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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. 
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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. 
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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. 
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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. 

c. Click on the “Other” tab 

d. Check the Miscellaneous checkbox 

e. Enter the G/L Account from step 1 

f. Select the appropriate Category 

g. The Amount should auto-fill from the top of the payment form. 

h. Press Save when finished. 

You may now deposit the payment in your bank account. 
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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 
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5. Enter the Vendor Bill: 

a. In the 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. In the Rate field, enter the amount entered in the header area of the bill 

g. Press the Save button when finished 
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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. In the active pane, highlight the Vendor Credit 

c. Right-click and select the option Apply Credits 
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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. 
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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 

 

 

g. Two messages will be displayed; click the Yes button on each message 
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This completes the proces: 

 Vendor payment received and deposited into the bank. 

 Vendor credit has been adjusted off by creating a corresponding bill and applying 

the credit to the bill. 

 

 

 

 


