Refund Unapplied Cash

Last Modified on 09/23/2025 8:07 am CDT

When the Customer has Unapplied Cash on account to be refunded, use the following steps to issue a check.

Start by adding a Payment for the Customer at Accounting / A/R / Payments.
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|:| Print on Save

Totas [ I—G

Save

a5 Payment on Accounts *
Date Payment Humber | 120605
|EL = Regular Prepay U/A Cash Budget
1 D= |AndB arry Anderson
0”3 omer D> |AndBs | Befors| 32775 | poo [ 70000 | 0.00
Payment Amount -700.00| | Regular v After | 0.00 | 0.00 | 0.00 | 0.00
Surcharge Amount 0.00 Description
Payment Collected -700.00 Clear Locks
DiscountAmount [ | <DiscAcct-|  4100000-00
Total Credit -700.00 Control # I:l Sort Invoices by | Standard w
QI Pay Method | Ref# | Pay Amount| Surcharge| Apply Surcharge| Total| ez e o Auto Apply
1 p Adjustment v -700.00 0.00 -700.00
2 v O
3 v O
Q | | Date | Irwoice#| Due| Gross | UnpaidAmt| Disc Date =Discoun1}| Payment| Invaice Terms | Control #
1 » I:‘ 09/05/2025 1201109 10152025 267.75 267.75 Expired 0.00 267.75 N15
2 [] osipsi2025 1201110 10/15/2025 60.00 60.00 Expired 0.00 60.00 N1&
View Invoices
Apply Untag All Print Form

Cancel

. Enter a negative payment for the amount of the Unapplied Cash.
. Select Adjustment as the Pay Method in the Payment grid.

. Deselect all rows in the Invoice grid.

. Check Use U/A Cash.

. Select the Issue Check option.
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. Save the payment.

The Quick Expense Check screen appears showing the Date, Check #, and Customer Name and Address. Confirm the

check number and select the appropriate print option. Choose Save to save/print the check.




Cick Expense Check

Date

Check# |520M11
«Checking Acct= |1010000-00

Amount  |[700.00

() Print on Save
() Preview on Save
@ Neither

Test Pattern

Pay to the order of

Name | Barry Anderson

Address 1 |

Address 2 |222I} N1000 R4 E

City |A55umptiun

State

<Country= |




