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When a customer payment is returned due to non-sufficient funds, your company may want to invoice the
customer for bank charges incurred by your company as well as re-invoice the customer. This process
will place the balance due from the customer back into your Accounts Receivable and also reduce the
balance in your bank account. You will see this item when you process your bank reconciliation. The
steps below describe how to process these types of transactions within Sedona Office.

Setup

You will need to create two new /nvoice Iltems and an Invoice Description for NSF fees in Sedona Setup.
Create the first Invoice ltem labeled NSF with a description of Returned Check. In the account field select
the General Ledger account associated with the cash account normally used for customer deposits. This
will be the invoice item used to reduce the balance in your bank account for the amount of the NSF check
and re-invoice the customer for the original invoice amount. Please refer to figure 1 below.

Figure 1
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Create a second Invoice Item labeled Bank Charge. In the account field select an income account. This
Invoice Item will be used to charge your customer for the bank fees your company has incurred from your

bank. Please refer to figure 2 below.

Figure 2

Invoice ltems
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Create an Invoice Description labeled NSF Fees in Sedona Setup. Please refer to figure 3 below.

Figure 3

Invoice Description

@ Invoice Description
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Process

1. Navigate to the customer record, highlight /nvoices from the customer menu tree, right-click to
create a new invoice.

2. Select the Invoice ltem NSF. You may edit the description on this invoice line to include the
check number that was returned. Enter the total amount of the check that was returned.

3. On line two of the invoice, select Invoice ltem Bank Charge. Enter the amount of the bank fee
you are charging to the customer.

4. Select the Invoice Description of Bank Fees.

5. Inthe Aging Date field you may enter the aging date of the original invoice to which the NSF
payment was applied.

6. When finished, press OK to post the invoice.

Figure 4
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Below is the general ledger transaction created by this invoice for the NSF charges.

Figure 5
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Below is an illustration of how the item will appear on your Bank Reconciliation.

Figure 6
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If you have any questions regarding the content of this document, please contact us by emailing your
questions or comments to www.support@sedonaoffice.com , or you may contact the Sedona Office
Helpdesk at (734) 414-0760.
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