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When the billing season ends, there are different options available for handling money left in Customer Prepay
accounts, including:

e Allow the balance to remain in the Customer’s Prepay so that it may be used on future Invoices (no action
required).

e Transfer the Prepay balance to the Customer's Regular balance.

e Transfer the Prepay balance to the Customer's UAC balance.

e Refund the Prepay balance to the Customer.

e Transfer the Prepay balance to another Customer’s account.

The Transfer Customer Prepay function, found at Accounting / A/R, is designed to help streamline the process used
to handle leftover Prepay money. Whether transferring the balance or issuing a refund, an Invoice is created to
move the selected Prepay dollars to the Regular balance, as a credit. If the Issue Refund option is used, a Quick Check
is generated before the Invoice is printed.

Prior to using the Transfer Customer Prepay function for the first time, setup is required. See the Setup tab for
details.

Setup
This is a one-time setup required prior to using the Transfer Customer Prepay function for the first time.

The system needs two pieces of information to automate the Prepay transfer:

e What non-inventory miscellaneous Product to use on the Invoice.
e What Vendor to use on the Quick Check.
Note: Best practice is to designate a specific Prepay Refund Vendor so all refunds affect the same Vendor.

This makes for easier research in the future if the need arises.
To designate the Vendor and Product, go to Accounting / A/R / Transfer Customer Prepay.

1. Select a Customer from the Customer list.
Note: For these purposes, the Customer selected does not matter. The system needs to advance to the next
screen to access the Setup option and that is done by loading a Customer.

2. On the Transfer Customer Prepay screen, select Setup.

The Transfer Customer Prepay Setup window opens, and each Location will list.



e For each Location that will process refunds:
o Double-click in the corresponding Prepay Product field. Identify and Select the Prepay Product to use
for that Location.
o Double-click in the corresponding Prepay Vendor field. Identify and Select the Vendor to use for that

Location.

The Use User’s Current Location instead of Customers Location option allows the user’s current Location to override
the Location and Product used on the Invoice created by the Transfer Customer Prepay utility.

! Transfer Customer Prepay Setup X

Lacation ID | Location Mame| <Prepay Product=| <Prepay Vendor=

1 p DOMAIN S5l Farm Ser...| Transfer Prepay | Miscellaneous
2 01IND SS1 Farm Ser... Transfer Prepay | Miscellaneous
3 02MISO 55| Farm Ser...| Transfer Prepay | Miscellaneous
4 C3IMIMNM SS1 Farm Ser... Transfer Prepay | Miscellaneous
5 04STIN 55| Farm Ser...| Transfer Prepay | Miscellaneous
& 0B3TIL SS1 Farm Ser... Transfer Prepay | Miscellaneous
7 zMast zMast - MAS_ . | Transfer Prepay | Miscellaneous
D Use User's Current Locatien instead of Custemer's Location Save Cancel

1. When complete, select Save.

2. Back on the Transfer Customer Prepay window, select Cancel.

Transfer Customer Prepay Window

o' Transfer Customer Prepay

=CustiD= Current Prepay § Balance 100.00 Date |n2/05/2025

@ Transfer to Regular Acct

=Salesperson D=

Farbre e
Description () I==ue Refund
Book #| Book Loc Book Date Dept ID Prod ID Prepay 3 Left Refund Amount
1 1200281 | COMAIN 01/08/2025 Pet-00 Dog123 100.00 100.00
Total Amt of Refund 100.00
Setup Tag Al Untag Al [] Print Invoice Done Cancel

e CustID - The ID for the selected Customer is displayed.



Current Prepay $ Balance - This displays the selected Customer’s Prepay balance.

Date - This will be the date of the Invoice that is generated to accomplish the movement of money.

Salesperson ID - The Salesperson ID may optionally be selected from the drop-down list. If selected, it

appears on the Invoice generated by transferring Prepay.

Transfer to Regular Acct - This removes the money from the Customer’s Prepay account and places a credit

on the Regular account for the amount of the transfer.

Note: One Invoice is created with two line-items, one negative and one positive that offset each other. The

positive line item is marked as Paid, stealing enough paid Booking to cover the dollars in the Total Amt of

Refund. The Product used for the Invoice is the Prepay Product for the Location at the Transfer Customer Prepay

Setup window found by selecting Setup.

e Issue Refund - This removes the money from the Customer’s Prepay account. Selecting this option enables
the Check # and Checking Account fields for the check that will print.
Note: This option transfers the Total Amount of Refund dollars to the Regular account as described above,
makes a negative Payment on Account against the Credit Invoice, and follows with a Quick Check using the
Vendor entered under Setup as the Prepay Vendor for this Location. The Quick Check debits the General
Ledger Account specified for the Adjustment payment method to offset the posting to the same account by
the payment. The name and address of the Customer involved is substituted on the check for the Vendor
Name. The Invoice, Payment, and Quick Check post to the Customer’s Location.

e Description - Optionally enter a description to appear on the Transfer Prepay Invoice.

e Checkbox column - Check the box(es) to select the Booking to transfer the Prepay $ for that Product.

e Refund Amount - Optionally, a portion of a Booking may be refunded, or transferred, by editing the amount

in the Refund Amount column.

Transfer to Regular Account

1. Navigate to Accounting / A/R / Transfer Customer Prepay.
2. Highlight the appropriate Customer and choose Select.
3. On the Transfer Customer Prepay window, select the Date.

4. Choose the Transfer to Regular Acct option to create a Credit Invoice.



=) Transfer Custorner Prepay
<CustiD> Current Prepay 5 Balance 32250 Date 4

<Salesperson D= | Farpes o @ Transfer to Regular Acct

O lzsue Refund

Description
Check# 51984
<Checking Account=[4410000-00

I Book #| Book Lac Book Date ‘ Dept ID ‘ Prod ID | Prepay 3 Left Refund Amount
1 » 1200285 | OOMAIN 01/06/2025 Pet-00 Dog123 300.00 300.00
2 O 1200285 | COMAIN 01/08/2025 MiscO0 PPSalesTax 22.50 22.50

Total Amt of Refund 300.00

Setup Tag All Untag All |:| Print Invoice Done Cancel

. Optionally select the Salesperson ID and enter a Description.
. Select the option for the Booking line item to be transferred. If necessary, edit the Refund Amount column.
. Optionally choose Print Invoice.

. Select Done.
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. A Credit Invoice is created on the Customer’s Regular Account.
Note: In the event that a Prepay Transfer was entered in error, and the End of Prepay Season process has not
been run, the Credit Invoice created can be voided or reversed. Doing so will put the Prepay dollars back to

the Booking.

If a Customer requests a Refund Check be issued, after the Prepay balance has been transferred to the Regular
account, information regarding that process can be found here.

Transfer to Unapplied Cash

There are times it may be necessary to transfer a Customer's Prepay balance to their Regular balance. More
specifically, it may be desired to transfer the Prepay balance to the Customer's Unapplied Cash.

1. At A/R/ Transfer Customer Prepay, select the Customer whose account holds the Prepay balance.
2. Select the Booking line item(s) to be used for this transfer. Edit the Refund Amount column if desired to specify

the dollar amount to be transferred for each line item.


https://helpcenter.agvance.net/home/refund-credit

<CustiD= Current Prepay § Balance 100.00

<Salesperson D= (®) Transfer to Regular Acct

lssue Refund
Description © lssue Refun

Check #

<Checking Account-

| ‘ Book #| Book Lac Book Date ‘ Dept ID ‘ Prod ID | Prepay 3 Leﬁ| Refund Amount

1 1200291 | DOMAIN 01/06/2025 Pet-00 Dog123 100.00 100.00
Total Amt of Refund 100.00

| Setup | | Tag All | | Untag All | |:| Print Invoice | Done | | Cancel |

3. With the Total Amt of Refund reflecting the amount to be transferred and the option set to Transfer to Regular
Acct, choose Done to save the transaction.

4. Go to the Payment on Accountsscreen (A/R / Payments / Add) for the Customer selected in Step 1. There
should be a credit on the Customer’s account for the amount that was transferred. Deselect all items in the
grid except the Credit Invoice created by the Transfer Prepay process. Best practice is to change the Pay
Method to Adjustment. Do not enter a payment amount, and selectSave.

5. Once the below message displays, select Yes to move the credit to Unapplied Cash.

RS Payrnent on Accounts x
Date |02/05/2025 Payment Number | 120448
|E! — Regular Prepay U/a Cash Budget
Cust D= | AndB arry Anderson
S = Befors| 38984 | 000 [ 322280 | 0.00
Payment Amount Regular v After|  439.84 | 0.00 | n.00 | 0.00
Surcharge Amount 0.00 TezrrrinT
Payment Collected 0.00 Payment on Accounts
Discount Amount <Disc Acct= 4100000
Total Credit 0.00 Control # The payment ameount does not match the grid payment total.
Do you wish to place the balance in Unapplied Cash?
Pay Method | Ref# Pay Amoun v
1 Adjustment w
2 - | Yes | | Mo
| | Diate | Invoice#| Due| Gr055| Unpaidﬁ«mt| Disc Date
1 02/05/2025 | 1201037 | 02/05/2025 0.00 -100.00| Expired 0
2 012272025 | 1201027 | 02/21/2025 157.00/ 52.34| Expired 0.00 £2.34| 2M0N30
3 02/03/2025 | 1201028 | 03/05/2025 525.00/ 437 50| 02M3/2_.. 475 425 75/ 2H0n30
View Invoices
Apphy Untag Al Print Form Totals 0.00 -100.00
Email This -
Show Email Addresses Print on Save lzsue Check EEiE Caps




Issue Refund

1. Navigate to Accounting / A/R / Transfer Customer Prepay.
2. Highlight the appropriate Customer and choose Select.
3. Onthe Transfer Customer Prepay window, select the Date.

4. Choose the Issue Refund option to issue a check to the Customer.

o' Transfer Customer Prepay
<CustiD> Current Prepay $ Balance 322.50 Date |g1/2902025 |
<Salesperson ID= | Farpre — O Transfer to Regular Acct
Description (®) Iz=sue Refund
<Checking Account= 1010000-00
[ ———————
Book #| Book Loc ‘ Book Date ‘ Dept ID ‘ Prod ID | Prepay 3 Left Refund Amount
PN 1200285 DOMAIN O1/08/2025 | Pet-00 Dog123 300.00 300.00
2 O]l 1200285) comaln 01/08/2025 | MiscO0 PPSalesTax 2250 2250
Total Amt of Refund 300.00
Setup Tag Al Untag Al [] Print Invoice Done Cancel
5. If necessary, edit the Check Number or the Checking Account listed.
6. Optionally select the Salesperson ID and enter a Description.
7. Select the option for the Booking line item to be transferred. If necessary, edit the Refund Amount column.
8. Optionally choose Print Invoice.
9. Select Done.

10. The Transfer Prepay Invoice is created.
11. The Adjustment Payment is created.
12. Therefund check, issued to the Customer, is created and printed automatically.
Note: In the event the refund was issued in error, the refund can be backed out by voiding the 3 entries
created during the Transfer Customer Prepay process:
1. Void the Disbursement under the Vendor selected on the Transfer Customer Prepay Setup window.
2. Void the Transfer Prepay Invoice.

3. Void the Adjustment Payment.

Transfer Customer Prepay Setup must be completed before it is available. See the Setup tab for more information.

Transfer to Another Customer

Sometimes it is necessary to transfer one Customer’s prepay money to another Customer. The following steps
remove Prepay from one Customer and add it to another Customer’s Prepay in the form of a Paid Booking.



Although not necessary, it is suggested to have a non-inventoried Product in a Miscellaneous Department called
Transfer Prepay that has the Sales Account pointing to a miscellaneous Income Account.

Step 1

1. At A/R/ Transfer Customer Prepay, select the Customer whose account holds the Prepay balance.
2. Select Transfer to Regular Acct.
3. Select the Booking line item(s) to be used for this transfer.

4. As needed, edit the Refund Amount column to specify the dollar amount to be transferred for each line item.
o' Transfer Customer Prepay E
=CustiD= Current Prepay § Balance 322.50 Date |p1/29/2025

@ Transfer to Regular Acct

=Salesperson D=

Farbre e
lszue Refund
Description O e Refun
Check# 51984
-hecking Acco 1010000-00

I Book #| Book Loc Book Date ‘ Dept ID ‘ Prod ID | Prepay 3 Left Refund Amount
1 M 1200285 | COMAIN 01/08/2025 Pet-00 Dog123 300.00 300.00
2 ] 1200285 | OOMAIN 01/06/2025 MiscO0 PPSalesTax 2250 2260

Total Amt of Refund 300.00

Setup Tag Al Untag Al [] Print Invoice Done Cancel

5. Choose Done to save the transaction.

Step 2
1. Go to the Payment on Accountsscreen (select Add at A/R / Payments) for the Customer selected above.
Note: There will be a credit on the Customer’s account for the amount that was transferred.
2. Deselect all items in the grid except the Credit Invoice created by the Transfer Prepay process.
3. Inthe Payment Amount, enter a negative amount equal to the transferred amount.
4. Inthe Description field, enter information, such as the other Customer's account, noting where the funds are
being transferred to. This step is extremely important, as it will create a paper trail in the event of future

questions regarding the transfer.



ol Payment on Accounts X

Date |01/23/2025 Payment Number | 120436

| | |E s Regular Prepay Ui Cash Budget
Custt 1D AndB; arry Angerson

=Customer ID=_ | AndBa Before | 189.84 | 2250 | 3000.00 | 0.00
IPa'fmentAmuunt -300.00 I|Regu|.ar v| After| 48984 | 2250 | 0.00 | 0.00
Surcharge Amount | 0.00 Description

Payment Collected -300.00 Clear Locks Transferring to Larry Baker's account
DiscountAmount | | <DiscAcct> |  4100000-00

Pay Method | Ref# | Pay Amount| Surcharge| Apply Surcharge| Total| D ezl Auto Apply
1 » Adjustment -300.00 0.00 O -300.00
2 [l
3 O

Date Invoice# Due Gross | Unpaid Amt| Disc Date | <Discount=| Payment| Invaice Terms | Control #
1 » 01/2902025 1201029 01/29/2025 0.00 -300.00 Expired 0.00| -300.00
i N L4 ATt B VLV Pt 1 i Fi i 7] TS 00 B8 ULIOTIE TS BT 21 TON30
3 [ oczma2025 1201028 03/05/2025 525.00 43750 02M322... 875 42375/ 2M0n30
View Invoices
1
Apply | Untag Al | | Print Form | Totals 000 || -suu.uul
[] Email This

Show Email Addresses Print on Save |:| lzsue Check e Lrugsl

5. Change the Pay Method to Adjustment.

6. Save the payment.

Step 3

1. If the Customer receiving the Prepay money does not have an existing Booking for the money to be applied,

enter a Booking for this Customer.

2. Mark the Booking as Paid.



u-' Add Booking #1200286 Customer 1 of 1

Splits |Customer ID |2393?3 | ? | Regular PrePay UAC Credit Limit Book Date |01/28/2025
Customer Mame Larry Baker 87.50 226263 0.00 25000 StartDate |/
Field 10 : Expiration Date |_{_{__
SEEE ~ Price By | Products “
[] Generic Prepay ) Price Default  Same v
Price Level Prepay Amount
. Terms  (None) £

=Product Mame= | Quantity| Inv | Lewvl | B | Dwn | <Ur‘|it$-| Bill U | Total $| 5#| <‘}G>| YourShare| =Amt Paid>| Q
i p General Prepay 300.000| Each| List O 1.00) Each 30000 1 |100.0000 300.00 300.00
< >
Planned Booking Payment Method
Analysis v Total Booked 300.00
Amount Paid 300.00
Apply Rollups Contract Format: w
Additional C ts:
Extra Charges | <Salesperszon ID= | CroJam w |:| Contract Signed fonal Lommen
Control # | | Assign Seller Signature
H Print Method
74 | | 1. Mo Rell up w Cancel <Back Next= Save

3. Change the Pay Method in the grid to Adjustment before saving the positive payment.
4. In the Receive Payment(s) on Account window, in the Description field, enter information, such as the other
Customer's account, noting where the funds are being transferred from. This step is extremely important, as

it will create a paper trail in the event of future questions regarding the transfer.

Receive Payment(s) on Account
Check which customers These Payments will
you are receiving payment  automatically be applied against Payment Number | 120437 Date |01/29/2025
from. the booking you just created.

| | D | Mame | Gr055-| Di5c| Payment Total| Pay Method 1 | Ref # | Use UAC| UaC Balance| Pay Amount|
1 P 239873  Larry Baker 300.00 0.00 300.00 Adjustment | O 0.00 300.00
< >

Clear Locks Apph
<Disc Accts 4100000-00
Description | prepay transfered from Barry Anderson
Control # l:l D Print Receipts Save Cancel

Transfer Customer Prepay Setup must be completed before it is available. See the Setup tab for more information.




