Job Aid

Reversing a Payment

A payment reversal removes a transaction from an account. It reverses the payment and posts back any dues/fees
that may have been paid using the transaction.

Reversing a Payment
Step 1: From the Primary Window of the account that should have a payment reversal applied,
click the Adjustment Action Tab.
Step 2: Click the Payment Reversal button.
Step 3: Double-click the payment that needs to be reversed.
f # ' Payment Reversal |£|_Iﬂ_hr
Act Name JOSHUA L LYNCH
Double Click on the Payment to Reverse
DESC GK # POSTED FUND CAMP TOTAL PAYMENT AMOUNT PRINCIPAL INTEREST
DIRECT 64894 4-22-2013 PER24A A8 78.688 42 .38 35.59- 6.7
ALMB5A 81— 6.
LOCKBE 1353 1,23-2013 PER24A .84 13.
ALMBSA 56— 14.
LOCKBX 1348 11-28-2812 PER24A -88-
ALMASA -
LOCKBE 1328 18-23-2012 PER24A .74
ALMB5A 13-
LOCKBE 1322 /18,2012 PER24A 95—
ALMBSA .39
LOCKEE 1317 9, 5-2012 PER24A 98-
ALMASA .51-
LOCKBE 1398 ?r12-2012 PER24A 72—
ALMBASA .52-
LOCKBX 1388 4/ 5-2012 PER24A
ALMBSA 16—
ACH Echeck 2-,17-2812 PER24A
ALMASA .81-
CREDIT OPBiBS 1~ 5-2812 PER24A
ALMBASA
[ biomos
Double Click on any Payment to reverse
Step 4: Verify that the correct payment will be reversed.
Step 5: If there is a loan on the screen that should NOT have the payment reversed on it, click
the Remove a Payment/Loan button. Double-click the loan that should be excluded and
then click the Yes button.
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Reversing a Payment

Step 6: If all loans should be processed, click the Process Reversal button.
( Reverse this Payment? [ﬁr
You have selected to Reverse this payment
Type DIRECT Check # 64894
Date a4 /2272813 Amount 70.88
FUND CAHPUS TOTAL PYHT LOAH PYHT PRINCIPAL INTEREST FEES
PER24i na 70.88 42 .38 35.50- 6.71-
ALMBSA na 7fa.oea 27.78 208.81- 6.89-
Process for the current Fiscal Year? Sves @No
m

Step 7: Verify the information on the screen. Click the Yes button.
Step 8: SAL will return to the Primary Window. A memo is automatically added to the account

and the Last Transaction is updated to reflect the reversal.
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