@©dvantage

Issuing Client Refunds

How to issue a check for a client overpayment before it is placed on account:
1. Setup the client as a vendor in vendor maintenance.

Mamn Defaults / Motes  EEOC Status 1099 Info Contacts  Representatives Media Defaults  Media Info Media Delivery  Media Specs  Pricings  Documents
Code:  |HBE Inactive

Name and Address Pay To Name and Address

Vendor: |abe

Mame:  ABC Children's Clathing Mame  ABC Children's Clothing
Address Pay To address
Address 10| 5595 Apple Avenue Address 1- | 599 Apple Avenue
Address 2: Address 2:
Address 3: Address
City: Les Angeles City: Las Angeles
‘_1 County: County:
: State: LA Zip: | 90866 State: Ch Zip: | 90888
; Country: Country:
Phone: | [B85)123-4567 Ext: Phone: Ext:
Fax. Ext: Fax Ext:
Default Category: MNewspaper - | Federal Tax ID:
Media Categories Allowed Website:
Internet Magazine + | Newspaper Email:
Out of Home Radio Television Payment Manager Email:

2. Enter an Accounts Payable invoice against this vendor in the amount of the overpayment. Distribute
under the Non-Client tab to a balance sheet account that can be used as wash account.

4 o x|
General Info *®
WVendor: [8D0 - ABCDY ail Coupon Delivery Invoice Number: refund for credit Distribution | Transactions Checkswr 4 ¥
Pay To: | ABC Direct Mail Coupon Delivery Description: refund for credit invoice 2287 Client Total: 0.00
Address Entry Date: 71712007 Amount: 8721 Non Client Total 87.21
Address 1: | 555 Apple Avenue Invoice Date:  THITI2017 @ Tax: 0.00] Balance to Apply: 0.00
Address 2 Date to Pay: Tiz7i27 - Total: 87.21
Address 3: Posting Period: | 200707 - July + | Discount %: | 0.000 = 0.00
City: Los Angeles Total Due: 87.21
County:
State: CcA Zip: 90883 Office: main - Main Cffice ~ | Total Paid: 0.00
Country: Terms: 10d - Met 10 Days with discount 2.0 - On Hold 1099 Invoice
Mote: - | GLAccount 01.2000.00 - Accourts Payable - Production o
Message:
Production Mewspaper Magazine | Non-Client
1 Account Payable GL Distribution Detail(s)
P.O. Humber P.0. Line P.0. Complete Office GL Account GL Account Description Amount P.0. Amount P.0. Balance Comment
#* Click here to add a ne
2 nc 02.2999.00 Client Refunds 8721
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dva nta ge Applies to: AQUA

3. Enter aclient cash receipt and apply the full payment to the appropriate invoice(s).

4. On the invoice(s) with the overpayment, write off the overpayment to the same balance sheet
account used in step 2. Enter or select the account in the GL Account column. The Write off Amount
will automatically calculate.

Client Cash Receipt

YEEL,

Apply Partial Undo Apply Undo Apply Undo
Actions Payment On Account ‘wirite Off

Client |ab: - ABE Childrens Clothing - | Posting Perod: 202707 - July - Distribution | Transactions
Check Number: 20170717 Client Invoice: 11,345.42
AR Comment: |AR Comment text - | PaymentType: | R | On Account:

Chedk Information On Account Balance: -11,345.42
Date:  [Fji7f2017 - Division: [~]
Amount: | 0,00 | | Produck |

Deposit Information |

Date:  A7)2007 0 | [1s Cleared Campaign:

Bank: |np-Cperati19 Account

Office: |main -Main Cffice

| . | GL Account: | - | Message:

|
|
Office: |
|
|
|

| Amount: D.DU|

| Comment: o

-

Account |Dl. 1000.00 - Cash in Bank - Checking

11 Client Invoice(s)
| Invoice Date Invoice Amount Current Balance | Payment Amount GL Account | GL Account Description Write Off Amount Division Code
* 132017 500.00 0.00 500.00 abc
* 2ZTEmT 500.00 0.00 500.00 abc
* 2152017 1,000.00 0.00 1,000.00 abc
b 21152017 525821 0.00 534542 02.2999.00 Client Refunds -87.21 abc
242017 120.00 30.00 abe

5. Write a check against the AP invoice created with the client as a vendor.
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How to issue a check for cancelled pre-billed jobs:
1. Set up the client as a vendor in vendor maintenance.

Code:  [EBEN] [ inactive

Mame and Address

Address

Main Defaults / Notes  EEOC Status 1039 Info Contacts  Representatives  Media Defaults  Media Info

lNevs ABCOMMRnsCabes

Pay To Mame and Address
Wendor:
Name:

Pay To Address

Lddress 1: |555 Apple Avenue

Applies to: AQUA

Media Delfivery  Media Specs Pricings  Documents

Lddress 1 |555 Apple Avenue

| |
Address 22 | | hddress 2 | |
Address 3 | ||| address 3: | |
City [Los Angeles || ity [Los Angeles |
4 county: | || County: | |
State:  [CA | zip. |90888 || smte [ca | zip [g0888 |
|| comnry: | || country: | |
Fhone: |[885]123-4567 | ext: | | Fhone: | = |
| e ] rec | e [
Default Category [Newspaper [~ Federal Tax D [
Media Categories Allawed Vebsite: [
[ Internet [ Magazine Newspaper Email: [
["1 Qut of Home [ Radio [ Television Payment Manager Email: |

2. Enter an Accounts Payable against this vendor in the amount of the refund. Distribute under the Non-

Client tab to a balance sheet account that can be used as wash account.

@ m]
General Info #
Vender: | Invoice Number. efindforeredit T [ Distrbution| Transactiors. Checks vir 4 P
Pay To: | ABC Direct Mail Coupon Delivery Description: refund for credit invoice 2287 Client Total:
Address Entry Date: 7117/2017 Amount: _ Mon Client Total
s[5 ol s moceose.  RO] T S
City: Los Angeles Total Due: 87.21
County:
se [ |zp: st oce eneME OGS | Tt P
Counr Toms: NG0OSSO0 | ClOnkee (11099 e
Message:
Prod Mewspaper M Non-Client
1 Account Payable GL Distribution Detail(s)
P.O. Number P.0. Line | P.0. Complete | Office GL Account | GL Account Description A it P.O. A t | P.O. Bal L it
#* Click here to add a new row
b [] 02 .2999.00 Client Refunds a7.21
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Applies to: AQUA

3. For jobs billed using Income Only or Service fees, enter a negative income only record in the amount

of the refund. Process the credit invoice through the billing command center.

Income Only | Service Fee Contract

Options
Client: abc - ABC ns Clothing Job: 431 - Back to School Ads = | Reference Code:
Division: abc - ABC Childrens Clothing - | Component |1 -Back to School Ads ~ | Invoice Date: I -
Product abc - ABC Childrens Clothing - | Function: projec - Project Fee = | Contract [Flease Select] b
1 Income Only(s)
Function Function Description | Invoice Date | Quantity Rate Amount Markup % | Markup Amount | Tax Code Taxes Total Description
#
b | projec Project Fee THTR201T 1.00 -87.1200 -87.12 0.000 0.00 -87.12

For jobs billed through Advance Billing, enter a negative net advance in the amount of the refund.

Process the credit invoice through the billing command center.

or  Advance Billing  Doc

1 Advance Billing ltem(s)

Function Type & | Function Function Description & | QtyHours |Rate NetAmount | Markup% | Markup Amount | Amount Tax Code

v e bl Biing 10 el 0000 200

871 0.00

Non Resale Tax | Total Advance

Resale Tax | Total Advance with Tax

871 0.00 8721

4. Do a zero dollar Client Cash Receipt, writing off the credit invoice to the same balance sheet account
used in step 2. Enter or select the account in the GL Account column. The Write off Amount will
automatically calculate. Do not enter an amount in the Payment Amount Column.

Client Cash Receipt

00 =HF YV ELEY

Eedpicce Apply Partial Undo Apply Undo Apply Undo
Actions Payment On Account wirite OFf
Client Bbc- ABC Childrens Clothing Posting Period: 201707 - July - Distribution | Transactions
CheckNumber: 20170717 Client Tnvoice: 0.00
AfR Comment: AR Comment text > | PaymentType: - n Account: 0.00
Check Information On Account Balance: 0.00
Date: 7172017 - Division: -
Amount: 0.000  Product
Office:
Deposit Information
pate: {72007 - | []1sCleared Campaigm:
. - | Message:
Bank: op - Operating Account - GL Account:
Offices main - Main Office Amount: £.00
Account  |01.1000.00 - Cash in Bank - Checking Comment: :
10 Client Invoice(s)
Invoice Number Seq Nbr Description Category Invoice Date 7| Invoice Amount Current Balance Payment Amount GL Account GL Account Description Write Off Amount
2147 0 Inv by Job/Office 132017 500.00 500.00
2151 0 Inv by Job/Office 1272017 500.00 500.00
7T 0 Inv by Sales Class ansizn7 1,000.00 1,000.00
2178 0 Inv by Sales Class 2182017 925821 9,258 21
2218 0 Inv by Job/Office 31242017 120.00 30.00
2219 0 Inv by Job/Office 31242017 1,185.00 1,185.00
2281 0 Inv by Job/Office 51312017 410825 4,106.25
2282 0| Inv by Job/Office BI30/2017 2,238.00 2,238.00
2283 0| Inv by Job/Office 732017 3,336.46 3,336.46
(3 2287 0 Inv by Job/Office TIT20Y -87.21 0.00 02.2999.00 Client Refunds

5. Write a Check against the AP invoice created with the client as a vendor.

Updated 12/2017
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How to issue a check for an existing credit invoice on the client’s AR:
1. Set up the client as a vendor in vendor maintenance.

Applies to: AQUA

Code:  [EBEN] [ inactive

Mame and Address

Address

Main Defaults / Notes  EEOC Status 1039 Info Contacts  Representatives  Media Defaults  Media Info

lNevs ABCOMMRnsCabes

Media Delfivery  Media Specs Pricings  Documents

Pay To Mame and Address
Verdor: GBS | [Chefesh

Pay To Address

Name:

Lddress 1: |555 Apple Avenue

Lddress 1 |555 Apple Avenue

| |
Address 22 | | hddress 2 | |
Address 3 | ||| address 3: | |
City [Los Angeles || ity [Los Angeles |
4 county: | || County: | |
State:  [CA | zip. |90888 || smte [ca | zip [g0888 |
|| comnry: | || country: | |
Fhone: |[885]123-4567 | ext: | | Fhone: | = |
| e [ Fac | Y —
Default Category [Newspaper [~ Federal Tax D [ |
Media Catsgories Allowed Viebsite [ |
[ Internet [ Magazine Newspaper Email: [ |
] Out of Home I Radio [ Television Payment Manager Email: | |

2. Enter an Accounts Payable against this vendor in the amount of the credit. Distribute under the Non-
Client tab to a balance sheet account that can be used as wash account.

@ o X
General Info *
Vendr. | Invoice Number. efindforeredit Y [istrbution| Transactions. Checks i 4 »
Pay To: | ABC Direct Mail Coupon Delivery Description: refund for credit invoice 2287 Client Total:
Address Entry Date: 71712017 Amount: _ Non Client Total 87.21
s 555 bl e wocoons. TNLE] T ———
City: Los Angeles Total Due:
County:
courtr Tems:  [EENGODSAWHEERRZO N <] TOnkie 1109 e
Message:
Production Mewspaper Magazine | Non-Client
1 Account Payable GL Distribution Detail(s)
P.0. Humber P.0. Line | P.0. Complete | Office GL Account | GL Account Description A it P.O. A it P.0. Bal C it
#* Click here to add a new row
3 D nc 02.29959.00 Client Refunds a7.21
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dva nta ge Applies to: AQUA

3. Do a zero dollar client cash receipt, writing off the credit invoice to the same balance sheet account
used in step 2. Enter or select the account in the GL Account column. The Write off Amount will
automatically calculate. Do not enter an amount in the Payment Amount Column.

@ | Client Cas eipt

— == =
==, It g —4
podpiiears] Apply Partial Undo Apply Unda Apply Undo
Actions Payment On Account \write Off
Client: abc - ABC Childrens Clothing. Posting Period: | 201707 - July. - Distribution | Transactions
CheckNumber: 20170717 Client Invoice: 0.00
AfR Comment: AR Comment text ~ | Payment Type: - On Account: 0.00
Check Information On Account Balance: 0.00
Date: 7i17f2017 - Division: -
Amount: 0.000  Produck
Office:
Deposit Information
Date:  [FAAI2OLAN - | [1s Cleared Campaign:
. « | Message:
Bank: op - Operating Account - Gl Account:
Office: main - Main Office Amount: 0.00
Comment s

Account  |01.1000.00 - Cash in Bank - Cheddng

10 Client Invoice(s)

Invoice Humber Seq Nbr Description Category Invoice Date 7| Invoice Amount Current Balance Payment Amount GL Account GL Account Description Write Off Amount
2147 0| Inv by Job/Office 1132017 500.00 500.00
2151 0| Inv by Job/Office 272017 500.00 500.00
2177 0 Inv by Sales Class 2182017 1,000.00 1,000.00
2178 0 Inv by Sales Class 2182017 9.258.21 9,258.21
2218 0 Inv by Job/Office 32412017 120.00 30.00
2219 0 Inv by Job/Office 32412017 1,185.00 1,185.00
2281 0 Inv by Job/Office si312017 4,106.25 4,106.25
2282 0| Inv by Job/Office BI30/2017 2,238.00 2,232.00
2283 0 Inv by Job/Office 732017 333646 3,336.46
ve 2287 0 Inv by Job/Office MTR017 5721 0.00 02209900  Client Refunds T o)

4. Write a Check against the AP invoice created with the client as a vendor.
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How to issue a check to a client for an amount on account:
1. Set up the client as a vendor in vendor maintenance.

Mamn Defaults / Motes  EEOC Status 1099 Infa Cortacts  Representatives Media Defaults  MediaInfo  Media Delivery Media Specs: Pricings  Documents
Code: (BB Tinactive
Mame and Address Pay To Name and Address

e WCCwenCmm o ttwesoews

Address Pay To Address

Address 1 |555 Apple &venue Address 1 ‘555 Apple Avenue

| |

Address 2| | ddress 2 | |
Address 3. | ||| Address3 | |
City: |Las Angeles ||| ity Los Angeles |

4 | | Counsy: [ ||| counte: | |
| sme  [ca | zip: 20888 | sate oA | zip: [s0se8 |
| comry: | ||| country: | |
Phone:  |[BE51123 4567 = | Phone: | =t |
Fac | | Bt | || [Fac | | B | |
Default Categary [Mewspaper [+ Federal Tax ID: [ |
Media Categories Allowed Viebsite: [ |
[internet [ Magazine Newspaper Email: [ |
[ Out of Home || Radic [ I Television Payment Manager Email: | |

2. Enter an Accounts Payable invoice against this vendor in the amount of the on account. Distribute
under the Non-Client tab to a balance sheet account that can be used as wash account.
4 o x|

General Info #
' : | tnvoice Number. fandfereredit T [Distibution| Transactions Checks v ¥
Pay To:  ABC Direct Mail Coupon Delivery Description: refund for credit invoice 2287 Client Total:
Address EniryDate:  |7/117/2017 ameunt. [TE7EH 1o Client Total
Address 1: | 555 Apple Avenue Invoice Date: _Z| Tax: Balance to Apply:
Address -t Date to Pay: _z| Total:
Address 3 Fosting Pericd: 201707 -duly |+ | Discount %: [ ool
City: Los Angeles Total Due:
County:
s 2o em o ORI | - e
Country: Terms: — []0n Hold [11099 Inveice
Gl OO0 Acicage-Fodiim -

Wendor:

Message:
Preduction Mewspaper Magazine | Non-Client
1 Account Payable GL Distribution Detail(s)
P.O. Humber P.0. Line | P.0. Complete |Ofﬁoe GL Account | GL Account Description A it P.0O. A it P.0. Bal C it
#* Click here to add a new row
3 [ nc 022999.00  Client Refunds 87.21

3. Enter two manual invoices, one positive and one negative, for the amount of the on account,
changing the sales account to the Suspense account.
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Add New Manual Client Invoice

Add | Cancel | Print Current Batch = Print Last Invoice

Applies to: AQUA

4. Select the client in Cash Receipts.

a. Apply the on account amount to the positive manual invoice you have created.

Actions
Client: |abc - ABC Chidrens Clothing |~ | PostPeriod: |201707 - July [~
Division: abc - ABC Childrens Clothing |+ | Type: P - Production M
Product: abc - ABC Childrens Clothing |+ | Date: 7/17/2017 -
Office: |nc - Morth Carolina |
Zales Class: | | A |
Description:
Amounts GL Accounts

Invoice Amount: | g7.21| AR |02, 1200.00 - Accounts Receivable [~]
Sales: | 87.21| Sales: 102.9999.00 - Suspense M
Cost of Sales: | 0.00 | COs: | [Please Select] | - |

Offset |[Please Select] | v |

b. Write off the negative manual invoice to the same balance sheet account used in step 2. Enter
or select the account in the GL Account column. The Write off Amount will automatically

calculate.

00 FHFFVEVEY

Add | Cancel | pogy | Partil | Undo Apply | Undo Apply | Undo
Actions Payment ‘On Account \wirite Off
Client: [PBe=AEG Chilrens Giotting | Posting Period: (301707 - July. o Distribation] Transactions
Check Number: [20170717 Client Invoice: 57.21

AR Comment: | AR Comment text

On Account:

Balance:

[7] Message

0.00]

Chedk Information On Account
Date: Ff17/2017 - Division: |
Amount: | 8721  Product [

Deposit Information Office: |
Date:  FHARi200 M - | [ 1= Cleared Campaign: |
Bank: |np—CbElali|gAmu1t "l GLAccount: |
Office: |main - Main Office | Amount: |

| Comment:

Account |U]. 1000,00 - Cash in Bank - Checking

7 Client Invoice(s)

|Ca(egory Invoice Date ¥ | Invoice Amount | Current Balance | Payment Amount | GL Account | GL Account Description | Write Off Amount

Invoice Humber 7| SeqHbr | Description
3 2218 0 Inv by JobiOffice 312412017
2218 0 Inv by JobiOffice 2412017
2231 0 Inv by JobiOffice /3172017
2282 0 Inv by JobiOffice 81302017
2283 0 Inv by JobiOffice NI2017
* 900061 0 THTROIT
+ 900062 0 THT0T

120.00 30.00
1,185.00 1,185.00
4106.25 4,106.25
2,238.00 2,238.00
3,336.46 3,336.46
a7 0.00 a2
2721 0.00 022999.00  Client Refunds

5. Write a check against AP invoice created with the client as a vendor.
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