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REFUNDING A CREDIT BALANCE (SHOWROOM):

1. Write an Office Check to the Client using Suspense as the expense account.  

2. Record a negative Client Deposit on the item changing the cash account to the Suspense account.  

a. Use the check number that you wrote to the client in the check # field.  Type “Refund” after the check #.  (“3293REFUND” in the check number field)

b. Enter the date that the refund check was printed.  

c. Enter the refund amount in the Amount to Apply column for the credit item.  

d. Click Apply Payment.
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Type a question for help

Home | Adutess | Clientaccourts | Reminders | Ouotes | Orers | Invoices | Reeipts | Checks | 6L | Reports
Enter Cash Receipts Close
1 Enterthe Client Payment 2 Apply the Payment to ltems 3 Post the Payment Client Payments.
Client [DOUGLAS v, Received 25.00) ‘Apply Payment Deposits Recefved §375.00
e w2500 Appliedt 625.00) p— Deposits Applied: $375.00
Date ez Remaining 50.00 P = DepositBalance: 50.00
Check#: | 1231REFUND Invoice Payments: $0.00
Desciption: |Refund Overpay
Total Payments; §375.00
Credit Carg
Credit Car T
Exieion ity Mist Paymen
Authorization Incarne Account v
Fiinfeom Ameurt) (il Al Amourt_ [ Gear A mouts ]
F5| Quote# | Order# | Imaice# Deseription Selling Price | Freightother | Payments Balance | Amountto Apply
[m] 51 50.00 50.00 50.00
0|01t £ Custorn Slatted Side Table $368.00 50.00 50.00 $368.00
0 o012 3 Venice Open Amchair §1670.00 50.00 5000 9167000
0014 £ i Natural Wax Finish for Mahagony Desk §1,253.00 50.00 5000 §1,253.00
¥ O o1 el Custorn Area Rug 13000 50.00 50.00 13000
0|oot6 g Gustom Siatted Side Table 535000 50.00 $375.00 (625.00) (625.00)
$3,771.00 5000 | §37500 |  $3396.00 | ®25.00)|
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4117 Old Buff Road

Hickory, NC 28602

Phone: 800-554-0536

Fax: 303-562-3124

Email: wallene@designersupport.com
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