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MB-260 Miscellaneous Billing Refunds [Via AUC Vouchers]

This document explains how to identify and process refunds on bills that have a credit balance. It also provides a way to
refund any payment. The document outlines the integrated process between the AUC Miscellaneous Billing Module and

the AUC Accounts Payable module.
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1 About Refunds

Misc Billing
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Adjustment Batch Entry
Adjustment Entry

Transfer Entry
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Submit Adjustment Batches
Restore Adjustment Batches
Post Adjustment Batches

Process Lockbex Payments

Lockbox Batch History Inquiry

List of Credit Balances

Process Refunds Due

The user running the process:

Identifies the refunds to be issued;

MB-260

Refunds can be issued for accounts that have an overall credit balance
on a bill, and override refunds can be added for special circumstances.
This is done via a convenient steps menu.

The process identifies which bills currently have a credit balance and are
candidates for receiving a refund check.

Process Refunds Due

Description Date Start End Success
Restart Process O8-May-2023 14:27 149,86 14:27 149,86
Build File of Refunds Due
Add Override Refund

Adds any bills requiring refunds due to special circumstances via the “Add Override Refund” step;

Removes (or “pulls”) any refunds that should not be issued at this time;

Makes changes to the mailing address of the recipient;

Balances and posts the batch; and

Submits the batch to the Accounts Payable department for checks to be issued.

2 Preparation

There are several steps to take before refunds can be issued.

2.1 Module Control Value #4070

To begin, indicate if issuing refunds via the AUC Accounts Payable application or via a third-party system. In this
document, the assumption is that refunds are issued via the AUC Accounts Payable application only. Therefore,
sequence # 4070 should be set to “V”. To access the module control table, from the menu, select:

Misc Billing » Module Maintenance » Module Control Table

Seq#

Description

4070

Answer Buttons ~
[Refunds] Gernerate [Vlouchersz in AP or [El«<ternal Download Fi [V 1 Edit

[Refunds] Generate [V]ouchers in AP or [E]xternal Download File

Figure 1 Module Control Table - Sequence # 4070
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To edit the value,

Highlight sequence # 4070

Click the EDIT button on the far-right side of the
screen

Set the value to “Vv”

Click OK

MB-260

B [AUCT 10100-Misc Billing Module Control X
[Refunds] Generate [V]ouchers in AP or [E]xternal Download File
Enter Code E

Lookup Cancel Clear All

2.2 Check “Include in Refunds” on the Service Table [1 Service] tab

The [1 Service] tab in the Service Table must be edited to properly process refunds. To include the service type in the
refunds process, check the box labeled “Include in Refunds”. From the menu, select:

Misc Billing P Tables P Service Type P [1 Service]

Goto...

Actions

6Add New

T Delete

8 Edit List

B Task 10420: List of Credit Balances

Service Type
Year Type Program
5 HOAFEES  |HOA Fees
1 Service 2 Bill Rates 3 Accounting 4 Notes 5 Groups 0 Add/Chg Form
Include In| Bill Type 90481 Onty —————
Short Refunds fludein Alow Muti Enroll Incude ln Recurring  Use
Service Type Description Desc  Day# eclnv  Services Required Daily Bal Bill? Bill Form
FEES HOA Fees HOAFEE ~
FINCHG Finance Charge - Late Fee i HORFEE
FINES Fines/Sunmons E i HORFEE
3 List Refunds Due
X This is an optional step which may be skipped.

Optional: Enter Bill Type
Include only refunds greater than $x (5.00] (I}

Run a8 () preview O Print ~ ® PDF
I Printing use Duplex @ ves (O No

List of Credit Balances

Required: Enter Bill Year 2023

The purpose of the step is to issue a report of

potential refunds due.

95 | [Misc Billing

Lookup 0K Cancel Clear All

B Billing Types by Year

Tol
023 95 Misc Billing

This creates a list for
review of the status of
credit balances at any time
— without committing to

building the work file.

Find Search| | Cancel Help Eof
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10420-MBREP :MBREFDUELST . REP Printed 09-May-2023 at 09:28:22 by THERESA Page 1
Town of Admins

List of Credit Balances

service Address Name Mailing Address City/State/zip service Type Refund Due Entered Anmt Neg Bal by

Counter receipt

Counter receipt

Counter receipt

Counter receipt

95 2023 001665-00 338 HARTFORD AVENUE TO THE PARENTS OF: SAMARA HUET 321 HARTFORD AVENUE BELLINGHAM MA 02019-0000 1-HOA Fees 101.00 101.00 Counter receipt

Misc Billing Totals 9701.00

*** Grand Total ***  #Bills 9 #Txns: 9 9701.00

Bill Year 2 2023
Bill Type ;95
Minimum Amount: .01

Table 1 The columns on the report are described below.

MB-260

Type The bill type — 90 for curbside, 95 for special invoices
Year The year of the bill — a single year can be reported on at one time
Bill # The bill number

Service Address The address where the service was performed

Name The name of the customer

Mailing Address The mailing address for mailing the bill / refunds
City/State/Zip The city, state, and zip code for mailing the bill / refund
Service Type The type of service that was billed

Refund Due The amount of refund due to the customer

Entered Amt The amount entered as a payment or adjustment

Neg Bal by How the bill achieved a negative balance

If refunds are ready to be issued, proceed to “Process Refunds Due”.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc Page 5 of 24



ADMINS Unified Community

Misc Billing Refunds [Via AUC Vouchers]

Miscellaneous Billing

4 Process Refunds Due

MB-260

All the steps to perform the refunds process are listed on the menu. From the menu, select:

Misc Billing P Collections P Process Refunds Due

4.1 Restart Process Step Restart Process
Process Refunds Due The first step, [Restart Process] can be used to
- discard all work in progress and start fresh.
Description Date Start End Success
Restart Process 08-May—-2023 14:27:49,86 14:27:49.86

Build File of Refunds Due
Add Override Refund
Maintain

Post Refunds (to A/R and A/P

4.2 Build File Of Refunds Due

Build File of Refunds Due

B Task 10432: Build File of Refunds Due
Build File of Refunds Due

Required: Enter Bill Year

Bill Type

2023
® Special Invoice O Curbside O Toters

To begin, click the button labeled “Build
File of Refunds Due”.

Reminder, this process will only allow

Optional: Enter Bill% Edit ‘u values:

refunds on service types where the
“Include In Refunds” box is checked in the

Include only refunds greater than $x [5.00) ‘_|]1 ‘

Set Refunds to: ® Issue ) Not Issue

Run as O) Preview O Print
If Printing use Duplex @) ves

® PDF
O No

Lookup

Cancel Clear All

Service Type table.

1b436-EREFDUEEDT. REP

Printed 09-May-202

3 at 09:58:02 by THERESA

Page 2

.00 Counter receipt

2023 000276-00

00 Counter receipt

*+ Grand Total *** & New VOUCR&rs §

1-HOA Fees 00 Counter receipt

Misc Billing Totals

Figure 2 Edit List of Refunds added to the Work File
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Table 2 The following table describes the columns shown on the Edit List.

Column Description

Type The receivable type to be refunded.

Year The year being refunded (i.e., year when the receivable was issued).

Bill# Bill Number

Service Address This is the location where the billed services were rendered.

Mailing Address The mailing address for the person receiving the refund

Category The category of the charge to be refunded. If a bill has multiple payments to be

refunded, then each will be itemized separately. Each charge record stands on its own.
Thus, when refunds are issued, each charge that could be refunded will be included.

Candidate Refund Amount The amount of the refund due as computed by the system. This amount is based on
both: The setup indicated in the Service Type table and the minimum amount of
refund to be issued (supplied on the first step of the process).

Refund Amount to be Issued This column should be equal to the “Refund Due” column at this stage in the process.
In the next step, modify the work file — changing amounts or pulling refunds from the
cycle as needed.

When the report is issued again (after updating the work file), these columns may be
different.

The amount listed in the column called “Enter Amt to Refund” will be the amount that
is transmitted to the Accounts Payable system.

Neg Bal / Int by This column will indicate the cause of the negative balance. Some of the options are
Counter Payment, or Adjustment.

There may be bills with multiple charge categories to be refunded. Each will be listed separately.

4.3 Override Refunds

The refund process allows refunding payments even when the bill is not in credit status. Select specific bills and refund
any portion of the payment, up to the total amount paid. This is useful, for example, in a scenario where the customer
sends a Q1 payment twice. The second payment would be credited to Q2, the bill balance would be zero, and the bill
would not be eligible for a refund via the process, but the customer requests a refund of the second payment. By adding
an override refund, this bill will be included in the refund process.

There are two methods available for adding override refunds. The first is via the Process Refunds Due steps menu. The
second is found on the Maintain Work File screen on the right-hand side via the Add Refund button. This method will be
described in the Maintain Work File section of the document below.
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4.3.1 Add Override Refund

MB-260

Add Override Refund

Add Override Refund
Select any Invoice that have Payments but are not in Credit
All or part of any payments may be refunded

Required: Enter Bill Year (2p23

Required: Enter Bill Type [Misc Billing

Required: Enter Bill# |:|

Set Refunds to: @ Issue O Not Issue

Lookup OK Cancel Clear All

All fields are required on this prompt. The bill number may be typed in directly or selected from the | Lookup | hytton. The

lookup will present a list of all the bills for the year.

A Bills *
Bill# Service Address Ouner Balance Paid Tof
LLC A
11 HARMOMY IR GIATAS LAMDSCAPIMG IMC 950,00
Q00254-00 572 EAST 5T DYER EMERGY LLC 25,00 1950, 00
Q00255-00 11 HARMOMY DR GIATAS LANDSCAPIMG IMC —25.00 975,00
QO0Z57-00 342 HARTFORD AVENUE BLACKSTOME-MILLVILLE REGIOMAL SCHOO 275,00 4550, 00
Q00259-00 338 HARTFORD AVENUE h TO THE PAREMTS OF 3 ALISE BASTIAOD —200,00 1500, 00
QOO260-00 338 HARTFORD AVENUE TO THE PAREMTS OF ; 1300 ,00
O00261-00 338 HARTFORD AVENUE TO THE PAREMTS OF: HOLAN CLAFFEY 1170,00 130,00
Q00Z262-00 338 HARTFORD AVENUE TO THE PAREMTS OF ¢ FRAMCESCA ERKUL 2000,00
Q00263-00 338 HARTFORD AVENUE T0 THE PAREMTS OF: JOMATHAM FERMAN 1700, 00
Q0026400 338 HARTFORD AVENUE TO THE PAREMTS OF 3 ZELDA HARMOM —200,00 1500, 00
000265-00 338 HARTFORD AVENUE TO THE PAREMTS OF ¢ AUBREE MARTIM
O00266-00 338 HARTFORD AVENUE TO THE PAREMTS OF 3 450,00 1750,00
QO0Z2E7-00 338 HARTFORD AVENUE TO THE PAREMTS OF 3 WIOLET TOMWME 2000,00
QO0268-00 60 HARFIN STREET MILFORD PUBLIC SCHOOLS 43500 ,60
O00269-00 60 HARPIM STREET FRAMIMGHAM PUBLIC SCHOOLS 43500 ,60
QO0Z70-00 60 HARPIM STREET FRAMIMGHAM PUBLIC SCHOOLS 43500,60
QO0Z73-00 60 HARPIM STREET MILLIS PUBLIC SCHOOLS 43500,60
QO0275-00 60 HARPIM STREET MENDOMN-UPTOM REGIOMAL SCHOOLS 43500 ,60 &
Find  Search Cancel = Help Eof

Figure 3 Select a bill to be refunded from the lookup

If a bill is selected or typed in directly, and it is already selected for a refund, or has no payments available to refund, this

message will be displayed:

Add Override Refund

Invoice could not be added to Refund Process
Check Invoice has payments available to refund or
Invoice already selected for Refund process
Procedure Terminated

Click on [OK]; make another selection and continue.

The Edit List will be displayed. Any override refund will show the word “Other” in the Neg Bal / Int by column.
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2 MECHANIC STREET

Figure 4 Refund Edit List

4.4 Maintain Work File Maintain Waork File

Use the Maintain Work File screen to:

Add a refund to the batch,

Remove a refund from the batch,

Modify the mailing address to direct the check to a new location, or
Reduce the amount of the refund.

Set all to Issue/Not Issue

Zero out a line in the work file

A refund cannot be issued for more than the paid amount. If the refund was auto added to work file via the build step,
override the amount and refund up to the amount paid for that category.

Goto.

Actions

1 Steps

2 Set All lksue

3 SetAll Not

4 Add Refund

5 Del Refund

& Edit List

Maintain Work File

Type Year Transaction#
95 Misc Billing 023 43
Mailing Name Billing Address Mailing Address

321 HARTFORD AVEMNUE 1321 HARTFORD AYENUE
|

BELLINGHAM MA  02018-0000 [BELLINGHAM MA 02013-0000
Service Address 338 HARTFORD AYENUE .. " "
Parcel This is a "regular" refund
Category et Billed] | Paid| Cur Balan%Refund Arnounl] Adjusted Balanu-'
T-HOA Fees 553.00 || 660,00 | -101,00 | | 101,00

v
Refund @) Issue (O NotIssue Total Amount to Refund 101,00

Figure 5 The Maintain Work File screen showing a “regular” refund
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Table 3 Description of the components of the Maintain Work File Screen

Screen Component
[1 Steps]

Purpose
Return to the steps menu to complete the process or restart the process.

[2 Set All Issue] This button will set all the records in the file to Issue a Refund.

[3 Set All Not] This button will set all the records in the file to not Issue a Refund

[4 Add Refund] Use this button to add a refund that does not already exist in the file. It will behave the same

as the Add Override Refund described above.

[5 Del Refund] Use this button to delete a refund from the records in the work file.

[6 Edit List] Use this button to produce an edit list, which will have the same format as the edit list
produced when the Build File of Refunds Due step was run.
Refund ® Set the button to @ Issue if the refund should be issued when the process is complete; set

the button to ® Not Issue to exclude this record from the refunds issued.

Mailing Name Use this to change the name on the check to be issued. This does not change the customer
record and is only in effect for this refund. In the illustration below, the Mailing Name and
Mailing Address are both altered on transaction #49; the original is above.

Mailing Address Change the mailing address here to mail the refund to a different address. This does not
change the mailing
address on the
customer record. This
will send a refund “in
care of” to a different
address.

Maintain Work File

Transaction#
43

Type Year
95 Misc Billing 2023

Mailing Name Billing Address Mailing Address
fisorgie Porgie 321 HARTFORD AVENLE [{575 MAIN STREET
Pudding and Pie [

BELLINGHAM MA - 02019-0000 [EOSTON fA p2110-0000

For Override

Maintain Work File
refunds the

Goto.

Bill#

Type Year Transaction#

Actions

1 Steps

2 SetAlllssue

3 Set All Not

4 Add Refund

5 Del Refund

& Edit List

95 Mizc Billing

0166000 52

2023

Mailing Name

Billing Address

Mailing Address

108 HIGH STREET

[108 HIGH STREET

WOOMSOCKET RI  0Z835-0000

JWOONSOCKET

FT [pE8s5-0000

Service Address
Parcel

60 HARFIN STREET

This is an override refund

Category

| Met Billed]

Cur Balance|

Paid|

\Reiund Amount| Adjusted Balancqd

1-HOA Fees

| 461,00 | 461,00

| 461,00 461,00

Refund (@ Issue () MotIssue Total Amount to Refund

461,00

default refund
amount is the
amount paid;
any or all of
this amount
can be
refunded. Type
over the
amount in the
Refund
Amount
column to
change the
amount to
refund.
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4.41 Zero Out a Line in The Work File
To remove a refund amount, position the cursor in the Refund Amount Field and either use {spacebar}|{enter} to remove
the amount or type a zero in the field. (If there is only a single line on the bill, this has the same effect as setting the bill to

“® Not Issue” a refund, or [5 Del Refund].)
In this example, there

Maintain Work File are two payments,
Goto.
Type Year Transaction# st
s 95 Misc Billing 2023 - Q B2 one for 1 Quarter’
and the next for the
sadaronng || pornoc Address £ FARFIN STREET 2" Quarter Tuition.
S Del Refund
A Eaer Netm!ﬁ = Refund Amount| Adjusted Balance| EaCh may be SeleCtEd
crare | [Pt Gaarter Tultion 507507 7507 5075.07 5075.07 for a refund or not,
It [M—2nd Quarter Tuition 13291.,85 £924,93 .
: 6924.93 13291.85 independent of the
Refund (@ Issue (O NotIssue Total Amount to Refund 12000 ,00 Other

Figure 6 Bill # 000293 has two lines with payments
The refund amount for the first payment for $5075.07 was removed, so only the $6924.93 is refunded.

MENDON-UPTON REGIONAL SCHOOLS
150 NORTH AVENUE
MENDON MA 01756-0000

95 2023 000293-00 60 HARPIN STREET

4-2nd Quarter Tuition -6366.92 6924 .93 Other

4.4.2 Remove a Refund

Once in the Maintain Work File Screen, to remove a refund from the work file do one of the following:

1. click the [5 Del Refund] button, or
2. setthe Refund radio button to ® Not Issue at the bottom of the screen

If the radio button is set to © Not Issue” the notice in red is displayed on the screen that No Refund will be Issued, and
any records selected this way will appear on a separate section of the edit list.

S
£ Add Refund ervice Address 572 EAST ST
Parcel
5 Del Refund
Category Met Billed Paid Cur Balance| Refund Amount| Adjusted Balance| »
I — 1-MONTHLY RENT 1000, 00 1925,00 —925,00 925,00
ist

| No Refund will be Issued |Relund Olssuel @ Mot Issue | Total Amount to Refund

Figure 7 Refund set to "Not Issue"

[
|No Refunds will be issued for these Bills

DYER ENERGY LLC
572 EAST €T
WEYMOUTH MA 02189-0000

95 2023 000252-00 572 EAST ST

1-MONTHLY RENT 925.00 925.00 Adjustment

Misc Billing Tetals 925.00

Figure 8 Separate section of Edit List for refunds set to “Not Issue”

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc Page 11 of 24



ADMINS Unified Community Misc Billing Refunds [Via AUC Vouchers]

Miscellaneous Billing MB-260

4.4.3 Lookup Bill Number

The lookup on Bill# in the Maintain Work File for refunds screen displays a single lookup. The resulting window shows the
amount due to the customer if the radio button is set to “Issue” a refund. If the radio button for the bill is set to “Not
Issue” then no amount will appear in the refund due column. In the illustration below, Bill #259 has no refund due
amount.

B Refunds by Bill2 *

Bill# Year Ourner Address Refund Dus Tof

YER_EN LLC ] ~
DYER EMERGY LLC T
000285-00 2023 GIATAS LANDSCAPING IMC 11 HARMOMY DR
000257-00 2023 BLACKSTONME-MILLVILLE REGIONAL SCHOOLS 200 LINCOLN 5T 275,00
Q00259-00 2023 TO THE PARENTS OF : 9 SANMDCASTLE LANE
Q00261-00 2023 TO THE PAREMTS OF : 3 CORYM CIRCLE 130,00
000264-00 2023 TO THE PARENTS OF & 105 BLACKSTOME STREET 200,00
Q00266-00 2023 TO THE PARENTS 0OF: 20 MONIGUE DRIVE 450, 00
Q00276-00 2023 MORTHERIDGE FUBLIC SCHOOLS 87 LIMWOOD AVEMUE 700,00
001660-00 2023 WOONSOCKET PUBLIC SCHOOLS 108 HIGH STREET 451,00
001665-00 2023 Georgie Porgie 1275 MAIN STREET 101,00
v

Find Search | Cancel Help Eof

4.4.4 Change Mailing Address

If a refund is to be mailed to a different address, and is a permanent address change, enter the new address on the
account before beginning the refund process.

The new address will not be included in the work file if the change is made after beginning the refund process. The
address that was on the account at the time the work file was built is the address that will be used for the refund. If
preferred, override the mailing address in the work file.

The name on the refund check will always be the current owner. If the property has recently changed hands and
for some reason the refund is to be sent to the previous owner, change the vendor’s name on the Accounts
Payable voucher.

4.4.5 Navigating By Transaction Number

A transaction number controls navigation in the Maintain Work File screen. The records are sorted in transaction number

order, not bill number order, so when paging through the file using PGUP/PGDN or the black ﬂ'ﬂll'_".left/right
arrows, the next (or previous) transaction number will be displayed.

== [AUC] 10435-Maintain Work File [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites Help

S8 wepw Y QmF

Maintain Work File

Goto... Type Year Bill# Transaction#
95 Misc Billing 2023 b 0 59

Actions
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4.4.6 Modify the Amount of the Refund

To modify the amount, enter a value that is less than the system computed amount. A refund cannot be issued for an
amount greater than the payment on the account.

Category Met Billed Paid Cur Balance| Refund Amount| Adjusted Balance| »
1-MOMTHLY RENT 1000 ,00 1525 ,00 —925,00

[ N
| Bef
Refund ®) Issue (O Notlssue Total Amount to Refund 925,00 €rore
Category Met Billed Paid Cur Balance| Refund Amount| Adjusted Balance| »
1-MOMTHLY REMT 1000,00 1925,00 -925,00 775,00 —-150,00

N

1|

After

Refund (®) Issue () Mot lssue Total Amount to Refund 775,00

If you enter a refund for greater than the amount computed, the system will display this error message — and the amount
reverts to its previous value:

Cur Balance Refund Amount{l, ... .
= 0,00 T . .
200,00 This limitation only applies to auto

I I generated refunds that have a credit

h balance and were added via the Build
eck Error * i
step. Override refunds set the current
E4112-Refund Amount cannot be greater than the Current balance to zero, therefore they can
Balance refund anything up to the amount in the
paid column.

[v]

Category Met Billed Paid Cur Balance Refund Amount| Adjusted Balance|
1-BECP FYZ23 Tuition 1300,00 1500, 00 —200,00

Once all changes are complete, click the [1 Steps] button to return to the steps menu.

NOTE: This is an iterative process.
Unlimited edits to the work file are allowed. Changes are retained in the work file.

The only time changes are “lost” is if the Restart Process
button is clicked.

4.5 Edit List Edit List

After reviewing the edit list, edit the work file to make any override changes needed. Click the Edit List button to issue
another Edit List to confirm changes and identify a total against which to balance.
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Select the ® PDF option. The edit list will now show two groupings. The first indicates the refunds that will be issued.
The second indicates the refunds that will not be issued.

10436-MEREFDUEEDT. REP

Printed 09-May-2023 at 13:33:01 by THERESA
Town of Admins

Page 1

Edit List
Candidate Refund Amount
Type Year Bill# Service Address Mailing Address Category Refund Amt To Be Issued Neg Bal/Int by
Refunds will be Issued for these Bills
95 2023 000252-00 572 EAST ST DYER ENERGY LLC
572 EAST ST
WEYMOUTH MA 02189-0000
1-MONTHLY RENT 925.00 775.00 Adjustment
775.00
95 2023 000254-00 572 EAST ST DYER ENERGY LLC
572 EAST ST
WEYMOUTH MA 02189-0000
1-MONTHLY RENT 25.00 25.00 Counter receipt
- " ' ”
77777 7 I T T N S ”~ y
I
No Refunds will be issued for these Bills
95 2023 000252-00 572 EAST ST DYER ENERGY LLC
572 EAST ST
WEYMOUTH MA 02189-0000
1-MONTHLY RENT 925.00 925.00 Adjustment
0o
Misc Billing Totals 925.00
l%ﬁli&—]’.BRE?DUEEET.REP Printed 09-May-2023 at 13:33:01 by THERESA Page 3
Town of Admins
Edit List sssssssssssss sssssssssssss
[N Candidate Refund Amount| ________
Refund Amt To Be Issued
Type Year Bill# Service Address Mailing Address Category /Int by
*** Grand Total **¥ # New Vouchers 10 #Txns: 11 | TTTTTTTTTSSSS oSsosmmmmsmmsmm
8531.00 9942.00

Figure 9 Edit List (after changes have been made to the work file)

Running the edit list will produce an additional report showing any refunds that were deleted from the process. If they
were added as Override Refunds, the notation under the Neg Bal/Int by column will be denoted by the word “Other” in

the rightmost column.

4.6 Issue Refund Due Letters (Optional)

Refund Due Letters CSWV

Optionally issue Refund Due Letters; if no letters will be issued, skip this step.

A site may wish to issue letters for refunds to customers a week or two prior to issuing the actual refund checks. This may
be done to ask the customer if they want a refund or for an overpayment to be applied to an upcoming bill. Other sites
ask for proof of payment such as a canceled check so that they can be sure to provide the refund to the correct payer.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc
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B 7 Task 10438: Refund Due Letters CSV (Optional)

Refund Due Letters CSY

Run as @ cgy

Lookup Cancel Clear All

MB-260

Use the data in the CSV file in a
mail merge document to create
and send a notice of refunds

" Name

@ OneDrive - Personal

[ This PC

) 3D Objects
- Datal (D:)

== CSV Save File Name X
™ <« Datal (D) » AUC Development » admhome » auc » MBMOD » Mi lis ~ [ 2 Search lis
Organize v New folder F= - o

Date mctlifi\slcl Type Size

Nao items match your search,

I AR efund_Due CSV_THERESA.C

Save as type: | CSV files (*.csv)

» Hide Folders

Save Cancel

This does not create letters; rather, a .csv file is created with the pertinent information, suitable for use in a mail merge in

MS Word. Below is a sample of such a letter:

DYER ENERGY LLC
572 EAST ST
WEYMOUTH, MA 02189

Dear DYER ENERGY LLC,

and the refund due is $775.00.

Our records indicate that there is a credit balance for Misc Billing issued in 2023. The original amount was 775.00

The Issue Refund Due Letters step is optional and may be skipped.

4.7 Post Refunds Post Refunds (to A/R and AfF)

The last step in the refund process is to post the refunds to Accounts Receivable and Accounts Payable. This process does
not issue the vendor checks. Rather, it creates a batch of vouchers that are sent to the Accounts Payable office for
processing. This process does update the receivable records and outstanding balance due on the bills.

To begin, click the button labeled “Post Refunds (to A/R and A/P)”.The system will prompt for:

— An effective date to assign to the refund transactions which must be within 30 days of the current date, and

— The name of the user who will receive the Batch of Accounts Payable Vouchers to be processed. If the username is
not known, click the LOOKUP button to select from a list of usernames.
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B " Task 10440: Post Refunds (to A/R and A/F) *

Post Refunds [to A/R and AJP]

Required: Enter Refund Date (nmddyyyy] |05092023|

Required: Assign Youcher Batch to |THERESA | |Theresa

Run as O preview O Print @ PDF
It Printing use Duplex @ ves (O No

Lookup Cancel Clear All

4.7.1 Post Refund Date

The Refund Date must be within thirty (30) days of the current date. If the date entered does not meet the criteria, this
message is displayed; return to the date field to enter a date within 30 days.

Post Refunds [to AJR and A/F)

Required: Enter Refund Date [mmddy( ) 1-Mar-2023 : )

Required: Assign Youcher Batch to THERESHA \ ‘ |Theresa
Run as ) preview O Print @ PDF
If Printing use Duplex @ ves (O No

Lookup 0K Cancel Clear All

Task 10440; Post Refunds (to A/R and A/P) x

efund Date must be Today /- 30 DBE

This posting process will:

— Create and post the records to the Misc Billing receivables,

— Create and post the records to the Accountant’s General Ledger,

—  Create and transmit the batch of vouchers to the Accounts Payable department, and

—  Create One-Time vendors in the Vendor Master file with newly assigned numbers to the vendors. When the checks
are physically issued from the A/P module, the one-time vendors will be canceled.

During the posting process three separate reports are generated:

4.7.2 List of Vouchers Created

10443 -MBREFPSTVOU.REP Printed 08-May-2023 at 16:15:58

Towvn of Admins

Page 1

Vouchers created during Refund Posting

Vendor Department Vouch Date Billg Service Address
Georgie Porgie HIGHSCHOOL 09-May-2023 001665-00 338 HARTFORD A
TO THE PARENTS OF: NOLAN CLAF HIGHSCHOOL 09-May-2023 000261-00 338 HARTFORD AVENUE
REF17823 1 WOONSQOCKET PUBLIC SCHOOLS HIGHSCHOOL 09-May-2023 001660-00 60 HARPIN STREET
REF17823 506016 HOCKAMOCK AREAR YMCA HIGHSCHOOL 09-May-2023 000284-00 2 MECHANIC STREET
Batch REF17923 Total 4,242.00
**% Grand Total *** 4,242.00
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4.7.3 A/R Posting Report

MB-260

Home  Tools Refund_Vouchers_T... Refund_Posting_GL... Refunds_Due_Post_.. X @ Sign
[ -
w e Q8 a R OO -y T B L&D T Q 4 =
3
10440-MBREFDUEPST . REP Printed 09-May-2023 at 16:16:03 by THERESA Page 1
Town of Admins
Post Refunds (to A/R and A/P)
Type Year Bill# Service Address Name Mailing Address City/State/Zip Category Refund Due Voucher#
Voucher Batch : REF17923
ME 2023 000261-00 338 HARTFORD AVENUE TO THE DARENTS OF: NOLAN CLAF 3 CORYN CIRCLE BELLINGHAM MA 02019-0000 1-BECP FY23 Tuition 120.00 506014
130.00
Process Refunds Due X
MB 2023 000284-00 2 MECHANIC STREET HOCKAMOCK AREA ¥MCA 45 FORG -0000 2-BASE Program Remtal 3550.00 506016
0‘ *** Process is Complete *** 580.00
(i
MB 2023 001660-00 60 HARPIN STREET  WOONSOCKET PUBLIC SCHOOLS 108 HIG - 95-0000 1-HOA Fees 461.00 506015
> 461.00
MB 2023 001665-00 338 HARTFORD AVENUE Georgie Porgie 1275 MA] 000 1-HOA Fees 101.00 506013
101.00
REF17923 Batch Totals 4242.00
*¥+ Grand Toral **x #Txns: 4 4242.00
.
4.7.4 G/L Posting Report
10444 -MBREFPSTGL.REP Printed 09-May-2023 at 16:16:03 Page 1
Town of Admins
Refund Posting
GL Postingf#: 8895832
MB Batch#: REF41
AP Batchj: REF17923
FY Date Account# & Description Transaction Description Debit Credit
2022 09-May-2023 0300-000-0000-000-00-00-13200 SEWER CHARGES A/R Refund MB Bill# 001665-00 Yr 2023 Trx 21 101.00
2023 09-May-2023 0300-000-0000-000-00-00-13200 SEWER CHARGES A/R Refund MB Bill# 001660-00 Yr 2023 Trx 21 461.00
2023 09-May-2023 0300-000-0000-000-00-00-26500 DEF REVENUE-SEWER CHARGES Refund MB Bill# 001665-00 Yr 2023 Trx 21 101.00
2023 09-May-2023 0300-000-0000-000-00-00-26500 DEF REVENUE-SEWER CHARGES Refund MB Bill# 001660-00 Yr 2023 Trx 21 461.00
2023 09-May-2023 2310-000-0000-000-00-00-13490 ACCTS REC-SCHOCL DEPARTMENTAL CHGS, EARL Refund MB Bill# 000261-00 Yr 2023 Trx 21 130.00
2023 09-May-2023 2310-000-0000-000-00-00-26930 DEF REV-SCHOOL DEPARTMENTAL CHGS, EARLY Refund MB Bill# 000261-00 Yr 2023 Trx 21 130.00
2023 09-May-2023 5120-000-0000-000-00-00-13490 ACCTS REC-SCHOCL DEPARTMENTAL CHGS, RENT Refund MB Bill# 000284-00 Yr 2023 Trx 21 3550.00
2023 09-May-2023 5120-000-0000-000-00-00-26930 DEF REV-SCHOOL DEPARTMENTAL CHGS, RENTAL Refund MB Bill# 000284-00 Yr 2023 Trx 21 3550.00
BALANCE SHEET 4242.00 4242.00
**% GRAND TOTAL *#** —omome
Balance Sheet 4242.00 4242.00
Subsidiary Ledger

A detailed transaction posting report indicating the General Ledger accounts updated in the Finance module. This posting

will affect:

DR
CR

Accounts Receivable
Deferred Revenue

When the vouchers are processed in Accounts Payable, Revenue and Cash accounts will be affected.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc
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4.7.5 Email Notification to Accounts Payable

Shown below is the email notification sent to the username selected when this step was run. The user running this step
will receive a copy of the email notification.

=l < New Refund Vouchers from Callections - Message (HT.. }2  Search — 0O x
o

File Message Help

m~- 5 M- < % 2 > Reed v B3 markunread EE- B~ [E~ SO Find |
=

New Refund Vouchers from Collections

=) | ) Reply | & ReplyAll | —> Forward

Tue 5/9/2023 4:16 PM

Refund Vouchers Created During the Misc Billing Refund Posating

From: Theresa

The following Refund Vouchers have been created from the Misc Billing Refund Process and
are now available for further processing.

UserBatch Vouch# Vendor Department Vou Amount
17823 506013 Georgie Porgie HIGHSCHOOL 09-M: 2023 101.00
506014 TO THE PARENIS OF: NOLAN CLAF HIG! L 09-May-2023 130.00

506015 WOONSOCKET PUBLIC SCHOOLS HIG L 09-May-2023 461.00

506016 HOCEAMOCK ARER YMCR ¥-2023 3550.00

Batch REF17823 Total 4,242.00

** Do not reply to this email message as it was system generated via the ADMINS Unified Community (AUC) System **

Figure 10 Email sent to the Accounts Payable username

At this point, the receivables part of the process is complete. The Accounts Payable office will need to review, post, and
pay the batch to complete the issuing of the refund to the customer.

4.8 Where Do | See The Refund Issued?

The Misc Bill Payment bill payment tab will show the refund in the Refund column.

2023 Misc Billing Bill Payment Inquiry
2 Bilk# D 0 Year P023 X Search... Tendered  Cash Back Applied Total
30wner | HOCKAMOCK AREA YMCA
45ryAdr| [P MECHAMIC STREET
5 Cust# | 00000108
& Parcel | - -
Detail Payment Transactions Q Trx Summary 0 Attachment (1) Spc Inv Text
Run Charges Met Bill Paj Refl..ll"l '\ustments Balance| PendirE
SCHOOL BUILDIMG REMTALS 25500 ,00 | 35500,00 3550‘00\\3550 'Oo’y 35500,00
Bill Totals E5500,00  35500,00 3550,00 3550,00 35500,00  35500,00 Bal

The Misc Bill Payment screen transactions tab will reflect the refund issued.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc Page 18 of 24



ADMINS Unified Community

Misc Billing Refunds [Via AUC Vouchers]

Miscellaneous Billing

Goto

Transactions

2023 Misc Billing

Bill# il () Year [E023 X Search...
- Owner HOCKAMOCK AREA ¥MCA Balance as of [12-May-2023 ¥ 35500,00
Actions
Service Add|
Account  O0O0O010S
Parcel | - -
Bill Payment Detail Payment Q Trx Summary 0 Attachment (1} Spe Inv Text
Description Trx Date| Charges Payments| COther Dizplay - Tran Code Desc.
BASE Program Rental 0B-Aug-2022 35500,00 |Eilling
£ BASE Progran Rental T5-Gep-2002 SE0.00 Counter receist
BASE Progran Rental 059-Mag-2023 | -3550,00 | |REF und |
History List
9 Summary List

MB-260

In the example above in Figure 6 Bill # 000293 has two lines with payments, this bill showed two lines of payment. A
single line was refunded for the 2" quarter tuition.

2023 Misc Billing Transactions
Bl 0 Year P023 X Search...
Owner |MEMDOM-UPTON REGIOMAL SCHOOLS Balance as of [12-May—-2023 # 38425,53
Service Add|
Account  OO000ZE
Parcel | - -

Bill Payment Detail Payment Q Trx Summary 0 Attachment (1) Spc Inv Text
Description Trx Date| Charges Payments Other Display - Tran Code Desc.
1=t Guarter Tuition (01-Sep-2022 5075 ,07 Billing
1zt Ouarter Tuition 23-Sep-2022 5075,07 Counter receipt
Znd Duarter Tuition 23-Sep-2022 5924 93 Counter receipt
Znd Quarter Tuition 01-Tec—-2022 13291.85 Billing
Zrd Quarter Tuition 01-Mar-2023 13775.,19 Eillin
2nd Luarter Tuition 12-May-2023 |—6924 .93 |R3Fund |
dth Quarter Tuition 01-Jun-2023 11358‘4B| [EIIIITg

1 1

5 Accounts Payable

This document will not cover the processing of voucher batches. However, the following screen shots are presented to
illustrate the data transmitted to the Accounts Payable module.

5.1

Batch

The A/P department will retrieve the batch and process it just like any other batch of vouchers. The batch default type for
vouchers will be “R” for Refund Vouchers.
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Voucher Batch Entry Ertry Began
Batch 2 Default Bank EAST BAMK. OF AMERICA
Default Dept | HIGHSCHOOL HIGH SCHOOL
Youcher Date —May—2023
Default Type Refund Woucher (® Check/Wire/AGH () No Check (C)Manual Check Entry Began 4
Error Status
Expected Entered Balance Ready for Release
Price dz24z , 0000 4242, 0000 Disapproved
Freight Ready for Posting
Other Awaiting Approval
Totals 4242, 00 4242 .00 Change Orders
Open
Submit Batch for Processing (OYes (@ MNo Closed
[Voucher# |Vendor Type Total|Status
[B0R0LE 031798-01 HOCKAMOCK AREA YMCA Fefund Youche 3850,00 Entry Began Edit Voucher Lines up
E06015  |031797-01 WOONSOCKET PUBLIC SCHOOLS |Refurnd wouche 461,00 [Entry Began Edit Voucher | | Lines
BOA014  [031796-01 TO THE PARENTS OF: HOLAN [Refund Youche 130,00 Entry Began Edit Voucher Lines
506013 [031795-01 Georgie Porgie Refund Youche 101,00 Entry Began Edit Voucher Lines
Dn
The vouchers will be stamped with descriptors indicating that this is a voucher created via a Refund.
Batch # REF17923 Voucher ltems Entry Bsgan
Voucher# 506016
Coto...
At Vendor 031798 01 voice# REF 000284-00 MB 2023 2 int Manual ) ACH Wire No Chk
one HOCKAMOCK AREA YMCA Check Date Bank EAST
ATTH:  ERIM BREHNOCK Customer# Separate Check
45 FORGE HILL ROAD Dept Code HIGHSCHOOL Hold Check Certified Payroll []
FRAMKLIN A 02038-0000 Vou Date  09-May-2023 FY 2023
Due Date  10-May—-2023 Terms DUR
Amount to Pay Vendor
2Entry (1) 3 tems. 4 GL Details 5 Status History 0 Attachments 355000
Line Item Price  Freight Other Ext Amount
-BASE Program Fental Bill# 000284-00 Due to Overpadme 000 3550.00
Service Addressi 2 MECHANIC STREET
Figure 11 Voucher containing descriptive details regarding the Refund being issued
5.2 Vendor Checks
The vendor check will T Town of ADMINS, USA 0383440
. . . : Warrant # 007148
contain descriptive — 219 Lewis Wharf Date: 09-May-2023
Boston, MA 02110 Total $101.00
information regarding the
refund issued. _ _—
For questions regarding this payment, please contact: Accounts Payable 617.494.5100
While the format of checks ) )
) B Georgie Porgie
may vary, the invoice Pudding and Pie How the Invoice # is constructed
. ; 1275 MAIN STREET REF - the type of voucher
details printed on the stub 001665-00 - the bill number
BOSTON, MA 02110
” I k Ik h . ¥ MB - the module issuing the refund
wi 0o ke t IS: 2023 - the bill year
2155 - Transaction number assigned in the refund process
Invoice # Rate Description PO # / Line Amount
REF 001665-00 MB 2023 2155 _#9-May-2023 1-HOA Fees Bill# 001665-00 Due to Counter receipt $101.00

Service Address: 338 HARTFORD AVENUE
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5.3 Vendor File

[s Enter Vendors

Certified Vendor?
Certified By

Yes

| Vendor

EE FOCKAMOCK AREA YHCA rallecti:ms Refund Vendor|

Date Certified

1 Name/Address 2 Addresses 4 Attachments.

3 Classification

& tems 9 User Defined

No

Restrict Access To () Town (0 School @ Both
FederalID# | Type @ Mone
BankCode |

ABAZ  D00D-0000-0 Prenote [ Mot Active
BankAccount L Tune

|Customer# Lreated via REFUNDS by THERESFI'

PR ACH TaX Payment 1708 Lo T UNem Ly reaerar w1 one

CT Unemplayment# 0000000000

Oss#  OTaxID

Authorized Representatives

Name Title

I I
Phone# [1000} 000-0000 000 [

[ [
Phene# [(000} 000-0000 000 [

lass REF Refund Vendg

MinGmy o Hold Code [

1099 Code [ Form

[ |
Phone# [(000} 0000000 000 [

B

p—— =

[

MB-260

The refund posting process will
create a new vendor record for
each refund to be issued
beginning with the next available
number in the vendor file. The
vendors will be created with a
Vendor Class of “REF” for
Refund. They are also coded as
One-Time vendors. The system
will automatically assign the next
available number.

When the A/P check is issued and posted, the system will automatically cancel the Vendor record. The disbursement
posting process cancels all vendor records where the Class is set to “REF” and a payment has been issued in the current
check run. Once the Vendor Check is posted, the system will automatically cancel the One-Time vendor record.

Enter Vendors
|Vendor Canceledl Cerlified Vendor?  es
Certified By
‘ Vendor HOCKAMOCK, AREA ¥MCA Collections Refund Vendor Date Certified

Mo

5.4 Vendor Name Changes

It may be that the refund should be issued to someone other than the customer of record in Miscellaneous Billing. In that
case, there are options that will not change the customer’s name on the customer maintenance record.

1. Change the Mailing Address as shown in section 4.4.4 above.

2. Ask the Accounting office to change the name on the one-time vendor created by the process,

If the customer’s name should be permanently changed, make the change on the customer maintenance screen prior to

processing the refunds due.

The only way to change

Voucher Batch Entry

Entry Began

Geto Batch

Default Dept
Voucher Date
Default Type

REF17928

TGHSCHOOL
17 -May-2022
R Refurd Voucher @ CheckWire/ACH (O MNo

Actions HIGH SCHOOL

Default Bank EAST  BAMK OF AMERICA

Check (O Manual Check Entry Began

Error Stafus

1Add New Batch

2 Last Batch

3 Add Voucher
Sul

Each customer is assigned a "one-time" vendor number. If the
name for the refund check needs to be changed, ask the
accounting office to make the change to the vendor.

-

ntry Began

ntry Bozan

ntry Began

ntry Bozan

_—
Voucher# [Vendor Type

1|§06038 031811-01 GOOD CHEMISTRY Refund Vouche o
506037 031810-01 KEARSARGE ENERGY LP Refund Vouche
506036 [031809-01 MILLIS PUBLIC SCHOOLS Refund Vouche
506035 031808-01 MENDON-UPTON REGIONAL SCHO |Refund Youche

Edit \oucher
Edit Voucher
Edit Voucher
Edit Voucher

Lines.
Lines
Lines
Lines.

up

the name physically
printed on the check is to
edit the Vendor Record
before processing the
Voucher and Check.

Ask the Accounting
Department to change
the name. Do not process
the voucher batch until
the accounting office

Figure 12

changes the name.

The Voucher Batch screen shows the Vendor numbers created for the refunds
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6 Accounting Transactions

When the Vouchers are posted by the A/P Department, the following transactions are created:

Transaction Code Debit Credit
When the Refunds are posted by the Tax Collector in the A/R module, the following transactions are created:
Accounts Receivable
Deferred Revenue
When the Vouchers are posted by the A/P Department, the following transactions are created:
Revenue subsidiary ledger
Revenue Control
Accounts Payable
When the Vendor Checks (“disbursements”) are posted by the A/P Department, the following transactions are created:
Accounts Payable
Cash

7 Reversing a Refund

To cancel a refund after posting, enter an adjustment. If the voucher batch has not been posted and the check disbursed,
the voucher can be deleted. If the voucher batch is posted and a check has been issued, void the check.

7.1 Refund Reversal Adjustment

To reverse a refund, create an Adjustment, using code REF and enter the refund amount as a negative number. For a
complete discussion of how to process adjustments, see the document Adjustment Processing in the Help Reference
Library.

== [AUC] 10344-Adjustment Entry

Fie Eal Leagers rurchase Urders Accounts Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B ESE e »m Q o=@ AL

Refund Rev Adjustment Entry

| = N
Batch 42 TrxNumber EHER ote Reverse a refund done in error]
Date  [12-Mag-2023

Type 95 Misc Billing vear 204 Code REF
Owner Mailing Address

5 Add by Bill# 000284-00 l HOCKAMOCK AREA VMCA Program  SCHREWTAL
6 Add by Owiner MCA ATTH:  ERIN BRENMOCK SCHODL BUILDING RENTALS

7Add by Srvadr | 2 MECHANIC STREET 45 FORGE HILL ROAD
BAddby Custf | 00000108 FRANKLIN. MA 020380000
7 Transaction Codes x| B ——
o REVETSE ni i
Code Description Alloued Tof Net Billed Refund Cur Balance diusted Balance
ING InsufFicient Furds Charge or Pagnent A T
THUE THVOTCE cfgun FAMENT SERVICES Charge or Pagnent 25500.00 355000 3550000 ZE50 00 | - -
MBAD MISC EILL WDJUSTMENT Charge or Paunent .
MBCA MB - CANGEL TNVDICE Charze '
MBSA SPECIAL IMVOICE ADJUSTHENTS Charge or Paunent
MEWO MB HRITE OFF (USING WRITE OFF ACCT) Charge or Paunent

OTT Originel Tax Taking Chargs or Paguent.

il Faument,
FEF ReFundI é Charge or Paument

Chargs or Paguent.
REV Rewersal

Charge or Payment

STOP STOP PAYMENT Charge or Payment

STPU STOP PAYMENT — UNIBANK Charge or Paument

STPY STOP PAYMENT Charge or Pagment

STT Subzequent Tax Taking Charge or Padnsnt

TRFO TRANSFER FROM ¢OLD SVSTEM) Payment.

TRTO TRANSFER TO (TO SYSTEM} Paument h f d |

e ot A, Reversing the refund re-applies
WAY  Maiver Charge or Paument

the payment to the balance

0K Find | |Search | Cancel | Help Eof
Bill Details

Pending Pmnts

Pending Adusts Bill Total 35500,00 3550,00 3550000 | 3550 00 | 3199000

Reversing Any issued

-- Added 12-May-2023 By THERESA Changed 12-May-2023 by THERESA
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Check Error >

E4062-Refund reversal MUST be entered as a negative
amount.

MB-260

Enter the reversal as a negative number. If a positive number is
entered, the system will display this reminder.

After posting the adjustment, the transactions on the bill will look

like this:
2023 Misc Billing Transactions
Bill# 00 Year [R023 X Search...
Owner | HOCKAMOCK AREA YMCA Balance as of [12-May-2023 % 31350,00
Service Ad
Account 0000108
Parcel | - -
Bill Payment Detail Payment Transactions Q Trx Summary 0 Attachment (1) Spe Inv Text
Drescription Trx Date| Charges Payments Other Display - Transaction Desc |
BASE Program Rental 0B—FAug-2022 35500, 00 |BQSE Program Fental |
BASE Program Rental 15-5ep-2022 ZR e T L
BASE Frogram Rental T5Mag—2023 | —2950.,00 Refund MB Bill# 000284-00 Yy 2023 Trx 2158
BASE Program Rental 12-May—2023 | 3550 ,00 Reverse a refund done in error
T T T T T
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7.2 Void AP Check

If the refund check was issued, void it in Accounts Payable. For an explanation of how to void checks, see the document
AP-250 Voiding Checks in the Help Reference Library.

To find the check number, from the menu select Collections P Queries » Bill Locator, find the bill that was the subject of
the refund, and select the Transactions tab. By default, the screen will display the transaction description, which will
indicate a refund.

Choose Gl Ref#/Vou# from the flexible display p—
column to find the voucher number Display - Tran Code Desc

Display - Receipt #
\ Display - Check #

Display - Check Name

" P : Display - Check Amount
2023 Misc Billing Transactions \ B

Display - Cash Amount
Year P02z X Search Display - Other Amount
e Owner HOCKAMOCK AREA YMCA Balance as\of [12-May-2023 % 38500,00 Displ P
jons ot isplay - Program
Account [OGOGLOE Display - Check Date

Parcel = = Display - Batch #

- Display - Revenue Date
Bil Payment Detail Payment ransactions Q Trx Summary (o Spc Inv Text
\ Display - Deposit Date

Goto.

Display - Gl Refé#/ou#

|[Bescription Trx Date] Charges| Fayment| Display - User
[EASE_Program Rental 05-Aug—2022 25500,00 5 \
Bl Type Display - GL Batch
[BASE Program Rental T5-Gep-2022 3550,00 58400 \
[BASE Program Rental 09-Mau-2023 —3550.00 Display - Gl Ref#/Vou®

Vou# 506,016

Display - Vendor

History List

Display - Voucher Date

9 Summary List

Display - Transaction Desc

Display - Pest Date

Display - Ext Vendor
Display - Voucher

Click on the Flexible il B s
Display column button and choose GL Ref#/Vou#. The Accounts
Payable voucher number will display opposite the refund transaction.

From the menu Accounts Payable P View All Vouchers, locate the voucher number and select the Check Hist tab. This will
display the bank, check number, check date and warrant. Use this information to void the check.

Voucher Check History e
THERESA
n
Vendor 031798 01 Invoice#  REF 000284-00 MB 2023 2158 Separate Check Bank ERST
HOCKAMOCK AREA YMCA Inv Date 09-May-2023 Haold Check
ATTH: ERIN BREMMNOCK Customer# Certified Payroll
45 FORGE HILL ROAD Dept. Code HIGHSCHOOL
FRAMKLIN MA  0203223-0000 Vou Date  09-May-2023 FY 2023
DueDate  10-May-2023 Terms DUR Type R Refund Voucher
Amount to Pay Vendor
2 Details (1) 3 tems 4 GL Details S Status History 6 Check Hist (1 7 Changes QAttachment (1) 3550.00
Bank |Check# [Check Date nt  |Clear Date [Void Date Type Total Check| Net Paid|View |
EAST (0383441 [09-May-2023 |2 et EEEOEO) 3000 | 9 view ek
[ Il 1 Il 1 | ‘

Add the void using option “2” to Cancel check and vouchers.

Edit Void Check File

Goto.

R Bank BANK OF AMERICA Check [0383441 Check Date: [55-ay-2023
[y
1Add cn4 Vendor 031798 Remit 01 | 1 Tine Vendar Check Details
2 Delete ChETT alei=ly e s =
ATTH:  ERTH BREMNOCK Amount 3550.00
3 Edit List d5 FORGE HILL ROAD Type. P Printed
FRAMKLIN Status:
MA 02038-0000 Warrant 000000
Lines: 4 View Lines.

Select Method below for Voiding Check Enter Void Date
I check E )9-May-2023 S Clear \oid Date.
2 (@ Cancel check and vouchers

CaNCET TIECK M TE0 e VOTIers Tor later payment
4 O Tailing - Cancel check and replace with Manual Check

6 Return o Steps Menu

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 18 May 2023 tc Page 24 of 24



