Overpay an Invoice
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Overpay an Invoice

When a customer has overpaid an invoice, it should be treated similar to a
short paid invoice. See Receive Payments FAQ for details on handling a
short payment. One difference is that you may not write off that
overpayment in the Receive Payments procedure. The overpayment will
cause the invoice to negative to appear like a Credit Memo, but does not
have the capabilities of a Credit Memo.

Screen Location - Main Menu > Accounts Receivable > Receive Payments

& visual Receipts o B &R
DEP TO ACCT | DATE PAID |CK |CHK/CRD NUMBER|EXP DATE| AMT PAID REFERENCE Import I
1100 5 02/07/18 11223344 $3,430.00
Invoice No Total Amt | Total Paid Balance Apply Amt Adj Reason | Adjustment |

W |5 [ 1visa7 |i7iiason $1,766.40 $0.00 $1,766.40 $1,770.97 - $0.00 [ [
|5 [ T [T $837.25 $0.00 $837.25 $837.25 = $0.00 |
" |5 | 12/0e/17 [171206-01 $821.78 $0.00 $821.78 $821.78 = $0.00 |
Discovery Landscape & Pon LI j| | $3,425.43| $0.00 | $3,425.43 | $3,430.00 |
Remaining | $0.0 | | customer Number: 1056

Discovery Landscape & Pond

PO Box 51908

Los Angeles, CA 90051
Reselect Records M Print !“ Apply Payments ll || Clear Allocated m Done I

In our example above, notice the first invoice Balance is $1,766.40, but the
customer overpaid. Override the Apply Amt with the full overpaid amount
of $1,770.97. You may not write off the overpaid amount with an Adj
Reason and Adjustment amount.



https://faq.haulware.biz/ARTICLE_URL#155##AA-00228#

After applying this overpayment, the invoice will now have a credit amount.

& Invoicing - Last Modified: 11/15/2017 By: Paul Sieloff

Customer

||Discovery Landscape EL] _/|
Discovery Landscape & Pond
PO Box 51908

Invoice

[Number | 171115-01 |
B (/i )

I

Discovery Landscape & Pond
PO Box 51908

|1056

|1056

ElZi

Los Angeles

CA 90051

Order

Los Angeles

CA 90051

Job
1106-Lake Elsinore~| -]1234

L4 Payments Log Comments Custom Fields

PO No

Salesrep
11/15/2017

Period Ending

i|Net 30

Sales Tax Pct
12.000%

Date Ticket Truck Qty Units Description Rate Amount S T
> ®¥PE [171115-01 |708 24.75|Loads |Clean Fill Import $35.00 $866.25
11/15 [171115-02 |708 23.25|Loads |Clean Fill Import $35.00 $813.75
Total | $1,680.00 |
4 [T >
A Fuel Surcharge $0.00
zl Total Tax $86.40

LATE

O Paid |

($4.57)| = Balance Due

| New JJ| Delete JJ|

Edit JJ[ Image ll

" Print... JJ| DuplicateJJ| WnPost: Jll Done I

You will have 2 options to remove that credit.

1) Write off the credit - Click the Payments tab (under Job field), then click

the Edit button.

& Invoicing - Last Modified: 11/15/2017 By: Paul Sieloff

Customer

|1056

||Discovery Landscape fd _/I

Invoice

Discovery Landscape & Pond
PO Box 51908

Los Angeles CA 90051

171115-01
[i/1572017 2

Bill To

|1055

=z]

Discovery Landscape & Pond
PO Box 51908

Los Angeles

CA 90051

Job Order PO No Salesrep Period Ending Sales Tax Pct
1106-Lake Elsinore -~ ~]1234 11/15/2017  [fj[Net 30 12.000%]

Revenue -\iu=hisd Log Comments Custom Fields

GL ACCT | DP | CK/CARD NUMBER |EXPDATE| AMTPAID | AMTRECVD | NOTES |DEPOSIT
X +|2/7/2018 11223344 $1,770.97 $3,430.00 EE
% [4006 +[2/7/2018 O [overpayment ($4.57) ($4.57) S3
X +[2/7/2018 [m] ElE
Total | $1,766.40 |
m m 0O Ppaid $0.00 | ==» Balance Due
LATE | | |

Sy I
I New m Delete m

Edit

m Image ||

" Print... mDupIicatem UnPost m Done |

Add another line to the list of Payments.



GL ACCT - Do NOT use your Undeposited Funds or Cash Account. You
should also resist using your normal Sales or Revenue account. The account
used should be a revenue account specifically designated for shortages and
overages.

DATE - Date of this writeoff. This date will determine which Financial Period
the transaction will appear in.

DP - Deposit Slip - Leave this unchecked for this situation. We do not want
this transaction to be available to appear on a Banking > Deposit Slip.

CK/CARD NUMBER - Enter a short description of the reason for this
transaction.

AMT PAID - Enter the amount (negative number) of the amount of credit
balance. (NOTE: You can write off a partial amount as well.)

Now tab through the remaining fields to the beginning of the next line to
complete the entry.

2) Use the credit amount when receiving payments - Use this invoice in your
Recejve Payments procedure to increase the amount of cash to be applied.

s

B Visual Receipts o B R
DEP TO ACCT | DATE PAID |CK |[CHK/CRD NUMBER|EXP DATE| AMT PAID REFERENCE
Import I
1100 = 02/07/18 11223366 $832.68
[ | Date Invoice No Total Amt | Total Paid Balance Apply Amt Adj Reason | Adjustment |
» _'7 11/17/17 171117-01 $837.25 $0.00 $837.25 $837.25 = $0.00 =
|5 [ 117 i7iiis-on $1,766.40 $1,770.97 ($4.57) ($4.57) . s0.00 | =
[§eard| by Customer .| 5[ | $2,603.65] $1,770.97 ] $832.68 | $832.68 ]
Remaining 509 | | customer Number: 1056
Discovery Landscape & Pond
PO Box 51908
Los Angeles, CA 90051
| Reselect Records m Print m Apply Payments Il || Clear Allocated m Done I

In our example above, notice the amount of the check is $832.68. Not
enough to pay the $837.25 invoice. But now we add the overpaid invoice
(171115-01) to the list and it give us $4.57 in addition to the $832.68 of
cash to completely pay the $837.25 invoice.


https://faq.haulware.biz/ARTICLE_URL#175##AA-00248#
https://faq.haulware.biz/ARTICLE_URL#155##AA-00228#

Both invoices will now show as paid in full.
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