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A/R - Credit & Debit Memo Overview
AV Ref # 545

e Functionality of Credit & Debit Memos
e How to Post Credit & Debit Memos

There is also a video showing how to perform this function:
How to Perform This Function (3:51) — AV Ref# 448

Credits and debit memos are used to increase or decrease a customer’s A/R balance
when no actual money has exchanged hands. Generally, they are used to credit off a
balance, add a balance or to correct a prior mistake. Posting credits or debits will not
affect your cash/check or credit card totals for the day. Please note, you would NOT use
this procedure for reversing a payment posted in error. For more information about
reversing payments, see AV #449.

1. Click on Views - Bookkeeping.

2. Click on the Credit icon on the toolbar:
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On the Add Credit screen (shown below), 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.

Type in the Credit Amount.

Edit the Credit Description as necessary.

Click on Create Credit Button at the bottom:

Maln Summary

Customer # 70825 —@

Name AAA SALES
Address 1542 STATESVILLE RD
Address?2
City CORNELIUS State NC | Zip 28071

Contact

Phone 7048952780

Ticket #

Due Date
Description PER ADAM
CC/Cash CA ~
Amount

Transaction Date 07/22/2016

Type  Payment @ Credit ¢ Debit CREDIT

Leave Blank To Generate Ticket#

b
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Q—(Create CREDIT || Create CREDIT & Apply || Edit Ticket || Cancel || Help |
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7. On the Payment View/Edit screen (shown below), click on the Create
Disbursement Tab.

8. Click the Fetch All button at the bottom of the screen.

9. Find the transaction you wish to credit off & double-click to apply the credit.

10.Click on Commit Disbursements button at the bottom of the screen:

Payment View/Edit (1880644)
| Main | AR Surmmeary | Create Disbursements

Disbursements are MOT saved until vou press Disbursements> button. Saved disbursements will only display on the Main Tab.

Type | Trans # | Sub# | Duye Date | Drale | Drascription Amount | Balance | Appied |

[= | 1AE0EID] [ | OwRmEIE PER ADAM [ 7500/ 75,00/ |-
I | Aioaiad] | 01nNEI0I0 CANWE0I0)  (NVOICE 00900 | 1213.45) 100536 @00.00]

1 1290476 1210010 22010 IMNWOICE 19122010 | 121345 121345

I 1353086/ LA 0'a012) CEr26/ 2012 IMWOICE OB/Z3r2012 | 106636 064,36

I 1504811 D 0014 DEr232014| IMWOICE 05232014 | 1180005 T180.05

v] GE0626) L V06| O7/24/2016)  BALANCE FORW ARD | 1275872 12266.72)

"] 16E0E20 [ g ] 07232016  RETURM CHECK FEE 3560 35.90

| Limit Disbursamants Tao Amaunt fvailable Ta Dishursa Amaurit Available To Diskurse Q.00

Right-efick the tabls for available options. Doubbs.click o a single item to pay or clear th
|Fetch | [Fetch & Appiy | [Fetch Al GREDITS | Fetch Al | Gomnmit Distursements |
Contacts || Create New Ticket || Refresh || Done || Print | Help
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1. Click on Views - Bookkeeping.

2. Click on the Debit icon on the toolbar:
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3. On the Add Debit screen (shown below), 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.
4. Type in the Debit Amount.
5. Edit the Debit Description as necessary.
6. Edit the Due Date if necessary.

7. Click on Create Debit Button at the bottom:

,
[3 Add Debit

:Main | Summary

Customer # 70825 —@
Name AAA SALES
Address| 1542 STATESVILLE RD
Address?
City CORNELIUS
Contact

State NC | Zip 28071
Phone 7048952780

Ticket #
Transaction Date 07/21/2016

Type ) Payment © Credit @ Debit DEBIT

ue Date 08/10/2016 =

Leave Blank To Generate Ticket#

Amount

CC/Cash CA ~
12759.72 —@

Description BALANCE FORWARD
Q_[Create DEBIT || Create DEBIT & Apply || Edit Ticket || Cancel| |Help |

(Continued on next page)
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8. Click the Done button at the bottom:

Payment ViewlEdit_{1680626)
Main | AR Summary | CGreate Disbursements|

Trans # 1630626 Sub # [eToRE #1 BIEEM

Transaction Date DF24i201G = Due Date 032016 =
Cuslomer # TOEZS Short Mame | AAs

Hame A48 SALES

Address 1542 STATESVILLE RID
City CORMELIUS Slake NG | Zip 28071 -
Disbursement Summary {Select Create Disbursments Tab To Add More}
Orignal " Dishursemant
Type T Dot Trans ¥ | Sub W ke Descripaon Amount

1275672

12759.72 Unapphad
Ramave Selected Disbursaments | [ RemoPListursoments

[Gontacts || Greate New Ticket| | Refresh| Done| | Prin | [Heip|

Note — Users must have password permission to add Credit and Debit memos (P17M,

P85). If you need to give a user permission to have the permission setting, please have
the owner/store manager contact your system administrator.



