you back to the Payment Processing Screen.

D Enter Payments *** Reversal Payment Batch *** [E=R (R ==
Batch Tape Amount:  -275.00 Amount Entered:-275.00
Address [Harrison Byrd
1100 Weaver Way
Daphne, AL 36526
Retumed Chedk #12345_|
Tnysices | gther |
[ Invoice List Tﬂ
Site Name. [ irrvoice # Date | Amoant NetDue [ Purchase Order
Harrison Byrd | 500314 31272026 275.00 [ | ~275.00)
Harrison Byrd |m537 10/1/2025 +75.00 68.52 ‘
=
Total Due: §13,141.34 auta I Clear
[ e | =Tl [o]e] o | o= |

Depositing the Negative Payment Batch:

1. On the Payment Processing Screen, click the Negative Payment Batch as Ready for Deposit.

2. A Pop-up message will appear asking if you want to change the status of the Negative Payment Batch, Click Yes.

3. Click the Deposit Button.

4. The Deposit Screen will open and continue through the process - enter the Deposit date, Branch, Bank account and Deposit
description (optional) and then select the Deposit and Click Save.

Customer Account:

The payment will now show as reversed on the customer account under Payment History and the Memo referencing the Returned
Check will be visible.
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B 87 Harrison Byrd - Secondary
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B L (1) Harrison Byrd
B3 (2) Harrison Byrd Beach House
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@ EFT History
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Harrison Byrd - Secondary
2500 Wre Road
Daphne, AL 36526

2j11/2026
1/30/ 2026
1j30/ 2008
1/15] 2026
179/ 2026

1177025
1172005

83§
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$100.00

$322.00
$1,370.00

Balance Due:
Last Statement Date:
Last Late Fee:

= Sarvice Hold =
Tatal Active RMR
Total Active RAR :
Customer Type:
Customer Sinee:

$13,691.34
11/13/2025
$1,380.00
Qver 120

Residential
5/21/2024

Bartamus
($275.00) (10/23/2026)
1}

55.00 820160 Labe Fees Inc...

(525.00) 2490120 Customer Ref...
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