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This topic will explain how to enter a credit received from a vendor that corrects a previous invoice.

Enter a Credit Received from a Vendor

Apply a Credit Received from a Vendor to an Invoice

or

Apply a Credit Received from the Payment Screen

Enter a Credit Received from a Vendor

Select Processes > Purchases > Vendor Invoices (A/P).

In the Company/Fund box, select the company/fund name that the credit is being entered for.

In the Vendor box, select the vendor that you are receiving the credit from.

Verify/change the AP Account.

Verify/change the Date Due (the date should be changed to a more current date if you want it to display on the Pay
Invoices Due screen so it can be applied to an outstanding invoice if need be).

Select the Account that should be credited by the amount of the credit.

In the Amount box, enter the amount as a negative.

If you need to adjust the quantity the credit applies to, enter the quantity as a negative.

In the Notation box, optionally enter why the credit is being entered.

abronN-=

© N

B Vendor Invoices(A/P)

‘Company | Alpine Sports
Vendor £

Vendor Address | Business Address

‘Current Batch | Quick Transaction

Vendor Balance $4,200.00

=) 13| )

Reference # | 000010
Date [0322/2017 B

Red Wing, MN 55066 Amount -5178.00

Terms |Net &0 K
AP Account | 2000 Accounts Payable - Trade E Date Due |03/22/2017 B

[ On Hald Discount Date |08/22/2017 B

Account Amount Distribution Motation
@| Imventory | 5 -175.00 ||| None | Originally charged incorrect amount |
| | ' | |

Memo Line 1 | Total -5178.00 |  Adjust Amount
Line2| Available Terms Discount $0.00 |[] Override

Save Delete Void Recurring | Options = Close (7}

10. Click Save.
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Apply a Credit Received from a Vendor to an Invoice

1. Select Processes > Purchases > Pay Invoices Due.
2. Select the Company/Fund.
3. Click the Expand Invoices button.
4. Select the Pay check box for the invoice(s) and the credit to be applied.
| BB pay Invoices Due [E=RE=E==
Company | alpine Sports el Find By Due Date  gg/22/2017 =3
Bank Account | 1000 Cash in Bank - Checking Pl Payment Date 0g9/22/2017 -
Filter [ = Current Balance $2,090,020.79
Current Batch | Mo Batch Fal Check humber | 000041
Abbreviation Wendor Amount Due Payment Amount Pay E.Lsaﬁ
= ProCast | Pro Cast Supplies | s0.00| $4.20000| |
Invoice Date  * Reference # Amount Due Payment Amount Pay Due Date g
|0msn? | 000006 | som‘ 54.3?3.m| |osnsm |
|wz2m |ommo | som‘ 5-178.00¢ (082217 |
< >
Discounts Taken Total Dmim
Aooount B Fad Total To e Paid £4,200.00
ST h:00 Vendors Paid 1
.P.c;s-l I P‘a!.p;\l.\ I H.esel. [ .E.xpand. .\d;er;durs I Expand“lnvul‘ces | Opmms v duse | 0
5. Click Post.

or

Apply a Credit Received from a Vendor on the Payment Screen

1. Select Processes > Purchases > Payments.
2. Selectthe Company/Fund and Bank Account.
3. Select the Vendor the credit was entered for.
4. Leave the Amount at 0.00.
5. Click the yellow Apply to Open Invoices button.
6. Select the invoice and the credit that should be applied to the invoice. Click OK.
Vendor| Pra Cast Supplies |
Payment Amount 0000 Apply
Imoice , REFINCS  prountDus | LAmEN gy Due Dseot pecountToken GTOUDN  Discount
w[08n6n7  |ooo0s | soo| s4373.00] joansit | 00| S000|  54378.00| 061617
@ |0v2217 o000t | s000| $-178.00] |0e221 | 5000 S000[  s-178.00| 092217
Over Payment Discounts Taken Totsl Due .00
Account E Becount ¥ Total To Be Paid 4,200.00
Amount| 0,00 Amount <0.00
Pay Al Resst | | Bwpand I il oK (7]

7. Onthe Payment Entry screen, click Save.
8. Atthe displayed message, click Yes.

Red Wing Software « support@redwingsoftware.com « www.redwingsoftware.com e

800-732-9464

This documentation is for informational purposes only. For specific accounting guidance, please contact your accountant.

Page 2 of 2

Last Updated 2/16/2023



	Enter a Credit Received from a Vendor
	Enter a Credit Received from a Vendor
	Apply a Credit Received from a Vendor to an Invoice
	Apply a Credit Received from a Vendor on the Payment Screen

	Bookmarks
	Enter
	Apply
	Pay


