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Most accounts show a credit because of an overpayment.  But by making an adjustment to an amount billed or doing an abatement can also result in a credit.   Credits can also be moved about years and/or accounts.

There are several ways to apply a credit.  

1. You can apply the credit to a future payment on the same account. 

2. A credit can be applied to the same account, different year.

3. The credit can be applied to another parcel.

4. If it is a small credit, it can be eliminated.

5. A credit refund can be given by issuing a check.

It is important to remember that after a credit is created, it has to be applied and then posted. 

HOW TO HANDLE CREDITS

Before you make any adjustments, you should DO A BACKUP.   Then, print an Available Credits report so you can double-check the parcel(s) you want to Apply Credit to.  Simply go to the ‘Reports’ menu and select ‘A. Available Credits’.
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This report displays Amounts due on a parcel, credits available to be applied to that parcel, and the total credits for all tax years.



To Apply a Credit in Cash Receipts

· Select option 1. Cash Receipts
· When you access an account that has a credit, the Avail. Credit will display the amount of the credit. As seen in the illustration below.

· To apply the credit, enter “0.00” Amount due field as seen below.  This will automatically place the full amount of the credit into the Credit to Apply field.  You may also apply part of the credit to this parcel and part to another parcel.  This will be discussed later in this document.
· The Deposit # field can not be left blank.  You may accept the default number.  The credits being applied will not appear on the deposit slip when it is printed.

· Press Ok to apply the credit.

· Then Select ‘2 Post Cash Receipts’ from the Main Menu to finish this transaction.

NOTE:  This credit will not affect your Cash Receipts deposit; however, post the deposit in order to complete the application of this credit.


Applying credits to the same or other accounts and years.

· From the Main Menu

· Select option 3. Adjusting Entries
· Next select 4. Move Credits about  Accounts / Years








NOTE: Using this method you may break up the credit amounts and apply them to many different parcels.
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03:35 pm                    Available Credits Report                 


                                  In Name Order





Parcel               Year       Name                    Amount Due       Credits


--------------------------------------------------------------------------------


0SA001-01.3          2003       COVERT CHARLES G & B        687.96        350.26


0SA001-01.2          2002       MCCABE MICHAEL & ELA          0.00        958.99�






Year               Credits


--------------------------------------------------------------------------------


2002                958.99


2003                350.26


             -------------


Total             1,309.25








Select the parcel that has the credit to be moved





Select the parcel that will receive the credit.


Enter the amount of the credit.


Enter a reason for moving the credit








Press the Perform Adjustment  button when ready to move the credit.





Now use the steps for Applying a Credit to actually apply this credit to this parcel.





�





Over Payments





If a Taxpayer overpays the amount due then a credit will be created.  It is possible to apply that credit to the same parcel for another year if the parcel owes taxes within another year. The screen below will appear, simply enter the letter ‘T’ in the space provided.  If you enter a ‘C’ then a credit will be created on this parcel.  





Press ‘Continue’ to advance.

















Select the tax year you want to apply the overpayment.





Another screen will appear asking if you are sure you want to continue (Y/N) make the appropriate choice to continue.





Now the parcel for the Tax year you selected will appear on the Cash Receipts screen. 








Note that in the Amount & Principal field is the amount of the over payment.





Press the Ok button to continue.





When posting this deposit you will see both parcels listed separately and the amount that was applied to each parcel. Below is an example of the deposit slip.








Deposit Slip Town of Londonderry                                                                                                    


Deposit # 8.0 11/10/2003                                                                                                            


Parcel       Name        Amount


--------------------------------


0SA001-01.6  LENNOX R    4645.42


0SA001-01.6  LENNOX R     354.58





Total                    5000.00
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