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About This Document

This document provides a process on how to handle the situation where you have a Vendor
Credit and then the Vendor sends a refund check for the amount of the credit(s).

The basic process is to deposit the Vendor Refund Check through the Accounts Receivable
module by applying the amount to a miscellaneous G/L Account. A Vendor Bill is then created
for the amount of the refund check using the miscellaneous G/L Account used when entering
the payment from the Vendor. Once the bill is created, you will apply the Vendor Credit to the
Vendor Bill to clear the credit from the Vendor’s account.

This document is divided into two sections; Setup and Process. Make certain to read this
document in its entirety prior to using this process.
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Setup

A few setups are involved prior to entering any Vendor Refund Checks.

Internal Company Customer Record

If your company does not already have a customer record setup for the purpose of posting

miscellaneous cash receipts, you will need to create one.

&) 157 SedonaSecurity

\

[ SedonaSecurity

SedonaSecurity Balance Due:
= A 18587 ng Road Last Late Fee:
""" “e] Payment Options Westland, MI 48185 Total Active RM
=1 Bl To Total Active
El-25 18587 Joy Road Westland, MI Customer Ty,
H Stﬁ Contacts Customer Si
-] Sites
El-[ 1 (1) 18587 Joy Road Westland, falsfiperso
-] Systems #EI ngymf
58 Contacts orUisp La
Credit Memos
E Documents Bill Contacts
. Title Contact Phone Ext
----- —4 Inspections
-[&] Invoices Open Invoices  $0.00
- Jobs Invoice # Site Name Description Date
[F-[ ] Notes
% Recurring Open Credits ~ $0.00
Recurring Histery Credit # Site Name Credit Type Date
Recurring Master Items Open Tickets
""" Service Ticket # Problem Code Date City, State
----- &’ Group Tickets
----- Open Jobs
Job #

Units
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The Process

In the example process shown below, we assume the following:

You have a single Vendor Credit in the amount of $187.50. Your Vendor sends you a refund
check for the amount of the credit.

1. Open the Vendor Credit and write down the G/L Account that was used on the credit.
This same G/L Account will be used to enter the Vendor Refund Check in Payment

Processing.
O Credits =N N | ==
Vendor Category
|advanced Copy Technologies | GaA =1 EJ
Vendor Credit
Vendor L d Copy Tect Reference # Branch
Address: 20 COMMERCE DRIVE Jemssas11 [ mr |
Plymouth, X0 22114
Amount
Ilﬁ?. 50
Credit Date
[6/15/2013 == |
Costing
| |
Parts 0.00 Expense 187.50 | Documents I [~ Show Branches [~ Show Job Cost ¥ Single Expense Line
General Ledger -~
GL Account Description Qty Rate Amount | Category
» 620538 Equipment - Repairs & Maintenance 1 187.50 157.50 |GRA
*
-
Memo
Total 187.50
Balance Due 187.50
View Applied Credits | Copy Expenses | Save | Close |
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2. Next, you will enter a payment for 187.50 using your company’s internal customer. The
payment will be applied to the G/L Account that was noted on the Vendor Credit (step 1

above).

When creating the payment batch, you may enter a description such as shown in the
image below.

e Batch Information

Batch Information
Batch Date
Description
Tape Total
Entered Amount

Remaining Amount

Check 21 Batch

Ready to Deposit

Bank Information

Bank Account

Deposit Date

Recondle Date

|6/30/2019 [E]

IReﬁJnd—Advan::ed Computer Tech.

{187.50

fs0.00

|187.50

-
-

Save Close
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3. Entering the payment:
a. Select your company’s internal customer
b. At the upper right of the payment form, enter the amount of the refund check, the
check number, and in the memo field you may enter a brief description of the
payment.
Click on the “Other” tab
Check the Miscellaneous checkbox
Enter the G/L Account from step 1
Select the appropriate Category
The Amount should auto-fill from the top of the payment form.
Press Save when finished.

C.
d.
e.
f.

g.
h.

You may now deposit the payment in your bank account.

Batch Tape Amount:  187.50 Amount Entered:0.00 Batch Balance: 187.50 Entry # 1of 1

Category Code [ Gaa Amount Jo.00

Amount  [157,50

— [ LateFee ~ [~ Unapplied Cash |

Amount  [o.00 Amount 0.00 5um| Clear |

View Checks | Import Lockbox | Scan Batch & | =] | Save Close |
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4. Creating a Bill on the Vendor Account:
a. Open the Vendor Record
b. From the Vendor tree, highlight Bills, right-click and select New Bill

&) Advanced Copy Technologies

\

| ] Adwvanced Copy Technologies

& -
©
-] Credits
¢ Credits Applied Edit Bill
""" kil Notes Pay Bills

[]--@ Payments

®-[=] Purchase Orders
----- ﬂ, ‘ﬁ Purchase Price Variances
m-J Receipts

----- g Returns

----- L[ Journal Detail

----- D Journal Summary

-] GL Accounts

--{ch Parts
[#-|_| Documents

Advanced Copy Technologies

Vendor Code:

Advanced Copy

-"\

20 Commerce Drive Vendor Type: Office Supplies
Suite 102 Branch: MI
‘ymouth, X0 22551 Category: GRA
Terms: MNet 30
Open Bills: $0.00
9483329 Open Credits: $187.50
Net Due to Vendor: ($187.30)
Credit Limit: £0.00
Invoice # I Date Due I Category I Amountl Met Due I PO/RMA # I Mem:h
Totals 0.00
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5. Enter the Vendor Bill:

a. Inthe Reference field you may enter the number of the vendors’ refund check
b. Change the terms to Due on Receipt
c. Enter the amount (of the vendor refund)
d. Enter the Bill Date with today’s date
e. On the Expense tab, enter/select the same G/L account (from step 1)
f. Inthe Rate field, enter the amount entered in the header area of the bill
g. Press the Save button when finished
&) Bills =0 =R
Vendaor Category [~ Hold Payment
|Advanced Copy Technologies GRA LI ﬂ [~ Recurring Bill
Vendor Bill
Vendor Advanced Copy Technologies MEEETEEE Erandh
Address: 20 COMMERCE DRIVE ICK# 687321
Plymouth, X0 22114

Terms

| Due On Receipt

Bill Date

= [s/20/2019 =
Eligible for Discount Amt ~ Costing
7.3 i |
Parts 0(‘ Expense  187.50 Il)n:uments I [~ Show Branches [~ Show Job Cost ¥ Single Expense Line
( ™ Cen e
GL Account Description Qty 4 Rate Amount | Category
7 520538 Equipment - Repair 1 18?.50} 137.50 | GRA
*
-
Memo
Total 187,50
Balance Due 187.50
Copy Expenses Apply " Save i ' Close |
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6. Applying the Vendor Bill to the Vendor Credit
a. Click on the Vendor’s name at the top of the Vendor Tree
b. Inthe active pane, highlight the Vendor Credit
c. Right-click and select the option Apply Credits

[E=R HoR ===

----- -7 Vendor Information
----- Web Links

B Bills

BHE] Credits

@ Credits Applied

..... .| Notes

[]--@ Fayments

[#-{=] Purchase Orders

----- ﬂ, ‘ﬁ Purchase Price Variances
- Receipts

----- g Returns

----- LI Journal Detail

----- L[ Journal Summary
GL Accounts

b Parts
|| Documents

&) Advanced Copy Technologies
|~ Advanced Copy Technologi dvanced Copy Technologies

Vendor Code:

Advanced Copy Techn...

20 Commerce Drive Vendor Type: Office Supplies
Suite 102 Branch: MI
|Flymouth, X0 22551 Category: GRA
Terms: Met 20
ls005480979 Open Bills: £0.00
Open Credits: $187.50
Met Due to Vendor: ($187.30)
Credit Limit: £0.00
Open Bills $0.00
Invoice # Date Due Amount Net Due
CK# 887321 6/30/2019 6/30/2015 187.50 187.50
Open Credits
Credit # Balance
lcmesasit |
Mew Credit
Open POs . .
PO & Edit Credit
Apply Credits
Open Recei... $0.00
Reference Date Cost Remittance Advice
<
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7. The Pay Bills form will be displayed.
a. Click on the Vendor Credits tab

b. Check the box to the left of the Credit to be used.

AsOfDueDate  [7/10/2019 EI

¥ Show Vendor Code

To apply Open Credits, select the Vendor whose
credit you would like to use.

&) Pay Bills
- Selection Information - - Payment Information -
Branch I ] e | Mr =l
Payment Date |6/30/2019 El|
Vendor | Advanced Copy Technologies _|
¥ Bank Account = ' ST |

" Credit Card

Cash - Operating M
Balance: $3.536.104.94

W Exdude Comdata Vendors

Vendor Bills Vendor Credits ' All Vendor Credits
Credits =]
Date endor Reference Credit Amt Balance Used| |
Il 6/15/2015 Advanced Copy CM664311 -187.50 -187.50 -187.50
w
Total Payments -187.50
Save Close
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c. Click on the Vendor Bills tab
d. Check the box to the left of the Bill to which the credit is being applied
e. The amount displayed at the bottom should equal 0.00
f. Click the Save button when finished
&) Pay Bills ==
- Selection Information - - Payment Information -
Branch - [ErEt I MI LI
I _I Payment Date W QI
Vendor | Advanced Copy Technologies _|

& Bank Account

e QfDue Date |}',110,f2019 —IEI ¢ Credit Card SRS ;I

¥ Show Vendor Code

To apply Open Credits, select the Vendor whose

credit you would like to use. Cash - Operating M

Balance: $3.536,104.94

( Vendor Bills ID Vendor Credits All Vendor Credits I™" Exclude Comdata Vendars

jp— Bills o
{Pay \ Invoice Due Date  |DiscDate | Vendor Reference Bill Amt | Jiscount | Balance Paid | :
F J|e/30/2019 |630/2019  |==e==s===x| advanced Copy CK# 687321 187.50| 0.00| 187.50 187.50
Torbmalamine

W il —_—
Qotal Payments 0.00 )

Select All | Save Close |

g. Two messages will be displayed; click the Yes button on each message

Pay Bills

ey | Are you ready to apply the selected payments and create
' checks to the vendors?

Applying Credit Only

A= 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. |s this what you really want
todo?
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This completes the proces:

o Vendor payment received and deposited into the bank.
e Vendor credit has been adjusted off by creating a corresponding bill and applying
the credit to the bill.
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