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A/R - Write Off Bad Debt 
AV Ref # 539 

 
 
This document will explain: 
 
 

1. Removing bad debt and tracking the write off 
2. Best practices for handling bad debt 

 
 

There is also a video showing how to perform this function: 
Writing Off Bad Debt – AV Ref# 470 

 
 
About:  
 
Unfortunately, sometimes customers simply don’t pay what they owe. It becomes 
necessary to get rid of the customer’s balance to remove it from your accounts 
receivable totals. You can remove the customer’s balance and then later, if necessary, 
run a report for a list of all accounts you have written off.  
 
 
How:  
 

1. Click on Views  Bookkeeping. 
 

2. Click on the Credit icon on the toolbar: 
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3. If the correct customer isn’t displaying, click on the binoculars beside the 

Customer # field to find the correct customer and then double-click on them to 
make them the Active customer: 
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4. Click on the Summary tab to verify the amount you will be writing off:  

 

 
 

5. Click on the Main tab to go back to the transaction: 
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6. On the Add Credit screen (shown below), type in the Credit Amount. 

 
7. Edit the Credit Description as WRITE OFF or BAD DEBT. Make it something 

you will remember and use the same description every time so you later run a 
report to account for all your write offs.  

 
8. Change your CC/CASH code to BD for bad debt. 

 
9. Click on Create Credit & Apply Button at the bottom as you will be wiping out 

the entire balance and so will not need to post the credit to individual 
transactions: 
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To Run a Report for Write Off Transactions: 
 

1. Click on Views  Reports  A/R  A/R Transactions: 
 

 
 

2. On the A/R Transaction screen (shown below), key in your Date Range.  
 

3. Check the box beside Filter On Keyword  Type in your transaction description 
from your Credit memo that you posted, ex. WRITE OFF. 

 
4. Click on the Run Report button: 

 

  
 
 
Option Settings:  
 
Note – Users must have permission settings in the system to have the ability to both 
post credits and run reports (P17, P85, P57).  If you need to give a user permission to 
have the permission setting, please contact your system administrator.  


