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Customer Deposits, Prepayments and Overpayment Processing

Document #: 3038 Product: |CenterPoint® Accounting for Agriculture with AR Module

A customer deposit is a prepayment for the purchase of future goods and services (unearned revenue). Overpayment of
customer invoices (A/R) may also be considered customer deposits because they are also considered unearned revenues.

When a customer deposit is entered, it must be posted to a liability account (unearned revenue) that belongs to the Customer
Deposits account category.

Step A: Verify or Add a Customer Deposits Account (Onetime Setup)

Step B: Creating Deposits for Customer Overpayments and Prepayments/Deposits

Step C: Applying Deposits to Invoices

Refunding a Customer Deposit

Frequently Asked Questions

Prerequisite

You must have the Accounts Receivable module purchased and registered in the module configuration manager (File >
Administration > Module Configuration Manager) prior to creating a deposit for customer overpayments, prepayments, or
deposits and applying deposits to invoices.

Step A - Verify or Add a Customer Deposits Account (Onetime Setup)

1. Select Setup > Accounts > Accounts and review the list to see if you have an existing Customer Deposits account. If
you do, edit that account. Otherwise, click New to begin adding a new account.

2. Ifyou are editing an existing Customer Deposits account, verify that the Type is set to Liabilities and the Category is
set to Customer Deposits. Correct if needed. Then, click Save and skip to Step B section below.

3. When creating a new account, enter an appropriate Number and Name.

- Detail | Balances | Filter | Reports

Customer Deposits Overpmts

General | Detail | Prices | Distibutions | Templates |
Accourt nformation Account Hierarchy

Abbreviation| | Number| 2010

Name| Customer Deposits & Overpmis

Type! /
Category Customer Depasits

Subaccount of

Units of Measure

Quantity 1
Quantity 2

(@) Display Account MNames
() Display Account Numbers

() Display Abbreviations

T ==l
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4. Select Liabilities as the Type.

5. Select Customer Deposits as the Category.
6. Click Save.

Step B: Creating Deposits

There are two types of deposits that can be entered in CenterPoint depending on if the customer is giving you a prepayment or
deposit for a futre purchase, or if they have inadvertently overpaid an invoice. Step-by-step instructions are included below for

both scenarios.

Creating a deposit for a customer prepayment or deposit

1. Select Processes > Sales > Receipts.

%3 Transaction Search

Si=lEE]
Filters | Columns | Group/Sort | General |
F;:: bl B e rn DoteSelection [ =] From [120y/2010  [&] To [12312014  [E]
= i : e
A — Format Definition |Summary E‘lé‘@
®
Item Selected Criteria Fifter Defindfion [ Summary MEE
Entry Screen :<Afb IZ‘. ) Tmrlasaalz.:an T'Ezs:f:n Entry Screen | First Name, Last Mame | Total Jou
Transaction Name | <All> | 953 7 i T
PR | 388 2eimn Vendor Inveices{A/P}  Cingular Wirelsss
Transd g} Vendor Invaices(A/P) [E=l=]
Transg
Company |CenterPoint Farms [Fg) Current Baich
Vendor 'Ciﬁgular Wirglsss IEI [E Credit Card Balance §5,062.01
Vendor Address |Business Address [P Reference # =]
P.O. Box 3837 Date |12/21/2011 (|
Rye, NY 1058 - = $237.66
Q! Void Vendor Invoice = EoEe 2
=]
AP Account |Platinum Plus f Gk Wit Dl " 12/21/2011 EI
On Hold i 1/01/1986 *
: {E Onif Void Inveice Date|| = =
Were| Account Invoice / R Notation
#-{ Phone- Mobile 5
T 9
f‘ [ T ] v
Memo Line 1 Total $287.66
Line 2 Ayailable Terms Discount Jverride
| [ Ssawe ][ Deete ][ Void ][ Recuming ] Close | g

2. Enter the Bank Account the receipt will be deposited into. If using bank deposits, also specify the
appropriate Bank Deposit.

3. Enter the customer the deposit was Received From, the Date, and the Amount. The Payment Type and

Check/Ref # fields are optional.

4. Inthe grid, select your Customer Deposits account in the Account field.
5. If areceipt for the customer is desired, click the Print button.

@ Attach Documents to Transactions

6. Click Save to complete the transaction. This receipt will now display as a deposit on the customers
account, increase the bank account and increase the customer deposits liability account.

Creating a deposit for a customer's overpayment
1. Select Processes > Sales > Receipts.

2. Enter the Bank Account the receipt will be deposited into. If using bank deposits, also specify the
appropriate Bank Deposit.
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Scanning and Attaching Files to Transactions.htm

3. Enterthe customer the deposit was Received From, the Date, and the Amount. The Payment Type and
Check/Ref #fields are optional.
4. Click on the Apply to Open Invoices button.

Enter the amount received in the Receipt Amount field, and click Apply.

The remaining amount of the receipt will display in the Over Payment (Customer Deposit) area. Select
your Customer Deposits account in the Account field. The amount will display automatically.

7. Click OK to return to the original receipt screen.

oo

> CustomerInvoices
Select Invoice
Customer: Buchanan, Frank Date: 10:25/09 Invoice: 000078
Customer Balance £700.00 Credit Limit 80.00| Remaining Credit| -§700.00
Itern. Quantity Description Accourt Szles Price
@ \ Mountain Lake Club M \ 1 | Mountain Lake Club Membershi Service Sales | 500.00
« 1 | r
Subtotal £500.00
+Misc s0.00) + $0.00| - Discounts $0.00) - 50.00
Invoice Tatal §500.00
v .00 $250.00| Terms Discount $0.00] Net Due | §250.00
[ Save ] [ Clear ] [ Recall ] [ Accounts ] [Opticns x5 0

@ Attach Documents to Transactions ]

8. Click Save to complete the transaction. This overpayment portion of this receipt will now display as a
deposit on the customers account, increase the bank account and increase the customer deposits liability
account.

Step C: Apply Deposits to Invoices

There are two processes that can be used to apply a previously entered deposit to an invoice. Both are described below.

Option 1 - Apply the deposit while entering the customer sales invoice

1. Select Processes > Sales > Customer Invoices (Detail). Use the normal process to enter an invoice for
the customer.

2. By default the system will automatically apply any unapplied deposits to the invoice. The amount applied
will be displayed in the Amount Received box
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Scanning and Attaching Files to Transactions.htm

Z Customer Invoices ===

Select Invoice

Customer: Adams, Chuck Date: 11/30/2023  Invoice: 000075
Customer Balance: $585.24  Credt Limt $15,000.00  Remaining Credit $15,585.24
frem Guonity Description Account Sales Price  Amount
@.‘ Miscell Sales | 1\ Sales \Pmdua;a\es \ 254 oo\ szsmn\ Additional Description |c.mmems\
< >
ltem uoM Quantity Assigned Quanity On Hand  Quantity Available On Order Vendor Part #

Miscellaneous Sales Each o o o

Commission Amount $0.00] [] Overide Subtetal 254,00

Freight 0.00] + [ Misc || $0.00| + | Sales Tax $17.28 | - Discourts .00 - 517.28

Invoice Total $271.28

$271.28| Tems Discount $0.00] Net Due 50.00

Save Clear Recall Accourts Options ~ Close (7}

©

If you are manually applying customer deposits, the amount in the Amount Received box will always
display as 0.00 even if you have deposits available for application. To display all outstanding deposits and
manually apply the deposit, click Amount Received. The Apply Customer Deposits screen displays all
available deposits that have previously been received with a deposit date that is less than or equal to the
current invoice date and not yet applied to a sales invoice. To apply the deposit to the invoice, select the
check box next to the Date and then click OK. If the applied deposit is less than or equal to the balance due
on the current invoice, the entire amount is applied. If the applied deposit is greater than the balance due on
the current invoice, only the balance due will be applied. The Balance Due is calculated as the Invoice Total
- Amount Received Applied - Sum of Customer Deposits Applied - Discount Amount.

& Apply Customer Deposits O x
Calculate Terms Discount §0.00
Customer Deposits
Date Receipt Number Amount Applied MNotation
] 11/30/2023 000058 £543.00 & 0.00 | Receipt for building materials
] 11/30/2023 000058 £212.00 £ 0.00 | Deposit for doors.
Pay In Ful
Receipts
Bank Account Fayment Type Check/Ref# Amount
Balance Due With Discount £271.28
oK Cancel (7]

3. The Net Due is calculated as the Invoice Total - Amount Received Applied - Sum of Customer Deposits

Applied - Discounts.
4. Click Save to complete the invoice and application of the deposit.

Option 2 - Apply the deposit after the customer sales invoice has been entered

1. Select Processes > Sales > Apply Customer Deposits.
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Company CenterPoint Farms

Transaction Date | 10j13(2010
Customer Black, Tim Transaction Mumber |0 [E
Deposit 10{13/2010 Remaining Deposit Balance $390.98
DueDae  IWOCe o Meodle soitDue  ApplAmout  Appl Dol
ale Invaice #

Amount Dus
dualaple DBt Taken igo ooy Discount Dats
sfwann  Jwasnn foe |

$0.00| $34s00] 7 $0.00 $0.00

$34500/ 1041310

<

.

Discounts Taken

Account
Amount $0,00

[ save || fppbal || FReset || Espandad |

o= @

2. Enter the Customer and the Transaction Date.

3. Click on the Lookup button :ﬂ to the right of the Deposit field to display all unapplied deposits. Select the
appropriate deposit from the list. (Use the Notation column to identify specific customer deposits .).

J7 Lookup O x
Search For || | By |Receipt Date e
~ |+ Filtering
ReceiptD... 7/ ReceiptMu.. Original Dep... Unapplied B... Motation
11302023 000058 543.00 543.00 Receipt for building ...
11f30/2023 000059 212,00 212,00 Deposit for doors.,
oK Cancel (7}

4.

In the grid, select the invoice(s) to apply the deposit to. All unpaid invoices will display in the grid. To select
an invoice, put a check in the Apply box.

5. Click Save to complete the transaction.

Refund a Customer Deposit

Option A: Refund a Customer Deposit with a Printed Check

1. Select Processes > Sales > Refund Customer Deposits.
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Q Refund Customer Deposits =N EER ==
Compsny | Alpine Sports 7 Refund Date 05/15/2013 |
Customer Jefferson, Zach P Refund Method [Payment
Payment Infarmation
Bank Account 7| Memo 1 | Refund customer depositioverpayment
Check Number 000011 [l Memo 2
: o Applied to
Transaction Transaction Deposit Applied to Amount Spplied to
Select  Number ate unt Invoices Remaining  FORMdAMOUTt  gopos Orders 1 Balch
] | ooovs? o70an3 54,00000 $000|  $400000 $000 s000 5000
Refund Total | $0.00]

W

check? box.

Enter the Company/Fund, Customer, and select the Refund Date. In the Refund Method box, select Payment.
Select the BankAccount. If you need to print a check for the refund, enter the check number and check the Print this

4. Memo Line 1 will display the following text: "Refund customer deposit/overpayment". This text can be changed. Enter

any other information into the Memo Line 2 box.

Click the Print button. (An image of a printer displays on the button. A green check mark means the check will be printed

and a red X means the check will not be printed.) Select whether the check should be printed when it is created, the
printer to print the check to and the number of copies to print. To set your default for the Print button, right-click on the
button and select Set As Default. To override the Print button default, click the Print button and change the settings on the

5. Select the deposit to be refunded.
6.

Print Settings screen.
7. Click Save to complete the refund .
8. Click Close.

Option B: Create an Vendor Invoice for a Refunded Customer Deposit

1. Select Processes > Sales > Refund Customer Deposits.

Q Refund Customer Deposits oo ==
Compsny | Alpine Sports 7 Refund Date 08/05/2012 3
Customer Jefferson, Zach I Refund Method [Accaunts Payable Invoice -
Payment Infarmation
AP Account Accounts Payable - Trade Fal Memo 1 | Refund customer depositioverpayment
Invoice Number 000010 Memo 2
: o Applied to
Transaction Transaction Deposit Applied to Amount Spplied to
Select  Number ate  Amount Invoices Remaining  FORMdAMOUTt  gopos Orders 1 Balch
] | ooovs? o70an3 54,00000 $000|  $400000 $000 s000 5000
Refund Total | $0.00]

Select the Customer Deposit you are refunding.

OUThA LN

Enter the Company/Fund, Customer, and Refund Date.
Select Accounts Payable Invoice as the Refund Method.
Select the AP Account and enter an optional Invoice Number.

Click Save to complete the refund and create the AP Invoice. Click Close.
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Frequently Asked Questions (FAQ)

Q: Which report should | use to review my customers outstanding deposits?

A: The Customer Deposits report. Select Reports > Reports > Transaction Reports > Receipts > Customer Deposits.
Q: Is there a way to un-apply a deposit to an invoice?

A: Yes. The easiest way to do this is by using the drill-down capabilities in our reports.

1. Preview the Applied Customer Deposits Journal (Reports > Reports > Transaction Reports > Receipts > Applied
Customer Deposits Journal).

2. While previewing the report, verify that it is in interactive mode by clicking on View and selecting Interactive Mode. Click
on the dollar amount to be un-applied in the Amount Applied column to display the original transaction that applied the
deposit (this will be either the Apply Customer Deposit or Customer Invoice screen).

3. Ifthe Apply Customer Deposit screen is displayed, click the Delete button.

©

Q: Which report will show me deposits that have been applied?

A: The Applied Customer Deposits Journal (Reports > Reports > Transaction Reports > Receipts > Applied Customer
Deposits Journal) will display all applied deposits. While previewing this report, use the drill-down capabilities to review which
invoice(s) it was applied to. This is done by clicking on the dollar amount while previewing the report.

e |

Q: Can | delete a customer deposit?

A: If a customer deposit was inadvertently entered, it can be deleted as long as it has not been included in a bank deposit and is
notin a closed period.

e |

1. Preview the Customer Deposits report (Reports > Reports > Transaction Reports > Receipts > Customer Deposits).
Note: While previewing the report, verify that it is in interactive mode by clicking on View and selecting Interactive Mode.

2. Click on the deposit amount to be deleted. On the Applied Customer Deposits Journal that is displayed next, again
click on the deposit amount. The original Receipt transaction will be displayed.

3. Select the Delete button.

Q: Will customer deposits/overpayments be included in the Open Invoice and Aged Receivable reports?

A: Customer deposits and overpayments can be included in the Accounts Receivable Aging, Customer Deposits, Applied
Customer Deposits Journal, and the Customer Ledger reports. There is not an option to include them in the Accounts
Receivable Open Invoice report.
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