PROCESSING SUPPLIER REFUNDS IN QUICKBOOKS

ACCOUNTS & BOOKKEEPING

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.

) Enter Bills

& Previous [ Next | ¥} Find %y History 5] Journal

(1Bl @ Credit
Supplier Backstop Hardware Store - Date 01/06/2011 .
Ref, MNo. 123456789
Credit Amount  § 230.00
Memao
Expenses £230.00 | Items S0.00
Account Tax Met Amt Tax Amt Memo
Expensed Equipment - |5 - 200.00 30,00 |refund for faulty equipment

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

| i Make Deposits

@l Previous [ Nedt &35 Print ~ | Payments &4 History 5] Journal

|[DepositTo | ABCBank  » | Date 05/06/2011[E] Memo | Refund

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Received From From Account Memo
Backstop Hardware Store Accounts Payable refund for faulty equipment

Go to Pay Bills and you will see the deposit in the list there.

1.
2.
3.

Highlight the transaction and tick the box

Click on Apply Credits (the bill credit amount will be there under Total Credits Available)
The Apply Credits window will open onscreen. The bill credit should be ticked and
highlighted. Click on Done.

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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& Pay Bills

=
Select Bills to be Paid
e Due on or before | 11/06/2011
@) Show all bills SortEilsByY |pueDate v | Show Bills For =

7 Date Due Suppler Ref. No. Amt. Due Credits Used Amt. To Pay

I |03/01/2004 remarkable Hotel 198.00 0.00 000 ~
I |25/02/2004 Homeware House Ttems 1,905.25 0.00 0.00
™ |o7/03/2004 Georgian Plywood Import Co. 4000.00 0.00 0.00

T |10/03/2004 Remarkable Hotel 605,00 0.00 0.00

T |15/03/2004 Rajah Furniture 2,310.50 0.00 0.00
=] Backstop Hardware Store 230.00 0.00 230.00

21 Apply Credits

Bill
Supplier Backstop Hardware Store
Ref. No Amount Due 230.00
Date 05/06/2011
Original Amt. 230,00 Credits Used 230.00
Amt, To Pay 0.00
Ref.No.  Credit Amt. _ Amt. To Use  Credit Balance

o Totals 230,00 230,00 000 | 050
Clear Selections Clear
Credit Information for Highlghted 51
Supplier  Backstop Hardware ... Number of Credits 1 [ ome J[ cod J[ nep |
Bill Ref. No. Total Credits Available 230.00
Go toil Set Credits
Payment Account Payment Method Payment Date
- @) To be printzd
ABC Bank Cheque 05/06/2011
Ending Balance  259,290.58 Assign cheque #
 Pay Bills Type a help question = How Do IZ
Select Bills to be Paid
oo e Dueemorbefore | 130/2011
@ Show allbils SortBilsEy |pucDate v | Show Bils For -
T Date Due Suppler Ref. No. Amt. Due Credis Used Amt. To Pay
I |o3/oy/2004 Remarkable Hotel 198.00 0.00 000 -
[ |25/02/200% Homeware House Ttems 1,905.25 0.00 0.00
I |07/03/2004 Georgian Plyood Import Co. 4,000.00 0.00 0.00
I |10/03/2004 Remarkable Hotel 605.00 0.00 0.00
[ |15/03/2004 Rajah Furniture 2,310.50 0.00 0.00

Ending Balance 259,520 58

Assign cheque ¥

Totals 9,248.75 230.00 0.00
Clear Selections
Credit Information for Highlighted Bl
Supplier  Backstop Hardware . Number of Credits 0
Bill Ref, No. Total Credits Available 0.00
Go to Bl SetCrediis |
Payment Account Payment Method Payment Date
- @) To be printed
AEC Bank. Cheque 0/0s/201. (8]

Pay Selected ils

The Payment Confirmation window will then come up and you are done.
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