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Payments - NSF Check Process

Batch Payment (F5)

1. Click on NSF option
for list of check
payments from that
customer.

Review list of checks
in payment history.
Once found, highlight
that check and click
on the NSF button.

3. Click OK to confirm.
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Batch Payments

[S5)

Cust. ID: 000345

Company |Harkins 7724 Repair

Name || I

Date |06/29/2013 Current Balance
Type - Charged $523 .48
Amount |0.00 Credit $0.00
Reference #
Authorization #
7
Date | Invoice # | / Invoice For A t Bal Pay t -
0672972013  On Account 0.00 0.00 | 0.00
01/08/2010  D66435 1991 Toyota - Pickup 5R5 1.353.93 100.67 | 0.00
06/14/72011 | 146746 1991 Toyota - Pickup SRS 69.43 69.43 | 0.00
0741672012 761 2000 Toyota - Tundra SRS 318.38 318.38 0.00
101572011 6 1991 Toyota - Pickup 5R5 35.00 35.00 | 0.00 i

Auto Disllihute| Apply Delete Fee Clear | Save | Done |

History NSF
' 4
Check Payment History Ié ManagerPlus @
it | Date Amount | Statug  #
10156 6/29/2013 $523 48 Mormal This will mark the $52348 check dated 6/29/2013 as M5F
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Ok to continue?

©
IT' Cancel
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Done |
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The payment is “backed out” and the amount of the check now becomes due and payable once again.

It will be visible in the F5
Batch Payment window again
as well as on any printed
balance due statements.
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Batch Payments

(S

Cust. ID: |0D00345

Company |Harkins F/24 Repair

Name || |

D ate lm
Tope
Amount W
Reference # l—
Authorization #

Current Balance

Charged
Credit

[ et |

$523.48
$0.00

Date | Invoice # | Invoice For Amount I Balance Payment | *
06/29/2013  On Account 0.00 0.00 [000 |
01/08/2010  D66435 1991 Toyota - Pickup 5R5 1.353.93 100.67 | 0.00
0671472011 | 146746 1991 Toyota - Pickup 5R5 69.43 69.43| 0.00
0771642012 | 146761 2000 Toyota - Tundra 5R5 318.38 318.38| 0.00
1041572011 | 146767 1991 Tovota - Pickup 5R5 35.00 35.00) 0.00 i
Histomy MNSF Auto Digtribute Apply Delete Fee | Clear | Save | Done |
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Find the NSF Checks report
under the Accounting tab.

Dizcount Summary

Hazardous Material Summary
Invoice Profit Summary

Late Fees

Posted Counter Sales

Mo. of Copies To Print

o

-
Report Selections ﬁ
.
Follow Up Inventory Report to
Client Management | Accounting |S J
creen A
Customers with Credit On Account
Daily Posted Charges 5
Deleted Orders Select Printer
Deleted Payments |HP Officejet 6300 series |

Posted Non Taxable Orders
Posted Order Detail
Posted Drders

Fax | Print | Eancel|
S—
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Determine the period you
wish to review and enter a
date range and click OK to
run the report.

[E5)

Date Range
| Select a range of dates to print on report |
From | 67 1/2013 - To | 6/30/2013 -

Cancel | Ok |

TIP: Create a “part” to quickly apply an NSF fee item

Create an account revenue class of ‘NSF’

and use it to track this accurately.

Add New Part

Part No. |NSF FEE

Part Code

Descrption |NSF Fee

Manufacturer | <none

E3

Category |Hiscellaneuus

B

Account | [ EE F00 bl

Incomef/Payment Types

w N5F Fee

Clazs Description

| GLCode |
| 40666 |

Create an invoice for the NSF Fee and charge that to the customer. It will display in the invoice list along
with their other invoices in the F5 Batch Payment window.




