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If you receive a refund from a supplier you can’t just use the Record Deposits feature in 
QuickBooks as the GST will not be accounted for. The correct procedure is as follows:

Enter a Bill Credit for the amount of the refund. Code to whatever you coded the original 
transaction to so that they offset each other.

Under Record Deposits enter the refund amount and code to Accounts Payable. 

Go to Pay Bills and you will see the deposit in the list there. 
1. Highlight the transaction and tick the box
2. Click on Apply Credits (the bill credit amount will be there under Total Credits Available)
3. The Apply Credits window will open onscreen. The bill credit should be ticked and 

highlighted. Click on Done.
4. You will be back to the Pay Bills window. The Bill Credit amount will be in the Credits Used 

column and the Amount to Pay will be zero. Set the payment date to be the same date as 
the refund, check the bank account, and then click on Pay Selected Bills.
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The Payment Confirmation window will then come up and you are done.
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