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Record a Vendor Refund  
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Receive a miscellaneous receipt      2 

Post a manual order check       3 

These instructions assume that you currently show an overpayment or credit on an existing order. 
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1. When the refund check is received from the vendor, record it as a miscellaneous cash receipt using 

suspense as the income account.  The client should represent the payer (The ID for the entity giving the 

refund).  Be sure to click Apply Misc Payment. 
 

 
 
 

2. Through Order Check Vouchers, enter the vendors refund check as a negative manual check on the 

credit order.  Enter the negative check amount and click Post Manual. 
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3.  Enter the vendors check # with the word “Refund” after the check #.  Change the cash account to 

“Suspense”.  Click Post. 
 

 
 

Because the receipt was entered to Suspense (Credit) and the PO Check Voucher is also entered to 

Suspense (Debit) the net effect to Suspense is 0.00.   

 

To check the accuracy of your entry: 

 

1.  Always review the balance in your Suspense account both before and after your receipt 

2.  Confirm that your cash account has been increased by the amount of the refund 

3.  Confirm that the Order now shows the correct balance 


