Removing an Unwanted Customer
Credit Memo in SedonaOffice

12/28/2023 2:41 pm EST

To Delete a Credit Memo that has not been applied to an invoice, follow these steps.

Double-click on the Credit Memo.

Open Credits &l 1600

Credit & Sike Mame Credit Type Dhabe Amaunt Ealance
[e2s2as | Eizabeth fmington ________________________[CREDIT L ifesianes | $116.00 | 116.00 ﬁ

The Credit Memo form will open up. Select the Red “Delete” icon.
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A Pop-up Message will appear - “Are you sure that you want to DELETE this credit?”. Select “Yes”.

Delete Credit =

-el Are you sure that you want to DELETE this credit ¢

The Sedona Event Log box will appear. Depending on your company procedures you may or may not need to enter



information. Click Save.

e Sedona Bvent Log 5

| Close

To remove an unwanted Credit Memo that cannot be deleted from a Customer Account due to a closed Accounting

Period or it has previously been applied to an invoice you will need to follow these steps.

Customer Account

Highlight the Credit Memo and Right-Click onit. Select Apply.

Open Credits $116.00

Credit # Site Name Credit Type Date
Open Tickets

Ticket # Site Name Problem Code Date
8894 Pineapple Farms #Add Equipment zfzfenze
5695 Pineapple Farms Kevpad Trouble 2fzfz0zz
8896 Pineapple Farms Camera 2lzjznzz

Amount

City, State
Daphne, AL
Daphne, AL
Daphne, AL

Balance

F%
Apply

Refund to CC/ACH

Refresh

When the Credit Form opens click on the “Other” Tab.




&) Apply Customer Credit 48977

Credit Amount and Balance
Elizabeth Arrington
2345 Sunny Lane Credit Arnount 116.00
Daphne, AL 36526
Balance 116.00

Credit Date 1/25{2023
Credit Memo Apply Date fiizerz0zs [

Inwvioices Otf_mrl -—

r:
GL Account | J!'l Job | _I
Arnounk 0.00
[T Refund Check [a

Armounk ID.DD Amount lElDl]i
Pay To I

Select the “Miscellaneous” box.



@Apply Custorner Credit 48977

Credit Amount and Balance

Elizabeth Arrington

2345 Sunny Lane Credit Amnount |1 16.00
Daphne, AL 36526
Balance |1 16.00

Credit Date 1j25/2023
Credit Memo Apply Date 11262023 =

wvnices Otnerl
ra

[v Miscellaneous

GL Account [l ;L;J Joh | =

Category Code I vI Bt ===
unk 0.
Amount 116,00

[ Refund Check I

Amaunt 0.00 F—, =
Pay To |
Memo

Close

Select the GL Account to write the Credit off to. Some companies have a specific Write-Off Account or select the
Revenue Account the Credit Memo came from.

Select the “Category Code” from the dropdown menu and verify the Amount.



&) Apply Custorner Credit 43077

Elizabeth Arrington

Credit Amount and Balance

2345 Sunny Lane Credit Amount 116,00
Daphne, AL 36526
Balance 0,00
Credit Date 1/25/2023
Credit Memo Apply Date 1/26/2023 =
Invoices  Other l
v Miscelaneous [ Ad
Gl Account [ 110350 == / Job | =
AR Jlearing
Category Code | Adrin G & 4 R4 PR oo
Amount 116,00 —
[~ Refund Check I
Amount |r| Coln} .
= Amounk Innn—
Pay To I
Memo

Save Close

Verify the “Apply Date” is correct.




&) Apply Custorner Credit 48977

Elizabeth Arrington
2345 Sunny Lane
Daphne, AL 36526

Credit Memo

Inwoices  Other l

[ Miscellaneous

Gl Account | 110350
AR Clearing

Categary Code | fAdmin G & A

Armount Il 16.00

[~ Refund Check

Arnounk 0.00

Paw To |

Credit Amount and Balance

Credit Amount 116,00
Balance I'Jﬂﬂi

Credit Date [ijespzoes
apply Date 12542023 =

Job | _I

Amnounk 0,00

Amaounk 0,00

Enter a memo if needed.

Save Close




6 Apply Custorer Credit 48977

— Credit &mount and Balance
Elizabeth Arringtan
2345 Sunny Lane Credit Amount |1 16,00
Daphne, AL 36526 o
alance ID-UEI
Credit Date I1f25."2023
Credit Memo Apply Date [1725/2023 =
Invoices  Other ]
v Miscellaneous [ A
GL Acoount I 110350 ng Job [ =
AR Claaring
Categary Code [ Admin G & A =l — oo
Amaount [116.00
[~ Refund Check I~
Smounk A NN
naun 0.00 Amaunt ’00”7
Pay To [
Memo “/

Enter a Mema here if needed. |

Save Close

Select Save.




