How do | move money posted to the wrong
place?

Sometimes, payments received are posted incorrectly.
Situations, include but are not limited to:
Tuition payment was applied to an incorrect student record.

Enroliment deposit applied to Prepaid or directly to to the student’s
charges tab.

Prepaid tuition applied to Next year’s Enrollment Deposit “Bucket”.

Regardless of Who, Where or How, Payments misapplied can be moved to
the intended spot via a

Zero Dollar Cash Receipt

The following example will address a situation where a payment of
$5,000.00 was applied to one student’s Enrollmemt Deposit Bucket, but
should have been applied “50/50” to this student’s (and his sister’s)
enrollment deposit buckets.

John E. Ondaspot’s, This Year Enrollment Deposit Bucket has the
$5,000.00 but the payment should have been split between John E and
Dot’s Enroliment deposit bucket.

Since the funds had already been received and simply misapplied, we will
do a Zero Dollar (amount) Cash Receipt to move money to the intended
student record.
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Student Maintenance Search

[:l}' MHew Iz Edit Iﬁ; Copy a Delete Optionz - L’E;‘ Export - q] Cloze
Search By Additional Criteria
Enter 1.0 Open Diizplay: |This Year
] GoTo | M arme
Eilter Results ||D v| ||:|:|ntair‘|$ v| |EIND.£‘-. )
Studentz in group: | [l
W | Refresh List

Show Addreszes | Parent 1

Student Mame ID 4| Grade |Enroll Dep| Family D Farent Name 1 Addrezs
Balance Mame
John E Ondaspot OMDADT 2 5,000.00 OMDADM Dr. Stabtrob Ondaspot 4% heel Drive
Dot Ondazpot OHDADZ 1 0.00: OMDAD2 Dir. Stabtrob Ondaspot 4 wheel Drive

In Accounts Receivable, Select “Cash Receipts” icon - then click [New]
(Bottom left of the Cash Receipts Posting Window)

The system will prompt you to select a cash account then click [OK]

(It won’t really matter which cash account you select because a Zero Dollar
Cash Receipt will debit and credit the cash account for the same $ amount)

From the now open, Cash Receipts Posting window click [New].

For the check information, Amount is 0.00 and Number can be Transfer or
Xfer.

Then click [New]
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Cash Receipts Posting - ( New Check ) -
File Edit Teools Help
Check Infarmation
0.00| [10-29-2020 | [Transter| || [ save
Armont D ate Murmber Bank Mumber
Diistribuati
I.0. A Acct Mo Mame / Acct. Desc. Tatal Applied A HIBLAENS
(® A/ [Student]
) A SR [Farily]
() Misc.
[ e
E dit
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— Delete
Drigtribution T atal
Balance 0005 -
I

This is where you need to consider 3 things:
1. Where was the payment posted originally?
2. Where SHOULD it have been applied?

3. Lastly, remember that normally, cash receipts — where the money
goes is always a positive amount.

Since in this example, $5,000.00 went to John E Ondaspot’s enrollment
deposit bucket and $2,500.00 should have been applied to his sister’s
enrollment deposit bucket.

So we will enter a positive $2,500.00 to student id ONDAO2 (After coding
Reference and Pay Ref. fields, click [OK]
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A/R Cash Receipts Posting -

Diat Ondazpot Current Grade 1
Student
&/F Accounts lDeI:uit .-’-'-.u:u:u:uunts]
Tuiticn &k, | EI.UU| | Ealance|
Other Charges | EI.UU| | Ealance|
Enrallment Dep. | E,EUU-DU| | Balance | [ Mewxt vear
Other Enrollment Dep{ EI.EIEI| | Balance | [ Mext ear
Prepay &mt. | |:|_|:||:|| | Falance |
T otal &pplied $2,500.00

Previouz Balances
Tuitiar $0.00 Other $0.00

Reference Move $2500.00 from ONDADT |

Pay Fief. [Move $2500.00 from ONDADT] |

| ] || Cancel |

and a negative to ONDAOL You can click the [Balance] button which will
enter the negative amount for you

Alter the Reference and Pay Ref. fields then click [OK]
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AJR Cash Receipts Posting -

John E Ondaspoat Current Grade 2
Student
A/R Accounts lDebit .-’-'-.u:cu:uuntsl
Tuitior Amt. | D.Uﬂl | Ealance|
Other Charges | D.Uﬂl | Ealance|
Enrallment Dep. | [E,EUD-UD” | Balance | [ Mext ‘Year
Other Exrallment Dep| EI.EIEIl | Balance | [ ] MextvVear
Frepay Amt. | |:|_|:||:|| | Balance |
T otal Applied [$2.500.00)
Frevious Balances
Tuition $0.00 Other $0.00

Reference [Move $2500.00 To ONDAQ2 |

Pay Fief. [Move $2500.00 To ONDADZ |

| k. || Cancel |

Now the Cash Receipts Posting screen will display the student ids and
amounts being moved.

And then click [Save]

55,

DO

communitybrands



Cash Receipts Posting - { New Check) -
File Edit Teools Help

Check Information

0.00| [10-29-2020 | [Transer N || save || Ccancel |
Aot Date Murmber B ank Mumber
Distributi
.00 4 Acct Mo Marme / Acct. Desc. Tatal Applied - b oS
ONDADZ Dot Ondazpat 250000 (®) &/F [Student]
OMDAD John E Ondaspat [2.500.00) ) &R (Family]
) Misc,
MHew
b
Delete
Diistribution Total 0008 ~ I—I
Balahce 0.00:

| MNUIM

You can then [Post] the batch changing the Description if you wish
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Cash Receipts Posting - ( Batch AR030820 ) -
File Edit Tools Help
Check MNo. Check Date| Check &mt. Bank Mo. ~
TRAMSFER 10-25-2020 0.00
b
TOTALS 000 -
Cash Account; 110010 - Unrestricred Operating Fund
Thiz Batch Entriez in Batch
| Pzt | | Delete | | Save | | M e | | E dit |
|.-’-'-.£FE Cash Receiptz Posting | Sehiar
Dezcription
| LI

Now, the brother and sister’s Enroll Deposit balances are as they should
be.
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Mew 2 Edit Copy Delete Ophionz z.;'E_=.|'E:-:|:u:|rt - .'_ Cloze
B Aoy ) Delete V] [z ¢

Search By Additional Criteria

Erter .0, Open Dizplay: |This Year

GoTo | M ame

Fiter Fesults [ ast Name v| | contains v | |ONDA | ,
Studentz in group: | A
Show Addresses | Parent 1 W | | Refrezh List
Student Hame D Grade |Enrall. D Farmly [0 Farent Mame 1 Addrezs
Balance M arne
Dot Ondazpat OMDADZ 1 250000 OMDADZ Dir. Stabtrob Ondazpot 4'Wheel Drive
John E Ondagpot DRDADT 2 2,500.00: OMDAM Dir. Stabtrob Ondaszpot 4 wheel Drive
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