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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. 

 
 

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.   
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3. Enter a client 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. 

 
 

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. 

 
 

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.  
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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. 

 
 

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.  

 
  

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. 

 
 

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 an existing credit invoice on the client’s AR: 

1. Set up the client as a vendor in vendor maintenance. 

 
 

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.   
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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. 

 
 

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. 

 
 

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.  

 
 

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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4. Select the client in Cash Receipts.    

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

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.  

 
 

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


