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Applying a Customer Credit to an Invoice

Last Modified on 08/04/2022 5:04 pm EDT

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

(https://aace6 knowledgeowl.com/help/processing-customer-overpayments) tO reflect the real life situation. Additionally,
there may be credit/adjustments applied : . .
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://aace6 knowledgeowl.com/help/issuing-a-customer-
credit), Make sure you have the invoice ID of both the credit and 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 the other invoices
from this listing.
o Amount — Set to zero (The amount you are moving is both a credit and a debit.)
o Pmnt Method — Set to Credit/Adj
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, enter the needed invoices.
Note: If one of the invoices is already closed, you must manually locate it by entering
the invoice ID or using the Selector (@& ).
5. 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.
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Receipt: 60049 Applying Refund 08/04/22 - renome O
Customer Payment Details hotices Tashs [ Emails Docs &
Payment Info Bank Info
Comparry Amount Banik, Acoount >
Cognitia L 0.00 1120 | Undeposited Funds - CashfChecks
Pt Method Reference # B Custoener crede Card Motification Status Deposit On Deposit Status Batch Bark Rec Stabus > Reconcied
CREDIT/AD) og/pa22 O
Invoices
Inwoice Date Tithe Ornder Suggested Balance: 2 fjustrrient Total X
- G032 L 72022 Cognitio - 0037 = 850.00 0.00 250.00 X ©
4 = 60124 L 0a/04/22 Cognitk = -250.00 » 0.00 -250.00 X
Tatal Aacated 0.00 [§
Out of Balance .00
A+ Offcs Al L[ Tracking Status Pront Takan By AH Carssl m

6. 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://aace6 knowledgeowl.com/help/understanding-processes-for-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 $61.89 amount as a negative value, then entered the same
amount as a positive value for the new invoice:
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Receipt: 60050 Credit from ORD60063 > ORD60064 08/04/22 = penomne O

| customer payment Details |

Hotices Tasks G Emals i Docs &
Payment Info ) Bank Info
Company = Amount Bank Account =
Cowvered Bridge High Schael 4 0.00 1120 | Undepasited Furds - Cash/Checks !
Pmint Method Reference # n Custorner Credit Card Notification Status Deposit On Deposit Status Batch Bank Rec Stabus > Reconcied
CREDIT/AD] LT T
Inveices
Inwoice Date ithe Orcer Suggested Batance X Adjustrment Total 3
= G0064 L 07 2z Covered Bridge High School = 0079 = 122.50 * 0.00 61.69 ® °
1= G0125 L 08/04/22 Covered Bridge High School = -61.69 X 0.00 -61.69 ®
Total Alocated 0.00 &
Out of Balance 0.00
&+ Office AT

L Tracking Staius Pmnt: Taken By AH

o - ]

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 $61.89 to $60.61:

- .
aoe

Receipts
% Record: 12 of 12

Mewdp Editd# Deeted Print/S  Actions A

Receipt: 60050 ' Credit from ORD60063 > ORD60064 08/04/22 POSTED
| customer payment Details |

Hotices Tasks G Emals i Docs &
Payment Info ) Bank Info
Company = Amount Bank Account =
Covered Bridge High Schael 0.00 1120 | Undeposited Furds - Cash/Checks
Pt Method Reference & Custorner Credit Card Nchificabon Patus Deposit On Deposit Satus Batch Bark Rec Status > Reconcied
CREDIT/AD) ogmz2 O
Invoices
Inwoice Date the Crder Suggested Balanoe Amount Adjustrment Total
= G064 o7z Covered Bridge High Schoal = G007 60.61 61.69 0.00 61.69 .
= 60125 0&/04/22 Covered Bridge High Schoal 0.00 -61.69 0,00 -61.69
Tatal Alacated 0.00
Qut of Balance 0.00
&+ Office AT

Tracking Status Pmnt: Taken By AH

Credit Exceeds New Invoice
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Suppose a customer ordered several items, but overpaid on the invoice

(https://aace6 knowledgeowl.com/help/processing-customer-overpayments). | NS generated a credit memo invoice. Later

that customer made a smaller, follow-up order for a different product. The credit from the
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 $600 amount as a negative value, then
entered the same amount as a positive value for the second invoice:

[ N ] Receipts B
Receipt: 60052 Apply credit to ORD60023 08/04/22 - eenome O
_I Customer Payment Details Mobices Tashes G Emals il Docs
Payment Info Bank Info
Compary > Amount Bank Account >
Berkshire Magnet High School 0,00 1120 | Undepasited Funds - CashfChacks
Pmint Method Reference # n Custorner Credit Card Motification Status Deposit On Deposit Status Batch Bank Rec Stabus > Reconcied
CREDIT/AD) ogfodazz O
Invoices
Inwoice Date Title Orcer Suggested Balance X Adjustrment Total 3
- 60028 L 07 222 Berkshire Magnet High School - G033 = 600.00 0.00 600.00 ¥
- 60128 L 08/04/22 Berkshire Magnet High School = 641,25 X 0,00 -600.00 X
Total Alocated 000 (5
Qut of Balance 0.00
s A+ Office AL 0| Tracking Status Pmint: Taken By AH Cancsl m

a

When she saved and posted the receipt, the credit was reduced to $41.25, while the second
invoice was reduced to zero and closed:
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Receipt: 60052 = Apply credit to ORD60023 08/04/22 POSTED
| Customer Payment Details Hotices Tasks G Emals & Docs i
Payment Info Bank Info
Comparry Amount Barik Account >
Berkshire Magnet High Schacl 0.00 1120 | Undeposited Funds - Cash/Checks
Pmint Method Reference # Custorner Credit Card Motification Status Deposit On Deposit Status Batch Bank Rec Status > Reconcied
CREDIT/AD) ogfodazz O
Invoices
Inwoice Date Title Orcier Suggested Bxanoe Amount Adju mment i
- 60028 072022 Berieshire Magnet High School - 0033 0.00 G00.00 0.00 600.00 .
- 60128 a4z Berishire Magnet High School -41.25 =500.00 0.00 -500.00
Total Mlocated 0.00
Out of Balance 0,00
A Office AT Tracking Saius Fmni: Taken By AH ﬂ-

Moving Payments

If a payment needs to be transferred (e.g. if a credit is applied to the wrong invoice), you can
eaSily move a payment from one invoice to another (https://aaceé knowledgeowl.com/help/moving-a-customer-

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

Applying a Customer Credit During Payment Processing

To see if a customer has an existing credit balance, navigate to the Companies module and
locate the desired company. At the company's detail view, navigate to the Customer Details
tab or the Finance & Accounting tab. The credit amount will be displayed in the A/R Balance
field. As an example, below is the Customer Details tab:

Powered by aACE | 5


https://aace6.knowledgeowl.com/help/moving-a-customer-payment-from-one-invoice-to-another
https://aace6.knowledgeowl.com/help/moving-a-customer-payment-from-one-invoice-to-another

aACE Software

Hewds Edit# Deeted  PrintE  Actions A

bk
Company: Palmer Woods High School (50135) ACTIVE @
Company Details Sales B Marketing Customer Details | Vendor Details Finance & Accounting 2 Hotices Tasks G Emals & Docs &
Billing Address ¥ Syne with Office 3 Billing Setup + Shipping Setup *
B S on (Company Name] Billirey Teerm: AP Carrier arrier Servic Aotn
Palmer Woeds High School Net 30
Address Sered Dcs Via p Po
9280 Golf St. Email
Prineat  Trescoe Brint Rate Card = 5 g Rate Type
High Schoal
Dekalb i § 60115 Current Billing Preferences
Fostal Formak Curmency Last Order C Customer PO required. Must be entered to open new onders.
American usp 842022
Sales History Orders (1) Inwoices (1) Receipts
Code viEnor Laist Orch Date % Pric
- TB-FRMCH3 | FApprends: I Leam French 3rd Edition = 60179 | Palmer Woods High 08/04/22 3960 ©
# o

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

1. After entering the needed details and opening an order for the company, click the Add
icon ( () near the Payment Due total.

2. At the Enter Payment dialog, click the double chevrons ( » ) to transfer the available
credit.

Enter Payment B

Apply Payment

385.96

B02.04

Balance after Payment 10,00

Paymert Method (80 CREDTT CARD DEBIT CARD CASH CHECK ACH WIRE EILL ME OTHER

atcard [

3 Deposit

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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