How to Process Refunds and NSF Checks
REFUNDS
Once you receive a request from either an AE, Larry or the client to send them a refund these are the steps to follow:

1) Check the Aging to see how the payment was applied originally.

a. Was it applied to an invoice, an order, an advertiser or an agency.

2) Go to the Payment screen

a. Select “New”

i. In the New screen enter:

1. Agency name

2. Payment Type will be “REFUND”

3. Tracking Number will be “Refund Overpayment”

4. Amount will be input as a negative

5. Select – Add Invoice, Order, Advertiser or Agency based on # 1 above

6. Type in Refund amount then OK

3) Go to Statements

a. Type in Advertiser/Agency name

b. In Multi Station Header select KIXQ and “Search”

c. Print 2 copies of statement

i. Take one copy to Chad to request check and give to him as his receipt

ii. Send second copy with the check to the client

NSF CHECKS

You will receive an email from Patty that contains the copy of the bank form and a copy of the check that bounced.  You will need to forward this email to the AE on the account and Larry letting them know you need it resolved within 3 business days along with $50 NSF Check fee.
In Wide Orbit:

1) Go to the Payment Search screen

a. Type in the Advertiser/Agency name on the check
b. Search

c. Group Panel by “Applied Date”

d. If not pulled into body of screen, pull in “Tracking Number” column and look for check # on the NSF Check.  

i. You will need to know what station and invoice(s)/order(s) this check was applied to.

2) Select “New” in file bar at top left corner.

a. New Payment window will open 

i. You can use current date unless it’s at the end of the month, then you’ll need to inquire from Patty if this should be an entry in the prior month?

ii. Select Advertiser/Agency 

iii. Payment Type will be NSF – NSF Check

iv. Tracking Number will be “NSF Ck (# of bounced ck)”

v. Amount will be negative (-) amount of check

vi. Then you will choose invoices/order/advertiser/agency and station (if needed) based on “i” above.
vii. You will apply $’s based on the way it was originally applied.
You can check aging after both entries to see if negative and positive balances show if they do highlight both and right click and “Link Payments” to clear them from the aging.  

