Negative balance caused by a bill being
Forgiven AND Voided
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Summary of patron account with a positive balance but includes a negative bill.
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Click “Uncheck All” and “Check All Refunds”. Then click “Apply Payment”.
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When the refund is greater than money that has actually been paid, a refund is not
allowed. This is the error message that is given.
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There are 2 ways to bill a patron.
The first way creates a new billing line item.
The second way adds billing to an existing
line item.

When correcting a bill it is best to add billing
to an existing line item. When a new billing
line is created it results in a positive billing

line item and a negative billing line item. The

total will still be correct but there will be
unresolved billing line items.
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First way to bill a patron. Choose “Bill Patron”

in the left corner of the bill screen.
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Following the boxes on the billing screen that appears, bill the patron for the amount
necessary to zero the account. Be sure to include a detailed note about why the patron is
being billed. Click “Submit this Bill”.
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Here the results show a positive bill and a negative bill that will cancel each other out but
they will remain as line items on the patron account.
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To add billing to an existing line item, right click on the line item or click “Actions for

Selected Items” and choose “Add Billing”.
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Following the boxes on the billing screen that appears, bill the patron for the amount

necessary to zero the account. Be sure to include a detailed note about why the patron is
being billed. Click “Submit this Bill”.
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15 v S0500027 08/23/2009 5:28 PM 0 000 circulaton ‘Welcome to the world, Baby Gl 000
6 v proisns wmasneN 10 o cieton Dcges andthe it dance - & iry about Edgar Degas om
v sissoonz wmassneM 10 o0 Gecation Balleina fing om
18 v SO0006 OB/23/2009 5:23 PM 10 000 cnculaton Belinda, the balienna. 000
v v sossm2 wDaosEIN 10 o0 creuatan Mainy goes campng om
0 v ssoon waamasaeM 1 o culion The ocp om
n v wsm waassaeM 1 o crovation M forsachthr:the bilogy of thehumun-animalbond 020
7 va 55 GoomnIAM 100 ) crsuon “The Crpmnts g th Beatis s om
n v sigonr omassna 10 Y cocation OK computer om
24 Vo M1 10/26/20091:16 PM £ 0 arculaton - 000
P sison2 0AADLSIM 2 oo caion The beuntrees 3 el om
% vam si08 oasa9LIseM 80 o cicuaton Oropped s ach om
7w st wasassIN oo gy At ring om
n voa suavsins oasaaisen A0 ot crsuinon Pigsmhasvens s novel om
n v siassors aaoLeeN 40 oo ciclaton Canyo s ascrat om
o v wsicen om0 L n crcaton Widswann rock om
31 v 8 TROBL 01/08/2011 3:08 PM - 000 cincylaton “The girl who kicked the hemet's nest 000
n v usos RUAD0M 12 oo ccuatan The st patnet 3 ier om
n vin 125 puADLNS 12 oo e M’ doorlessonsfrom  frethiking dog om
losasss] [upunon] (et | i gpiors
Volded this semsion: 1050 Foment Changn o
Change Due Upon Payment: 0.00 ! (. ) L CE )
o Checked 1600 e 170
Comen ChangetoBrron et

The corrected patron bill.
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