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Reverse Payments 
The Reverse Payment option will allow you to adjust a customer’s account balances.  

To access this option, you can do the following: 

1. Select the Processing option from the Menu Toolbar 
2. Select the Reverse Payment  

 

 

You can also enter by selecting the Reverse Payment Icon option from the Landing Page  

 

 

Reverse Payment Setup 
In the Reverse Payment screen the posting date will always default to today’s date.  Note: Backdating 
reverse payments will affect other reports; such as A/R Trial balance. 
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Selecting A Transaction To Remove 

Select the magnifying glass to the right of the customer # and put in the customer number that you wish to 
remove the payment. 

 

o Posting Date – The date you are processing the transaction. 

o Description – Select from the drop-down choices or put in your own description. 

 

o Fee – If there is a fee associated with this transaction you would place it here.  A static fee will show if it 
has been set up.  (Right-click in the white area to the right of the customer’s name – it will bring up a 

Reverse Payment Setup Screen the fee can be placed in the box as well as the service that the fee 
would be applied to.  The fee can be applied to multiple services by percentage.) 
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o The Transaction Code field is used to select a transaction type from the list of transaction types you 
have listed in the billing system. Most clients have a specific transaction code for returned payments.  

o You can select which payment you would like to reverse by clicking the check box underneath selected 

on the customer payments screen and once doing so the Payment Details section at the bottom of the 
screen will populate with details on how the payment was applied to the services that the customer 
has.  

o The right side of the window will populate with the customer’s beginning balance, The payment being 

removed and amount, the fee that may be charged for the returned payment, what the customer’s 

ending balance will be after the payment is reversed, reference number and posting date. This is 
pictured below.  

o Once you have selected the payment and reviewed things you will click the Reverse Payment Button 
on the bottom right of the screen. A popup window will show asking you if you are sure you would like 
to reverse the payment.  

Removing the Payment 

  
o Check the Preview before Printing box to view the Payment Reversal Register. After confirming to 

reverse the payment a register will be generated showing you the details of the reversed payments that 

you can save and/or print out and the payment will be reversed on the customer’s account.  If general 
ledger account numbers are being used a register will be produced showing the journal entries.  

 

 

 

 

 



  Reverse Payment Processing 

6 

 

Reviewing the Registers 

 

o Registers for the payment reversal are below: 

 

 

 

 

 

 

 

 

 

 

 

Looking at the Adjustment 
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o This process will create an adjustment showing the reason for the adjustment and what services were 
affected. 

 

 


