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Applying a Vendor Credit to a Purchase

Last Modified on 05/25/2023 9:31 pm EDT

This guide explains how to pay a vendor using an existing credit memo. It is intended for
general users.

If you have a credit memo on file for a vendor (https://aaces knowledgeowl.com/help/processing-refunds-for-vendor-
purchases), yOU can apply that credit to other outstanding balances on open purchases.

Apply a Vendor Credit from the Disbursements Module

1. Navigate from Main Menu > Accts Payable > Disbursements.

2. Inthe menu bar, click New > Vendor Payment.

3. Inthe Company field, specify the vendor with whom you have a credit.
The company's open purchases are displayed in the Purchases list, including the
available credit showing as a negative amount.

4. Remove any unrelated purchases from the Purchases list — the list should only show
the available credit and the purchase you want to apply that credit to.

5. Click the Apply ( » ) icon for the Suggested Balance of the credit and the purchase.

6. Inthe Totals section, click the Refresh icon ( 3 ).

7. Inthe General Info section, update the Amount to match the Total Allocated (i.e. so the
balance zeroes out).

eoe Disbursements B'

Disbursement: 60111 textbook resupply using credit 07/08/22 = eenome O

Vendor Payment Details Motices Tasks [G Emalls 4 Docs

General Info Payee Address Payment Info
c Pay T The Order Of Paryment Method
Macrnillan Macbeth-Corridor CHECK

e

Banix count = 253 EH zm m Check SEatus Batch Remittance Acvion
1115 | Cash Checking (AI)

Bank Rec Status Reconcied m Y(H'k “' 1m]s Meme
United States American textbook resupply using credit
Purchases
Purchass Tate Vendor [ 8 Werdor I Dt otal Suggedted Balance X t otal
- 60103 L 0708722 4651 07/08/22 E -336.00 -336.00 ¥ 0.00 -336.00 X *
60104 L 0708722 4658 07/08/22 = 418.67 41867 @ 0.00 418.67 X
Total Alocated 8267 [0
Out of Balance 0.00
#  Offics AL L Tracking Status Canzal m
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8. Click Save and Post.

Example

Suppose that aACME Education Solutions has a $4,000.00 credit with a vendor from a
recent product return. This shows as a negative value on the company record Vendor
Details tab:

[ ] [ ] Companies

Mewde Edit g Deleted PrimtiE  Actions A

¥ Reond: 11 of 27

Company: Aperture Technologies (50035) ACTIVE @

Company Details Sales B Marketing Customer Details  Vendor Details Finance & Accounting Motices Tasks [ Emails B Docs &
Payee Address @ Syncwith Biling X Syne with Office Purchasing Setup - Shipping Setup *
Billing Sslutation | Company Name Payment Terms AR Cortadt > Carrier Carrier Service Account &

Aperture Technologes Net 30 Mick Sullivan
Address Serd Decs Wia Ermai Sh F
284 Tth Avenue Suite B01 Email nsullivan@aperturetech.com =]
PO Printout Default Tempiate for POs Free Shipping Type Free Shippirg Threshold
ey State | Prov Postal Code
New York WY 10015 Current Purchasing Preferences
Country Fostal Formak Curmency Last Puncharme C plance Dvop ship only. Vendor cnly sceepts drop shipments,
United States of America American UsD 182022 Dvop shipping not allowed, POs cannot be drop shipped,
Products (15) Purchase Orders (59) Purchases (51} Disbursements (40}
Code Product Code GL ACCout Last Purchass Date i
= TBLT-7 | Student Tablet, 7* Screen TTABEL4 - 50009 | Aperture 121219 300,00 =
- TBLT-7C | Student Tablet, 7 Case - S027B | Aperture o212z 12.99
TBLT-8 | Student Tablset, B° Screen 0.00
TELT-8C | Student Tablet, B° Case 50309 | Aperture: 0z/18/22 14,99

* TBLT-9 | Student Tablet, 5 Screen * GO008 | Aperture 06/14/22 199.55

» TBLT-9C | Student Tablet, 5° Case > 50309 | Aperture 02/18/22 14,96

- TECH-001 | Blectronic Whiteboard, - 5001 | Uncategorized Cost of » 60074 | Aperture o7/01f22 799.99

TEFHANT | Flasbeamie Wik EAA | bne sk Feed ol RAINE | Amask e NIRRT A mnn
* &

They also have an open purchase with that vendor, totaling $4,034.94:
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aoe Purchases
= § Record: 1071 Newds Edit # Deleted Print/S  Actions A
Purchase: 60107 | Aperture Technologies 07/08/22 oreN @
_I Purchase Details Hotices Tasks B Emails & Docs i
vendor + Description B Payment Commenits
Viender > ¥ Contact > Test
Aperture Technologies Hick Sullivan
Recur Trarsaction » Werdor I # Inv Date R
Ba @ opsn Additional Info
Test
Pur Order > Payment Terms  Payment Due  Pmint Expected
60121 Net 30 08/07/22 0BT O
Purchase Items
Code GL Acct Description Purchase Onder Job Dept Qty Unit Cost Tota Freight
* TECH-002 5001 Electronic Whiteboard, Mounted - §0121 Al i 4,000,00 4,000.00 000 2
+ TECH-E4 1301 Deluxe remote control fior - 60121 Al 1 29,95 20,95 0.00
+ TECH-B 1305 Mouniting Kit - 60121 AL 1 4,99 4.99 0.00 2
Subitotal 4,034.94 0.00
Disbursements Adjustments Refunds Frsgh‘: 0.00
! - Shipping Exp 0.00
B cisbunenet Dute Marma —T Amount - -
Use Tax 0.00:
# Dept A Asgn To D) Tracking Status 1:,

The available credit can be applied to the current purchase from the Disbursements
modules, using the steps described above.

At the disbursement record, the suggested balances from the open purchase and the
available credit are displayed. By updating the Amount field in the General Info section, the
Out of Balance value becomes zero — the check plus the product return credit offsets the
open balance of the purchase:
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Disbursement: 60112

Disbursements

6478137

07/08/22 -~ eenomnG O
Vendor Payment Details | Hotices Tashs[i  Emalsi@ Do
General Info Payes Address Payment Info
Company = Pay T The Order OF Payment Methiod Chveci #
Aperture Technologies 4 Aperture Technologies CHECK
Banic Account > 284 Tth Avenue Suite 801 Check; Status Babch Fernittance Advice
1115 | Cash Checking (AL}
Bank Rec Status > Reroncied New Yark NY 10015 Memo
United States of America  American 478137
Purchases
Purchads Dt Wendor [ & “erdor Inv Dte Total Suggested Balance X Aot Aectjustirent Total X
= 60106 L 070822 4654 070822 h_| -4,000.00 -4,000.00 ¥ -4,000.00 0.00 -4,000.00 X °
= 617 L 070822 1321 070a/z2 = 4,034.94 4,034.94 ¥ 4,034.94 0.00 4,034.94 X
Total Alocated 3494 [
Out of Balance 0,00
# Offce AT \ Tracking Stafus Cancal m

This same process can be used when a vendor has a credit balance that will entirely cover
another purchase. Suppose the second purchase in our previous example was only for
$4,000.00. The actual disbursement would total $0.00 because the $4,000.00 credit would

cover the entire balance. No payment would be sent to the vendor, but the credit would be
accounted for in aACE and the purchase would be closed.
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