Refund an Overpayment - Automated

The following will guide you from Creating Invoice, Receiving Overpayment for the Invoice, Processing that Overpayment to Cash Refund and Cutting a
Check for that refund.

1. Create a Invoice.
a. Sales > Activities > Invoices
b. Click New to open new Invoice screen.
c. In the header,
i. Set Type field to Invoice.
ii. Select customer in the Customer field
d. Inthe grid area,
i. Select an item to return in the Item No. field
i. Type in gty to be returned in the Shipped field, ex. 30.00
iii. Set UOM field to Bushels.
iv. Set Price field to 4.76.
v. Total field will automatically be computed, in this ex. 142.80.
e. Click Post

‘ [ Details | Prepaids and Credit Memas | Instructions | Past Preview | Past History | Payments | Attachments | Auditlog | Activities | Approval
Source Recurring | | Location = 0001-Fort Wayne Q| PoNe Invoice No 51604
Type BilTo = Apple Spice Sales Q| Freight Term |FOB v | splie Q
Customer = Apple Spice Sales QShipTo = Apple Spice Sales Q| ShipDate  + 11/2212018 | Currency USD || Accrual |1 v
Book « | SubBook « | Ship Via Q| Salesperson Q| Applicator Q
Invoice Date = 11/22/2018 [ Comtact  Tom Green Q| Account 12013-0001-004 Q| comments Thank you for your business Y
PostDate  |11/22/2018 B IcT a
+ Insert [ Open [ Tax Details [ Quality X Remove [E}Add Recipe Get Previous Details (7 Pricing  Conditions  Export~ B View~ | Fi :
Contract No. | Sequence ContractBal | Description™ Customer Storsge | Ordered | Order UOM | Shipped | UOM Discount % Tax | Currency Unit
000 CornA 0.00 30 Bushels 0.00% 000 USD
0.00 0.00 o 000% 0.0
« >
Bill To ltem Corn A-Corn A Inventory Impact Subtotal 142.800
OnHand 0 On Qrder (PO} 0 Line of Business Q Tax 0.000
Committed 0| Back Order 0 Total 142.800
Ship To E::‘ :val\ah\e = 3EI: 000 g:i.uraafer ' 2/12/1[!1:3 0 Amaur Received 0000
Amount Due 142.800
? @ O 215 | Edied 1 of1 £ Refresh
i. GL entries for Invoice are as follows.
PostDate | AccountiD Description Reference Account Group Debit Cregit DebitUnic Credit Unit
12013-0001-004 Accounts Receivable-Fort Wayne-Petro 0001005004 Receivables 142.80 3
40010-0001-001 Sales -Taxable - Fort Wayne - Grains 0001005004 Sales
16000-0001-0 Inventories - Fort Wayne - Admin Inventories
1172212018 50000-0001-000 Purchases Default - Fort Wayne - Admin Purchases 102.00 0.00

2. Receive Overpayment for the Invoice.

. Sales > Activities > Receive Payments
. Click New to open new Receive Payments screen.
c. In Details tab > header,
i. Select customer in the Customer field
ii. Select payment method in the Payment Method field, ex. Cash.
iii. Type in amount to pay in Amount Paid field, ex. 200.00.
d. Inthe grid area,
i. Select the Invoice transaction created in Step 1
e. Check Unapplied Amount in header. It will automatically show the difference between Amount Paid and Payment in the grid, for this
illustration, Unapplied will show 57.20, computed as 200.00 - 142.80.

T o



f. Click Post.

Receive Payments - Apple Spice Sales

New ~ Save Search Delete Undo Recalculste Print  Post CreditCard ~ Close

Detalls | PostPreview | PostHistory | AuditLog

Type Cash Receipts ~ | Location = 0001-Fort Wayne Q Record No Created On Save
Customer = Apple Spice Sales Q| Date Paid 11/22/2018 [@| Total AR 24,819.100
Payment Method = Cash ~ |Bank Account 253624539656 Q,| Forex Rate Type ~
Arnount Paid 200.000 | Check No Forex Rate 1.000
Unapplied Amount 57.200 | Currency = UsD | Apply on Account Apply to Budget
Notes Bank Transaction No
[ selectall [ ClearAll [ ViewlInvoice X Remove Exporte B3 View=  Filter (F3) ol
Location DistountDate | DueDate ™ | Invoice No. | Scale Ticke| Customer i Terms Invoice Total | Discount Availa DiscountTaken  Interest | Amount Due Payment
0001-Fort Wayne 1202202018 51694 Net30 142.80 0.00 0.00 0.000 000 142.800
0001-Fors Wayne 08172018 PI2 MNec 30 66.07 0.00 0.00 0.000 66.07 0.000
0001-Fort Wayne 081672018 SIL611 Net 30 23023 0.00 0.00 0.000 23023 0.000
0001-Fort Wayne 08/232017 PP Net 30 -1,000.00 0.00 0.00 0.000 -1,000.00 0.000
0001-Fort Wayne 08212017 CPP3 Net 30 -500.00 0.00 0.00 0.000 -500.00 0.000
0001-Fort Wayne 05182017 CPP-10 Net 30 -100.00 0.00 0.00 0.000 -100.00 0.000
0001-Fort Wayne 09/25/2016  SI-165 MNet 30 26,000.00 0.00 0.00 0.000 25,880.00 0.000
2483910 0.00 000 000 2467630 142.80
? @ O e | Edied 1 of1 {7 Refresh

i. GL entries for Receive Payments with overpayment scenario are as follows:

Post Date Account ID Description Reference Account Group Debit Credit Debit Unit Credit Unit

111222018 10500-0000-000 Undeposited Funds - Home office - Admin 0001005004 Asset 200.00 0.00 0.0000 0.0000
111222018 120130001004  Accounts Receivable-Fort Wayne-Petro 0001005004 Receivables 0.00 5720 0.0000 0.0000
117222018 120130001004  Accounts Receivable-Fort Wayne-Petro 0001005004 Receivanies 000 14280 0.0000 0.0000

3. Process Refund for Overpayment.

1 Note:

Before you can process a refund, make sure that the Customer is also a Vendor. To do that, open Customer record, click on Entity
Type tab and add Vendor in the Type grid.

Customer - Apple Spice Sales

MNew Save Search Deleee Undo Additional ~ Close

Entity = Customer = General Locations = Contacts  Splic | History  Messages — Activities = Attachments = Audit Log | Entity Type

=+ Insert X Remove Export= BH View~ |Filter (F3) oo
Type
Customer
Vendor

http://jira.irelyserver.com/browse/AR-9409

a. Sales > Activities > Invoices

b. Open the Overpayment transaction. You will see this as the first record from the top, with 'COP-' prefix, i.e. if Starting Number prefix
setup for Overpayment is 'COP-', else check the Starting Numbers if setup otherwise.

1 Note:

You can open Starting Number from System Manager > Maintenance > Starting Numbers > select Accounts Receivable in
Modules grid > Customer Overpayment.


http://jira.irelyserver.com/browse/AR-9409

Starting Numbers

Save Close

Details

Modules

All

Accounts Payable
Accounts Receivable
Buybacks

Card Fueling

Cash Management
Contract Management
Credit Card Recon

Energy Trac

c. Click Process Refund. This will automatically create a posted Invoice > Cash Refund type transaction and a ready to post Pay Voucher

transaction

Dr. AR 57.20
Cr. AP 57.20

Credit Memo - Apple Spice Sales

Starting Numbers
Export~ BH View-
Transaction Type
Receive Payments
Invoice

Sales Order

Quote

Customer Prepayment

Customer Overpayment

Provisional

Filter (F3)
Prefix
RCW-
Sl-

50-

Qu-

CPP-

Mumber

21

695

255

53

Use Location

Preview
RCV-211
5I-593
50-255
QU-46
CPP.53
COP-6

PI-3

New Search Print Email - Duplicate | ProcessRefund | Unpast
Dewils | Prepaidsand CredtMemos | Instructions | UnpostPreview  PoscHistory  Payments | Amachmens | Auditlog | Activities  Approval
Source Recurring Location * 0001-Fort W PO No Invoice No
Type BillTo  * Apple Freight Term | FOB Split
Customer ShipTo  * Apple Ship Date Currency
Book Ship Wiz Salesperson Applicator
Invoice Date * 11/21/. Contact | Tom Green Account 12013-0001-004 Comments
Post Date. " T
[y open [ TaxDetails [ Bundle Details [ 7] Quality (7 Pricing  Conditions
ference | lkemMNo. | Description™ Customer Storsge | Ordered | OrderUOM | Shipped | UOM Discount% | Tax | Currency Unic Price
comn CORN 000 2000 Bushels 0.00% 000 USD 4700
000 0.00 0.00% 0.00 0.000

Pay Voucher Details screen is automatically opened. Click Post.
Pay Voucher Details - Apple Spice Sales

Sl-697

+|USD Accrual

Export- B8 View=
Total | Tax Group

94.000 Checkoff

0.000

New Save Search Delete Undo Process Payment
Detail PostPreview  Audit Log
Location 0001-Fort Wayne ~ | Date Paid 11/21/2018 Record No PAY-209
Bank Account = 253624539656 Q| Payment Method | Check ~ | Currency * UsD
Vendor Ne = Apple 5 Unapplied Amount 0.000 | Withheld 0.000
Vendar Pay To= Apple spice Sales ~ Qverride Pay To Check No Cleared Credit Limit
Armount Paid 94,000/ | Select | Bank Balance 12,240,622.700 Date Reconciled
Quantity 0.000 v || setect
Internal Notes  Cash Refund
Check message
selectAll [ Clearll || Pay unpaid prepaid/advance Exporte 88 View=  Filter (F3) b
Pay DueDate Record No Invoice No Commeodity | Terms Voucher Total | AP Account Amount Due | Discount | Interest Payment
12/21/2018  SI-698 Net 30 94.00 20013-0001-004 0.00 0.000 0.000 94.000
0.00 -5400
? @ 12 | Ready 1) of1 [ Refresn
i. GL entries for Pay Voucher are as follows:
AccountID Description Reference ‘Account Group Debit Credit DebitUnit
10004-0000-000 Three Rivers - Operating - Grain - Home ... 0001005004 Cash Accounts 0.00 100.00 0.0000
20013-0001-004 ‘Accounts Payable-Fort Wayne-Petro Cash Refund Payables 100.00 000 0.0000

Filter (F3)

Vendor Buy

Credit Unit
0.0000

0.0000




Pay Voucher Details - Apple Spice Sales

New Search

Process Payment

Deszll

Unpost Preview | AuditLog m
Location 0001-Fort Wayne - Date Paid 1172172018 Record No PAY-800
Bank Account # 253624539656 Payment Method | Check Currency # UsD
VendarNo = Apple Spice Sales Unapplied Amount 0.000] Withheld 0.00
Vendar Pay Tox Apple spice Sales Override Pay To Check No Cleared Credit Limit
Amount Paid 94,000 Bank Balance -12,840,777.780 | Date Reconciled
Quantity 0.000
Imernal Notes | Cash Refund
Check message
SelectAll [ ClearAll || Pay unpaid prepaid/advance Export= 52 View=  Filcer (F3) 24
Pay  Due Date Record No. Invoice No Commodity | Terms Veucher Total | AP Account Amount Due | Discount | Interest Payment
12/21/2018  51-658 Net 30 5400 20013-0001-004 -94.00 0.000 0.000 54.000
94.00 -84.00
Click Print Check.

Process Payments

Print Check  Close

Details

Bank Account 2536

Click Process Payment to cut a check.

Unpest  Close

Bank Name: | Three Rivers Federal Credit Union Next Cheek No
Frocess Payments | Archive File
[ SelectAll [ Clear Al Export= 83 View~  Filter (F3) 1 record(s) (1 selected)
ToProcess | Date Record No. Payee Check No. Transaction Type
v 11/21/2018  PAY-309 Apple Spice Sales Auto-assigned. Click to change. AP Payment

00001104 @ Checks ACH

KA
¢y

Amount Hold | Hold Reason

94.00

5




g. Report Viewer - Check Voucher will then be opened. Click Print to print the Check.
Report Viewer - Check Voucher Middle AP

Archive Close

Hlﬁjk«Page1 lof[ 1] » || M| BA|[BA|| PaF ~

Vendor: 0001005004 Apple Spice Sales Account: 1593578246
Bill 1d Invoice No. Due Date Comment Amount Disc/interest Paid Amt
51-698 1212172018 24.00 0.00 24.00
Check Amount: **94.00 Check Date: 11/21/2018 Check No.: 00001104
iRely LLC Demo Environment Three Rivers Federal Credit Union 00001104
4242 Flagstaff Cove 5600 Main Street DATE: 112112018
Fort Wayne. IN 46825
Fort wayne, IN 46825 24411245
Ninety-Four and QDAQQ == * == =x==xxssssssssrssrsrassacassznces $ =5100
%’3‘(““; Apple spice Sales Void if not presented in 90 days
ORDER 16125 Alta DriveFort Wayne, IN 46803
OF

Checks over 250 should be countersigned

®O00aa0Lm2?LY 732228 25362L5359656

Vendor: 0001005004 Apple Spice Sales Account: 1593578246
Billld Invoice No. Due Date Comment Amount Disc/interest Paid Amt
51-698 122172018 94.00 0.00 94.00
Check Amount: **94.00 Check Date:  11/21/2018 Check No.: 00001104

h. Close the Report Viewer, then close the Process Payments screen.



	Refund an Overpayment - Automated

