
















 

 

Step1.com  1 

 

 

Refunding Money to a Customer with a Credit Balance 

The customer must have a credit balance on their account before running this procedure. 

In AP Checks, click on the ‘Enter Hand Checks’ tab, find your Miscellaneous Vendor and click on 

the ‘Enter Expense Check’ tab. 

1. In the ‘Check Payee’ box, type in your customer’s name, and address. 

2. Enter the check amount and change the date if necessary. 

3. If you want STEP1 to print the check, leave the ‘Print Check’ box checked.  

If you hand wrote the check and gave it to the customer, uncheck this flag and type in the check 

number.  

 

4. Click the ‘Expense Acct 1’ tab. This will bring up the GL Chart of Accounts, at the bottom check the box 

that says ‘Include Customer and Vendor SubAccts?’ refresh. In the SubAcct or Account Title column 

zoom to find this customer and select. The Expense Acct 1 will now show the Major as 1100 and the 

Sub-Account as this customer’s account number. 

 

5. If everything looks ok, click ‘Save’. This will move this check to Pending Payments. 

 

6. Go to the ‘Print Checks’ tab and run ‘Process and Print Pending Payments Checks’. This step must be 

done even if you are not having STEP1 print the check.  

 

7. Go to the ‘Unposted Pmnts’ tab. Find this payment, and click on ‘Post Selected Payment’. When the 

check is posted it will clear the credit dollar amount from the customer’s AR balance, and put an entry 

in their ledger for this check.  

 

8. The last step is to remove the credit invoice from the customer’s open invoice list.  

Go into DMain, in the AR tab, click on the ‘Customers’ tab and find this customer. Click on ‘Adjust Open 

Invc List’. This will bring up the customers open invoices. Highlight the credit invoice, hold down the 

Control key, and hit the Delete key once. This will delete the credit memo from the customer open 

invoice list. Save.  

 



 

 

Step1.com  2 

How to adjust for NSF checks from Customers 

When notification is received from your bank that a customer’s check has been returned for insufficient funds, three issues 

need to be corrected. First the customer’s balance needs to be restored to what it was before the NSF payment was applied 

to their account (See 1 below). Second the payment receipt of the funds needs to be reversed from the bank account it was 

deposited into (See 2 below). Third, bank fees and any other charges must be applied to the customer’s account. Follow the 

directions below to make these adjustments to your customer’s balance. 

1. Add the invoices paid by that check back onto the customer’s account. 

a. In AR, Enter Balance Adjustment for the customer. Enter one balance adjustment for each invoice that you need 

to put back onto the customer’s account. 

b. Change Bal Adj # to the original invoice number then add ‘NS’ to the end of the adjustment number. 

c. Bal Adj Date will default to current date, override this to the desired date, such as the original invoice date (if 

transactions to that period are still open/allowed). 

d. Bal Adj Amt - enter dollar amount of the original invoice. 

e. Bal Adj Desc – enter a description that clarifies the reason for this adjustment, such as ‘NSF Check #1234 Re-

add Inv#5678’ 

f. Apply to Invoice – do not apply this adjustment to any open invoice that was paid if full* 

2. G/L Acct 1 – Change to your Cash in Bank account that the original payment went to (this will back out the dollar amount 

from your cash account). 

*Note:  If an invoice was 

partially paid by an NSF 

check, use the ‘apply to 

invoice’ option to adjust the 

amount due to the invoice 

balance that was due prior to 

applying the bounced check. 

 

3. Charge the customer for 

any bank fees or service 

charges by entering 

customer balance 

adjustment(s). 

a. Bal Adj Amount should 

equal the total fees 

charged to the customer 

(for example $25.00) 

b. Set the G/L Acct 1 Credit Amount equal to the amount the bank charged your company for the NSF 

c. Set G/L Acct 2 for any additional charges to the customer from your company, if any. Then select the account 

used for these fees (typically customer service charge income or other income). 
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