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Functionality & Process

From time to time it is necessary to reverse a payment received from a customer which is usually due to
non-sufficient funds. In summary, reversing a cash payment is accomplished by opening the original
cash batch, reversing the entire batch deposit transaction, removing the item to be reversed, and then re-
depositing the batch. The steps below describe how to reverse a cash payment transaction.

To begin the process of reversing a cash payment, you must first know the date of the payment deposit.
The deposit date may be found on the customer record under payments. See figure 1 below.

Figure 1
i x|
i Cheny Ambrogini Cherry Ambrogini Balance Due: $672.56
E git::tsomel Information 100 Main Street _F Cﬁ:'f\d pus::;::'n;r = —_
e T otal Active : :
-8 Cheny Ambrogini Bllings, MT 69101 Customer Type: Residential
ﬁ Cherry Ambrogini (406) hhb-2000 Customer SIHCE 7112004
----- TiE: Aging = ;
3 Salesperson: John Smith
Recuring
ﬁ RMA Higtory

----- e Jobs < Date “.1ethud I Check # Amuuntl Reference I Invoice Paymentl

----- A Service 72004 ’heck 1234 $500.00 Inv #1016 3500.00
----- | Invoices Total $500.00
----- | Credit Memos

T Open Credits
----- Joumal
- Deferred Income

----- 2.+ Collections
..... Refunds

MHotes
Inner Office Message
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The Process
1. Navigate to the Payment Processing window from the main menu tree (Accounts
Receivable/Payment Processing).

2. Select the View Deposits button. See Figure 2.

Figure 2
x|

Batch Selection Options

S how only Batches ] " Date Range

ithat are tagged as i
= fieady ta dggosit Erom Date [Tove7zone
Thiu Date [Toseszone

I~ Show Deposited Batches

Ready I Date I D escription | Q7Y I Tape Total I Entered Total I Balance I Deposit Date I
O 9/29/2004 W 0 100.00 0.00 100,00 =Undeposited™
O 9/19/2004 test late charge u] 100.00 0.00 100,00 “ndeposited™
E/16/2004 E-16-04 checks 0 100.00 0.00 100,00 *“Undeposited

| Enter Fayments I

ACH Processin‘ | “iew Deposzits | ) Deposit | Edit | MHew | LCancel |

3. Locate the deposit batch in which the check was posted; highlight the deposit batch line then
select the view checks button. The will take you to the Deposit Customer List. Scroll through the
batch and locate the payment that you need to reverse to ensure you have selected the correct

batch.
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4. Select the Reverse Deposit button, then Yes. See Figure 3.

Figure 3
@ Deposit Customer List B =|
D eposit Date 7412004
D eposit Amount $1.000.00
Account 1011 - Frimary Checking Account
Fayrnent bMMethod | Custormer Mumber I Mare | Amount | Check Mo. | Check Date |
Check 110 Cherry Arbrogini $500.00 1234 FA 2004
Check 109 Dennis Bar $500.00 124

HBewverse Deposit ey [ etail I

5. Close the Deposits Made window.
6. The batch will now appear in the Payment Processing Batches window. Uncheck the Ready to
Deposit box, then click Yes to change the batch status. See Figure 4.

Figure 4
x|

Batch Selection Optian

Show only batches [~ Date Range
that are tagged as
u ready ta dggosit Erarn Date [1orz/2004

Thru Date [1078/2004

[~ Show Deposited Batches

Ready | Date | D escription | E!TYl Tape Totall Entered Totall Balancel Deposit Date |
= 9/28/2004 v 0 100.00 0.aa 100,00 ~Indeposited™
O 9/158/2004  test late charge 0 100.00 .00 10000 *ndepozited™
O 74172004 2 1000.00 1000.00 0.00 “Undeposited:*
EAE/2004  B-16-04 checks 0 100.00 n.aa 100,00 “1Indeposited

Change Batch Status x|

ﬂ:.:) Do you want to change this batch's status ?

Mo | Cancel |
Enter Papments
ACH Processing View Deposits [eposit Edit | Hew | Cancel |
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7. Highlight the batch, and select Enter Payments.

Figure 5

w9 Payment Processing Batches

Batch Selection Options
Show only batches

[ that are tagged as
ready to deposit

I Show Deposited Batches

I Date Range

Erom Date [forez004
Thru Date [To7e7z004

9/19./2004

104

|n|u]a]

ACH Processing I

E-16-04 checks

Wiew Deposits I

Heady I Date I Descriphion I QT I Tape Total I Entered Total I Balance I Deposit D ate I
9/29/2004 W u] 100.00 0.00 100,00 “Undeposited™
test late charge 100.00 0.00 100,00 ~Undeposited™™

**|Indep

= Indeposite

100.00 0.o0

Emnter Favments

Edt | Mew |

Deposit I

8. From the Payment Processing window, select the View Checks button. Locate the check that
you want to reverse, highlight that line and click the OK button. See Figure 6.

Figure 6

< Payment Processing B

Batch Tape Amount:  1,000.00 Armount Entered: 1.000.00 Batch Balance: 0.00
Branch I AT LI | Date | | FPayment Balance |
10/8/2004
e — Y ' _____
Adtass i | |
ok # Customer # Armount |:|
190 3 Ambroaing I
temo 124 109 Dennis Bar 500.00
z I
Entry Mumber
Invoices I Other I
Check Count 2
Tatal Amount 000,00 oK I Cancel |

<< Previous ezt >
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9. The payment information for the selected check will be displayed in the Payment Processing
window. From the main toolbar menu select Edit/Delete. A message box will be displayed asking

if you want to delete this check. Select Yes, and then close the Payment Processing window.
See Figure 7.

Figure 7

-

10. At this point you will be returned to the Payment Processing Batches window. Highlight the batch
and select the Edit button. You will need to edit the tape total to equal the amount shown in the
Entered Amount field, select the Ready to Deposit box, then select the OK button. See Figure 8.

Figure 8
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11. Again, you will be returned to the Payment Processing Batches window, highlight the batch and
select the Deposit button. See Figure 9.

Figure 9
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12. Make certain you change the deposit date to the original deposit date and the original bank
account is selected. This will re-deposit the batch to the original deposit date and bank account.

See Figure 10.

Figure 10

< >

13. Finally the Deposit Ticket preview will be displayed for you to print and file with your bank
statements. See Figure 11.

Figure 11
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