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[bookmark: _GoBack]Create a Customer Refund Check
1. In the Search box, enter Payment Journal, and then choose the related link.
2. Select the Batch Name you want to use for your refund. 
3. In the Posting Date field, select the date the refund should be posted.
4. In the Document Type field, select Refund.
5. In the Document No. field, type a reference for the journal entry.
6. In the Account Type field, select Customer.
7. In the Account No. field, select the customer for which you are creating the refund.
8. In the Amount field, type the amount of the refund as a positive number.
9. In the Bal. Account Type field, select Bank Account.
10. In the Bal. Account No. field, select the bank you want to use for the refund.
11. In the Applies-to Doc. Type field, select Payment.
12. In the Applies-to Doc No. field, use the pull down list then select the applicable entry.
13. The global dimensions will default from the customer. You can change them if necessary.
To print the check:
1. See instructions on printing checks in the Accounts Payable section. Important: In the Options tab, you should always select the One Check per Vendor per Document No. check box.


For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Process Vendor Payments” or “Apply Purchase Transactions” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh169354(v=nav.71).aspx or http://msdn.microsoft.com/en-us/library/hh168583(v=nav.71).aspx (Apply Purchase Transactions)
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