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Enter the Client Payment

Client
Project:
Amount:

Date
Check#:
Description
Credit Card
Credit Card #:
Expiration
Authorization

NICHOLS -

($2,000.00)

121272003

4564REFUND

2 Apply the Payment to hems

Recefved:
Applied
Remaining

Post the Payment

©2000.00) Apply Payment
5000 Cash Account 1310~
©2,000.00)

Departrent (01 B

Aoy wise Payment
ncome secount [ -]

Client Payments

Deposits Received:
Deposits Applied;
Deposit Balance:

Retainers Received,
Retainers Applied
Retainer Balance:

Invoice Payments:

Total Payments:

$12,87408
$12,87408
50.00

$2,000.00
$0.00
$2,000.00

50.00
1487408




                                               

Refunding Client Retainers

Explanation:  To refund a client retainer, and reduce the amount of retainer on hand.

1. Write a Check to the client. Use account 1910 (or the applicable “Suspense” account) as the expense account.  Enter an appropriate description, and print the check.

2. Enter the Check as a negative Client Retainer through Receive Cash.  Add the word Refund to the end of the check number, change the cash account to the same account that you used in step #1, and enter an appropriate description.
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3. Click “Apply Payment”.  When the Money Manager screen appears, click “Add to the client’s retainer”.  This should decrease the retainer balance by the amount of the refund.
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The Amount Received was not Applied in Full

Would you like to

Apply To the Clients Deposit | Apply To the Clients Retainer |
DepostBalance: 50.00 Retainer Balance: | $2,00000
Amount | (52,000.00) Amount | (42,000.00)

New Balance: | (52,000.00) New Balance: 50.00





Note: Neglecting to use the same account for the expense in #1 and the cash in #2 will cause the account to be out of balance.  Please check the account that you chose to use, and verify that the entry went in and back out.
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