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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 
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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 

 
 

 

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 

 
 

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 
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7. Highlight the batch, and select Enter Payments. 
 

Figure 5 

 
 
 

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 
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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 

 
 

  


