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Applying a Customer Credit to an Invoice

Last Modified on 02/01/2022 1:42 pm EST

This guide explains how to put a customer's overpayment or refund amount toward a
separate invoice. It is intended for advanced users.

When clients overpay, you should process the overpayments (nttp://zace5 knowledgeowl.com/help/processing-
customer-overpayments) tO reflect the real life situation. Additionally, there may be credit/adjustments
applied (https//aaces knowledgeowl.com/help/using-the-adjustment-field-in-disbursements) from order changes or
cancellations. In either case, the credit balance can be applied to other outstanding balances.

Before You use this process to apply a customer credit (https;//aaces knowledgeowl.com/help/issuing-a-customer-
credit), Make sure you have the invoice IDs of both the credit and the destination records.

1. Navigate from Main Menu > Accts Receivable > Receipts.
2. Click New > Customer Payment.
3. Inthe Payment Info and Bank Info sections, enter these details:
o Company — Specify the customer.
aACE auto-populates the Invoices list with the customer's pending and open
invoices, including the credit. Invoices with an Amount of zero will simply be
removed from the receipt on post, so you do not need to remove any invoices from
this listing.
o Amount — Set to zero. (The amount you are moving is both a credit and a debit.)
o Pmt Method — Set to Credit/Ad|.
o Bank Account — Specify any GL account.
Since the Amount for the receipt is zero, this movement will not affect bank
reconciliation.
4. Inthe Invoices section, if one of the needed invoices is closed, you must manually locate
it by entering the invoice ID or using the Selector ( @ ). Then enter the correct Amounts:
o Creditinvoice — Enter a negative value for the credit amount.
o Openinvoice — Enter an equal positive value.
When you click the Update icon ( [ ), the Out of Balance amount should equal zero.

Powered by aACE | 1



aACE Software

[ XeN Receipts &8
= FR

Receipt: 50060 Applying refund from ORD50095 to ORD50097 09/25/20 = penpine O

Customer Payment Details | Notices Emails S Docs @
Payment Info Bank Info
Company > Amount Bank Account >
St. Catherine High School Q 0.00 1120 Undeposited Funds - Cash/Checks
Pmt Method Reference # n ‘Customer Credit Card Deposit On Deposit Status Batch Bank Rec Status > Reconciled
CREDIT/AD] 09/25/20
Invoices

m Invoice Date Title Order Suggested Balance 2> Amount djustment Total ¥

1> 50078 . 09/25/20 St. Catherine High School > 50095 * -174.75 ) 0.00 -174.75 %
2 > 50081 . 09/25/20 St. Catherine High Schaol > 50097 * 576.58 ' 0.00 174.75 %
3 > 50083 . 09/25/20 St. Catherine High School > 50098 * 2,930.95 » 0.00 0.00
Q
Total Allocated 0.00 (3
Out of Balance 0.00
o # Office AI . PmtTaken By Alexis Kohn Cancel m

5. Click Save and Post.

Examples of Applying a Credit

You may need to apply a credit when there are different ratios of the credit balance to the
open invoice balance. You must enter the correct amounts to ensure the adjustment applies
as needed.

Credit Less Than New Invoice

Suppose a customer received an order, then returned some of the items

(https://aace5 knowledgeowl.com/help/overview-of-processing-customer-returns) aNd did not want them replaced. This
resulted in a credit on the order. Later, that customer placed a second order for a different

product. The credit from the earlier order could be used to pay down the second invoice.

When the A/R rep saw that there was an open invoice with a credit from the return, she used
the process above to enter a customer payment that applied the credit. For the return invoice
line, she entered the $234.80 amount as a negative value, then entered the same amount as a
positive value for the new invoice:
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Receipt: 50055 Credit from ORD50037 > ORD50038

09/15/20 PENDING ()
Customer Payment Details | Notices Emails S Docs @
Payment Info Bank Info
Company > Amount Bank Account >
Southglen High School Q 0.00 1120 Undeposited Funds - Cash/Checks Q
Pmt Method Reference # n ‘Customer Credit Card Deposit On Deposit Status Batch Bank Rec Status > Reconciled
CREDIT/AD] 09/15/20 [
Invoices
ﬂ Invoice Date Title Order Suggested Balance > Adjustment Total ¥
1 = 50038 @ 09/15/20 Southglen High School > 50037 * -234.80 » 0.00 -234.80 %X °
2 > 50040 @ 09/15/20 Southglen High School > 50038 * 3,717.07 » 0.00 234.80 ®
Q
Total Allocated 0.00
Out of Balance 0.00
@ + ofice & Q| PmtTaken By Alexis Kohn Cancel m

When she saved and posted the receipt, the refund credit was reduced to zero, while the new
invoice was reduced by the credit amount from $3,717.07 to $3,482.27:

T Receipts
= $ Record: 10f1

o’
Newdp Edit## Delete Printih  Actions 3

Receipt: 50055 Credit from ORD50037 > ORD50038 09/15/2020

POSTED
Customer Payment Details | Notices Emailsi__ Docs @
Payment Info Bank Info
Company > Amount Bank Account >
Southglen High School 0.00 1120 Undeposited Funds - Cash/Checks
Pmt Method Reference # Customer Credit Card Deposit On Deposit Status Batch Bank Rec Status > Reconciled
CREDIT/AD] 09/15/20
Invoices P
Invoice Date Title Order Suggested Balance Amount Adjustment Total

1 > 50038 09/15/20 Southglen High School > 50037 * 0.00 -234.80 0.00 -234.80 .
2 > 50040 09/15/20 Southglen High School > 50038 * 3,482.27 234.80 0.00 234.80

Total Allocated 0.00

Out of Balance 0.00

@ + ofice &t

Pmt Taken By Alexis Kohn

Credit Exceeds New Invoice

Suppose a customer ordered several items, but overpaid on the invoice

(https://aace5.knowledgeowl.com/help/processing-customer-overpayments). 1 NiS generated a credit memo invoice. Later
that customer made a smaller, follow-up order for a different product. The credit from the
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earlier order would entirely cover the second invoice.

When the A/R rep saw this situation, she created a customer payment to apply the credit. For

the credit memo invoice line, she entered the $97.16 amount as a negative value, then
entered the same amount as a positive value for the second invoice:

Receipts.

= N I Wl

Receipt: 50060

Apply credit to ORD50042

09/16/20

PENDING ()
Customer Payment Details ‘ Notices Emails &d Docs &
Payment Info Bank Info
Company > Amount Bank Account >
Monthoro School District Q 0.00 1120 Undeposited Funds - Cash/Checks Q
Pmt Method Reference # n ‘Customer Credit Card Deposit On Deposit Status Batch Bank Rec Status > Reconciled
CREDIT/AD] 09/16/20 @
Invoices /\
B Invoice Date Title Order Suggested Balance > Amount Adjustment Total XK
1 > 50045 @ 09/16/20 Credit Memo for Montboro School * -101.70 » -97.16 0.00 -97.16 X ~
2 > 50046 @ 09/16/20 Montboro School District > 50042 * 97.16 » 97.16 0.00 97.16 %
Q
Total Allocated 0.00
Out of Balance 0.00
@ # oficen

Q. PmtTaken By Alexis Kohn

S - |

When she saved and posted the receipt, the credit was reduced to $4.54, while the second
invoice was reduced to zero and closed:

& Record: 10f1

Receipts.

o
Newds Edit# Delete3 Print/sh  Actions 3

Receipt: 50060 Apply credit to ORD50042 09/16/2020

POSTED
Customer Payment Details | Notices Emails S Docs @
Payment Info Bank Info
Company > Amount Bank Account >
Monthaoro School District 0.00 1120 Undeposited Funds - Cash/Checks
Pmt Method Reference # ‘Customer Credit Card Deposit On Deposit Status Batch Bank Rec Status > Reconciled
CREDIT/AD] 09/16/20 =
Invoices
Invoice Date Title Order Suggested Balance Amount Adjustment Total
1 > 50045 09/16/20 Credit Memo for Montboro School -97.16 0.00 -97.16 .
2 > 50046 09/16/20 Montboro School District > 50042 97.16 0.00 97.16
Total Allocated 0.00
Out of Balance 0.00
@ # ofice & Prt Taken By Alexis Kohn q:(.
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Credit Exactly Equals New Invoice

You can easily move a payment from one invoice to another (nttps./aace5.knowledgeowl.com/help/moving-a-

customer-payment-from-one-invoice-to-another).

Applying a Customer Credit During Payment Processing

If a customer has an existing credit balance, when you create a new order for them, the credit
amount will display in the A/R Balance field:

[ ] Orders &
= 4 Record: 10f1 Newsp Edit## Deleted PrintE  Actions A1
Order: 50012 Brightside Charter School 9/22/2020 oPeN @
Sales Order Job Costs & Approvals Notices Emails R4 Docs @
No packing peanuts.
Bill To =1 » Ship To 8767 Cherry Blossom Road [=7] # ies & C
Customer (Bill To) > Contact > Ship To Company >  Use Bill To x| Ship To Contact >
Brightsid ster School Luisa Ramos Brightside Charter School Luisa Ramos
AR Balance > Credit Available Rate Card > Delivery Type Courier Service
-382.85 Ship Together
SaltTHs onffer PO # Billing Terms Disc % Courier Account # Shipping Terms ~ FOB
s Net 30 5%
dditional Info
Order Items
Line Item Code Description Cases  Quantity BO DS SO Unit Price Unit Adj Total
1 > Se-B-G4 Goat hair bamboo brush size 4 »* 10 9.12 0.00 91.20 ~
2 > Se-B-H 1/2" Hake Brush * 10 11.88 0.00 118.80
3 > Se-B-R1 Rabbit hair bamboo brush size 1 »* 10 2.00 0.00 20.00
4 > Se-B-WB2 White bristle bamboo brush size 2 ~* 10 4.18 0.00 41.80
5 > PAINT-SC Set of Standard Colors »* 10 11.40 0.00 114.00
6 > WKBK-YFP Your First Paintina +* 10 7.60 0.00 76.00
Subtotal 461.80
Adjustment 0.00
* *
Sales Fulfillment Total 461.80
Lead > Acct Manager > Referral Company > Ffmt Priority  Start Date End (Delivery)  Job > Shipping 000 000 PSO@
Normal 09/22/20 09/24/20 Tax our 0.00 X Exempt
Campaign > Type Route Source Grand Total 461.80
Sales Phone Referral 3 Payment Due 461.80 @
o # Dept AI Assigned By Jamie Gianelli Assigned To Jamie Gianelli Tracking Status Open Order a

You can apply this credit immediately when the customer places a new order.

1. After entering the needed details and opening the order, click the Plus icon ( g3 ) near the

Payment Due total.

2. At the Enter Payment dialog, click the double chevrons (>>) to apply the available credit.
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Enter Payment
|

Apply Payment

Amount Due 461.80
Credit Available 382.85 » 382.85
Payment (Amount or Percent) » 78.95
Balance after Payment 0.00

Payment Method @ CREDIT CARD () DEBIT CARD () CASH (U CHECK () ACH () BILLME () OTHER

creditCard  [£3 Receipt Notes

Approval Code

Payment is a Deposit

Cancel Apply Payment

Note: If the credit is smaller than the order's total, the total amount due is reduced and
the credit is zeroed. If the credit is larger than the total, the total amount due is zeroed
and the Payment Method is automatically updated to Bill Me to preserve the remainder
of the credit.

3. Continue with the standard process for applying the payment.
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