Support Notes

Transferring Credits

This support notes are suitable for :

« MYOB Accounting
e MYOB Premier
e MYOB PremierPlus

Introduction

You maybe faced with a situation where a customer requests you transfer a credit to another
customer who you and they both trade with. This support note provides information on setting up
your company file and transferring credits.

Summary

Transferring credits is done by using a chequebook clearing account. The clearing account is used
to record a refund for the first customer. Then, using the clearing account, a Receive Payments
transaction is recorded for the second customer. The first transaction will post a withdrawal to the
clearing account and the second will offset it with a deposit.

How do | setup my company data file to transfer credits between customers?

All that's needed is a new chequebook clearing account.

1. Go to the Accounts command centre and click Account List.

2. Select the Asset tab and click New.
3. Make sure you select Bank in the Account Type drop-down menu.
4. Give the account a unique number that suits your account list.

5. Name the account Credit Note Clearing and click OK.

The window below shows the setup of the Credit Note Clearing account.
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| | Edit Accounts Z E| [z|

Profile Detailz Banking Budgets Hiztamy

1-1150 Employee Purchases Current Balance | $0.00

" Header &ccount [ Inactive Account
o Detail Account

Account Claszification: Aszet
Account Type: |Eank

Account Mumber: 1 - [1150

Account Mame: | Credit Mate Clearing

Opening Balance: | $0.00

How is a credit transferred from on customer to another?

There are only two steps to transfer a credit between two customers.

Step 1 - Record a refund for customer #1

After creating the credit note for the first customer:

1. Go to the Sales command centre, click Sales Register, click the Returns and Credits tab
and highlight the credit note.

2. Click Pay Refund.

3. Click the Pay From Account option and enter the Credit Note Clearing account in the
adjacent Account field.

4. Check the refund payment details then click Record.

The following window shows a refund for $90 being paid from the Credit Note Clearing account.
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Account: | 11150 & Credit Mate Clearing Balance o $0.00

Cuztomer S Chelzea Mozset Cheque Ma.: |1
Payee = | : |Chelzea Mosset Date: | 01/01/2005

63 Travers Drive

Gogford MSW 2420 Amount; | $30.00

Minety Dollars and 0 Cents
bl erno; | Chelzea Mogszet: Credit from 00000072 Eadaian Pl L

[ Already Printed

This will post a withdrawal to the Credit Note Clearing account.

Step 2 - Transfer the credit to Customer #2

—

. Go to the Sales command centre and click Enter Sales.
2. Select the second Customer's Card.

3. Click the Layout button, choose Service and click OK.

4. Enter the Date and Memo.

5. Enter the Credit Note Clearing account in the Acc # field.
6. Enter the Amount as a negative (-$90).

7. Select the relevant Tax Code.

8. Check the transaction then click Record.

The window below shows a credit note for the second customer.

Please note: In this example, the N-T Tax Code has been used. Please check with your accountant
or the ATO as to how this is to affect your GST reporting, or that of your customer's. If necessary,
you can print the credit note and issue it to your customer as a Adjustment Note.
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L || sales - New Service

INVOICE =]
Cuztomer G |Gi|:u|:us,F!hiannu:un El Terms S Met 30th after EOM [v Tax Incluzive

Shipto |=|: Bhiannon Gibbs [rvoice #: | 00000033
Lawless Drive
Cranbourme VIC 3977 Date: |01/01/2005

Customer PO #:
Dezcription Amount Job

Salesperson Subtatal;
Carment; Freight: $0.00
Ship Yia: Tax o $0.00
Promized Date: Total Amount; -£a0.00

Journal Memao: | Tranzfer credit from Chelzea Mozzet Paid Today: $0.00

HeferraISDurce:| Eﬂ Payment Method: | MasterCard |5 Details...

[ Already Printed or Sent Balance Due: -$30.00
{R) Save Fecuring | () Use Recuring | sk Reimburse |

This transaction will:

« Post a deposit to the Credit Note Clearing account, offsetting the refund withdrawal. The
Credit Note Clearing account should now have a zero balance and

« Create a credit note for the second customer that can be settled through the Sales Register.
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