AR- CHEQUE PAYMENT REVERSAL


AR – CHEQUE PAYMENT REVERSAL

The artPayrev Cheque Payment Reversal process is used to enter details of cheques or payments that were entered in the Accounts Receivable system that needs to be reversed.

The payment to be reversed must already be entered and posted before the reversal can be entered.  A valid Customer Code, Cheque No and Receipt Date must be entered before the system will locate the original transaction.  Other reversal details can then be entered.  
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Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image2.png]


Help button. 
To access Search for fields that have Search available – position cursor in the field, Click on [image: image3.png]Search



Search Button, or right click and select Search option. 

· Customer – Enter the Customer code for the Customer who made the original payment.
· Cheque No – Enter the Cheque Number that was used when the original payment was entered.
· Receipt Date – Enter the date that was used when the original payment was entered.
The information entered into each of these fields must match EXACTLY with the original payment.  The system will display the cheque amount after you have entered the receipt date and it has found a matching posted payment.  
If any piece of the information does not match, the system will not find the transaction and you will not be able to reverse this transaction.
· Cheque Amount – This is a display field only and will be populated with the amount from the original payment.  
· Bank Account – Make your selection from the available list of Bank Accounts.  This will be the Account that you would like to use to reverse the entries created by the original payment.  This will default with the Bank Account used when the original transaction was entered.
· Discount Account – This is the General Ledger Account that will have the discount amount reversed (if discount was given when the original payment was processed). This will default with the Account used when the original transaction was entered.
· Reversal Date – This is the date on which you want this reversal to occur. This will usually be a date in the current period and the usual date validations will be performed to ensure the reversal cannot be posted into a closed period.
· Original Trx No – This is a display field only and will be populated with the Original Trx No when found by the system after the original transactions details have been entered.
Click Save Button to save all details
Example:

· If you know the original payment details – enter them in each of the fields in this process.

If you do not know the original payment details – 

1. Position cursor in the customer field 
2. Enter the customer code 

3. With the cursor in the Customer Code field - Right click with your mouse, left click and select Enquire option

4. You will then be taken to the areDarEnq – Enquiry Screen for Debtors Enquiry for the customer code you entered in step 2.
5. Click on the Current button to go to the Current Transactions.

6. Locate the Cheque payment you want to reverse. Eg. see Figure 2 and 3 below.
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7. Record the Date, Transaction Reference No and Original Amount.
8. Click Exit button and you will be returned to the artPayRev – Cheque Payment Reversal screen.
9. Enter the Cheque Number and Receipt Date from the original amount – the details you recorded from step 7.
10. If you have not entered any of the details correctly you will receive this error
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If you have entered the details of the original transaction correctly the following will appear, where the original Cheque amount will be displayed, the Bank Account and Discount Account will default with the details used in the original transaction.  The original Trx No will be displayed and the cursor will be in the reversal Date field.  
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· If the reversal date is to be the default date, click Save Button or change the reversal date to the date you want then click Save.
NOTE!! If you are Reversing a Payment because the Transaction Date was incorrect, it is recommended that you enter the Reversal Date the same ‘incorrect’ date.  Ie. The payment and the reversal will be processed on the same date.
You will then process the payment with the ‘correct’ date. 

· Click Save button to save information.
EDIT LIST 

Print an Edit List to check your data input.  

PAYMENT REVERSAL POST

Run this process to update the system to reverse the original Payment type transaction.
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