
 
Payments - NSF Check Process 

Batch Payment (F5) 
1. Click on NSF option 

for list of check 
payments from that 
customer. 
  

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

3. Click OK to confirm. 
 

 
 

 

 

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. 
 

 



 
 
 
 
Find the NSF Checks report 
under the Accounting tab. 

 
Determine the period you 
wish to review and enter a 
date range and click OK to 
run the report. 

 

 

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.  
 

 

 

 
 
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. 
 


