Two ways to write off bad debts

#1: Recording the write off as a discount
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@ Discount and Credits

— Invoice

CustomerdJob  Jacobsen, Doug:Kitchen

MHumber 93 Amount Due 2.245.00

Date 10/25/2007 Discount Used 2.245.00

Original &mt. 2 245.00 Credits sed 0.00
Balahce Due 0.00

Discount Credits I
Dizcount Date

Terms Met 30
Suggested Discount 0.00

Amount of Discount | 2 245.00

Discount Account |Ead deht

In the Discount and Credits window, enter the amount of the invoice in the Arnount of Discount Field.
Then, select the expense account you want o use to track bod debt From the Discount Account
drop-down list.
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IF you receive a partial payrment Frorn a custorner, but know that gou will need to write off the
lect the “ILUrite off the extra amount option. Then, select the account yourre using to
debt expensze in the window that displays. This rmethod does not adjust liakility For sales
inzluded in the invoice.




Two ways to write off bad debts

#2: Using a Credit Memo to record bad debt
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Type
|Other Charge ﬂ IUse For m|sce||aneuu§ labor, material, or part
charges, such as delivery charges, setup fees, Cancel
and service charges,

Cuskom Fields

Item Mame/MNumber [ Subitem of ]
Spelling

|Bad debt | B

I This item is used in assemblies or is a reimbursable charge

Description Amount or % Tax Code [ Item is inactive

Bad debt or write-off amounts I 0.00 IT‘E“‘C L]
Account

|Bad debt |

Uzing a credit rmerno is the preferred method to write off baod debts, especially if the original sale
inzluded zales tax.

The First step is to create an Other Charge itern that points to the expense account you want to use
to track bad debts.
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Dronsg Jascobesn
| 6245 Qoman View
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ITEM | DESCRIPTION AMOUNT | Tax

Bad chebt Bad debk or write-off amounits not subject to sabes tax 1,162.11 [Mon
_IB-.sddebt Bad debt or wrikte-off amounts 1,005,00 |Tax

Cushonmer -
Message

¥ Tobe printed [ Toba a-maied C-mra;cwqm .|

In the window that displays when you save the credit rmerno =t “Apply to anin
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Apply Credit to Invoices X |

Credit Memo
Customerdob  Jacobsen, Doug:Kitchen

Ref. No. 94 Original Amt. 2.,245.00

Date 1241572007 Remaining Credit 0.00

4 Date Mumber Onig. Amt. Amt, Due Amt. Applied

224500 224500 22450008

Totals 2.245.00 0.00 2.245.00

Finally, apply the credit in the Apply Credits to Invoices window.




