Negative Balance Caused by Incorrect
Attempts to Fix

| — L= lo ¥ ]
B34 S, Gicndtion ooy Ao  Bosiny adem )y
©) crecrout - () crectin -| 124 seach Catlog + 18] hem stats < | | Paron Serch - | § Patron Regitration - (5] tossietotion
Rotresn | chockout| pemsout | yowrs (WUTEN ot | tessages| gmer -
3 o s =
=T
;= ilable: Pyt
Total Owed:  -1.20 Refunds Available: 5.00 e
Total Checked: 3.80 Credit Available:  0.00 By
Agnotate Peyment | Sea Diswrbution | [ Apply Bayment |
[g0paron | [ ooy | OISR ctions o Selcte T
Bulance Owed sas st Totai Bed Touipud Type Tise Peyment Pencing B3
D] 1051758 QAVEBIONAM 380 000 srcery 000
[isActom~ | [ Chuck | [Rrchackih] [Choc b oot [ Pimtm | e
Voided this session: 000 Payment  Change Owed Billed Paid
. Pending: o050 000 Totak. s 1580 300
Change Due Upon Payment: 0.00 =t s e
Somvert ChangetoPatin Credn

Patron with a negative balance. This one is more involved because an attempt was made
to correct the mistake but resulted in making the matter worse.
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First let’s look at the full details of the negative bill line item. Right click on the line item or
click “Actions for Selected Items” and choose “Full Details”.
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The full details of the original bill show part of the bill was paid in cash, part of the bill was
forgiven, and all the bills were voided. That resulted in a $5.00 credit to the patron.
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Bill patron creating a new line item was chosen when trying to correct this bill instead of
using the “Add Billing” to the existing bill line item. The result was a new billing line item
with a charge of $3.80.
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This is a screen shot of the full details of the $3.80 line item bill.
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Now we know how the patron bill got to this state, a negative balance of $1.20. $3.80
owed and a refund due of $5.00.
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Comvert Change to Patron Credit

To attempt a refund of the $5.00, click “Uncheck All” and “Check All Refunds”. Then click
“Apply Payment”.
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The refund attempt results in an error message because more money is being refunded
than was actually paid.
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To correct the account the credit of $5.00 needs to be removed. Add billing at the line item
level by right clicking the line item or clicking “Actions for selected items” and choosing

“Add Billing”.
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Following the boxes on the screen fill in the appropriate amount to zero this line item. Add
a detailed note to explain the reason for this bill and click “Submit this Bill”.
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The result is the negative bill is now gone. Now we need to clear up the remaining positive
bill that the patron does not actually owe.
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To remove a positive bill the bill would need to
be paid or voided.

In this case the bill does not need to be paid
with any payment type because the patron did
not owe this portion of the bill.

The patron did owe $1.20 which was paid in
cash on the original bill.

The billing line of $3.80 that was added in error
while trying to fix the account should be
voided. This billing line was not actually due
and should have never been added.
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Right click on the billing line that needs to be voided or click “Actions for Selected Items”
and choose “Void All Billings”. Viewing the full details of the bill to be voided is also an
option. Seeing the full details can be necessary if you only need to void part of the charges.
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In this case, we are voiding the complete bill.

From this screen highlight the bills to be
voided and click “Void Selected Bills”.
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When you return to the patron bills screen you will see that all bills have been removed
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and the account balance is now $0.00.
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