
Handling an NSF Check

If a check is returned from the bank because of insufficient funds in the customer's account, you will need to 
reopen the invoices that had been marked as paid. You may also want to assess an NSF charge on the customer's
account.

In the example, a check for $406.88 from FRENCH NIGHTS was returned.  A $35 NSF Fee will be charged to 
the customer.  This adjustment will be done in two steps:

• Enter debit for amount of original check. The G/L account to be used for this transaction would be the 
cash account. Check the box to show the cleared detail and back out the application of the original check
on the second application screen.

Please scroll to next page.

Illustration 1: Enter Debit Memo for Returned Check
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• Enter a second charge for the NSF fee. This can be done two ways:
◦ Generate a customer invoice for the charge.

▪ You can print a document to send to the customer. The charge will be posted to your regular 
"Sales" account.

Illustration 2: Application Screen before the Debit Memo is Applied

Illustration 3: Application of Debit Memo to Back Out Original Payment
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◦ Enter a second debit for the NSF charge.
▪ This will put a charge directly on the A/R file. There is a way to print a document but it is a bit 

more awkward than an invoice. This procedure is described below.

Illustration 4: Enter a Debit Memo for the NSF Charge

Illustration 5: Ask for Application/Corrections only to get to A/R payment detail screen
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Key Points
• Enter a debit memo on the customer's account to return the charge to A/R.

◦ Check the "Show cleared detail" checkbox if the transaction you want to reopen no longer appears 
on the open A/R detail.

• Enter an NSF charge if appropriate.
◦ You may enter this as a miscellaneous customer invoice or as an A/R debit.

Illustration 6: A/R screen where request to print A/R debit memo is entered


