How to Apply Vendor Credit

03/03/2026 3:06 pm EST

Follow these steps to apply vendor credits on a vendor. The steps cover SedonaOffice version 6.2.0.14 and higher.

Overview

The steps below assume the correct permissions are given to perform all the steps. The vendor example is one that uses
Comdata; however, the steps can also be used for other vendors as well.

Steps

1. Open the Vendor that the credit is to be applied.
2. Right click on the credit to be applied. Select Apply Credits.

&) AS SubContractor
AS SubContractor AS SubContractor Vendor Code: AS SubContractor
& Vendor Information Vendor Type: Sub Contractor
g Web Links Branch: Ml
8 - Category: Admin G & A
Terms: 2-10 N-30
‘Open Bills: $1,500.00
YTD Payments: $0.00
Open Credits: $150.00
2024 Credits Net Due to Vendor: $1,350.00
&) 2023 Credits Credit Limit: $0.00
) Older Credits
¢4 Credits Applied Open Bills $1,500.00
Notes Invoice # Date Due  Amount  NetDue
B4 Payments 12345 2/5/2024 3/6/2024 250.00 250.00
= :3 Comdata 678 20152024 3{16/2024 500.00 500.00
% 8754 2222024 3/23{2024 750.00 750.00
¢ 2024 Comdata
&> 2023 Comdata Open Credits $150.00
@B Older Comdata Credit # Dal Amount __ Balance
& ] Purchase Orders I 231 | Ny Coacli | R ——————e |
1§ Purchase Price Variances §
@g Receipts ggf: L m‘&‘: = Edit Credit
LJ Journal Detail Open Receipts $0.00
L] Journal Summary Reference Date Remittance Advice
2] GL Accounts

3. When the Pay Bills window opens, click on the Vendor Credits Tab.
4. Click inthe Apply box for the credit to use. You should see the total Payments amount at the bottom of screen.
5. Click on the Vendor Bills Tab.



O Pay Bills [E=R K= ==
- Selection Information - - Payment Information -
pranch  EEE— Branch Mabama >
Payment Dote 3262024 Jral]
sender [Coptowaer
& gark Account . =
asgioese [mm Lzl e 2
¥ Show Vendr Code
Ta apply Open Credits, select the Vendor whose .
credit you would ke to use. Goah - Cparating!
Vendar Bl I Vendsr Gredis I B verdor Credts
I Credts [
Aogly | Date [ vender [Reference [ Credt Amt | Balance | Used |
[ E ]z A5 SubContractor 123451 -150.00 150.00 150.00
[ 1
I Total Payments 150.00 I
swe | gose

6. Click on the box to Pay the bill.

7. Change the Paid amount to the amount of the Credit being applied. The Total Payments should now be $0.00.
8. Click Save.

9. Click the Yes button to apply.

I5) =3 8 )
- Selection Information - - Payment Information -
granch -] anch
- Payment Qate
jenser = |
& fark Account
P a— 100200 -
AsQf DueDete  [372672004 =] |  Credgcare
7 Show Vendar Code
T Open Credsts, select the Vendor whose.
;emuwwhhnm. M - -y
Vendor Bs | Vendor Gredis | A vendor Credis | [~ Exude Comdata vendors
— ok 2 comita |
| Pay JimoceDate | DueDate [ Disc Date [vendor Aeforence | edamt| Oscount|  Ssace] o [Prendng | Vender |
7 s 382024 21572024 AS SubConwactor | 12348 250.00 50 2%, wool - | @
T |28/ 31672024 22872024 A8 SubConwoctor | 5678 500,00 10.00 %0.00 rle
r | 3232024 332024 S SubContector 8754 750.00 15,00 750.00 rle
Pay Bills
Are you readly to apply the selected payments and create checks to the
vendors
-
Total Payments. .00 ,
wean Gose

10. When the Applying Credit Only window pops up, click Yes to apply and no check included.



Applying Credit Only

 You are applying a credit to a bill but not including it on a check. There
' will be no transaction given to the vendor notifying him of this
transaction. Is this what you really want to do?

11. In Pay Bill window, the bill that had the credit applied will still show in the list with the new balance after the

credit:
Vendor s | Vendor Credts | A8 vendor Credts | [~ Excude Comdata Vendors
r L comtan 4]
Pay |InvoiceDate | DueDate | Disc Date | vendoe |Reference |  saamt| Dscount|  saiance| Paid | ending [ vendor |
r |50 3y8/2024 2/15/2024 AS SubContractor 12345 250.00 5.00 100.00 Ir =
IBGREEER NIE/024 212s]m024 3G SbContracior | 5678 S00.00 10.00 500.00 r 7
r|zzm 3232024 3432024 ASSubContractr (8754 | 7sn00 15.00 750.00 r 5

12. Open the vendor and the Open Bills show the new Net Due after credit:

r
Open Bills $1,500.00
Invoice 3 Date Due Amount HﬂLD.I.IE_I
12345 2/5/2024 3/6/2024 250.00 100.00
5678 2/15/2024 3/16/2024 500.00 500.00
8754 2/22{2024 3/23/2024 750.00 750.00

13. Reopen Comdata and the vendor bill shows the balance that is due after the credit is applied. You can pay the bill
via Comdata.

Comdata  Help




