Corrective Accounting Transactions

This document includes information abaie different corrective accounting transactions you
can perform in PestPac.

This document covers thellowing:

Finding Accounting Discrepancies
Paymentsand Reverse Payments
Finding and Applying Credits or Debits
Finding and Correctingdjustments
Finding Invoic®iscrepancies
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Finding Accountinddiscrepancies

Payment Register

You can access the Paymé&gister atMenu > Repits > All Reports > Payment Register.

Payment Register

— Selection Criteria — Include Records From
® Current History Both

Starting Payment Date:

Ending Payment Date: 08/31/2018 - Include

" * Committed Uncommitted Both
Starting Application Date:

r— Payment Type
Adjustments

Ending Application Date:

Starting Batch:
¥ Payments

Ending Batch: + Reverse Payments

Starting Penod:

r— Credit Status
Ending Period: + HNormal # Alert

Starting Amount: # Hold ¥ Collection

Ending Amount: — Format
Summary ® Detail

Starting Entry Date:

Ending Entry Date: Show Renewal Prépayments Only

Show Annual Prepayments Only
Add User:
Show Payments with Balances Only

Methods of Payment: CA, CH

WORKWAVE

PestPac University

6‘-

Return to Top
Copyright 2018, WorkWave LLC. All rights reserved. V110CT2018



This reportdisplays a record dfayments received by your business for a specified period of
time. Running this report at the end of the business day (or the next morning for the previous
day) should match thdeposit you bring to the bank.

9 {dFNJIAY3 YR 9YyRAY3 tle&YSyi
1 Methods of Paymenfcash,checkdor bank deposity, can be run multiple times with

different payment methods
1 By default, reverse payments are also included in the results.

Vantiv Transaction Report

51 GS @2dzQR f A

You can access théantiv Transaction Repoat Menu > Reports > All Report¥antiv

Transaction Report

Vantiv Transaction Report

— Selection Cntena

ending Date: [ ]

Branch: t'3'a v
Search For: Credit Card ACH @ Both
Status: Approved Mot Approved ® Baoth

Only show Element transactions not recorded in PestPac:

This reportdisplays a record of credit cact ACHransactions processed through Vantiv (now
Worldpay) for a specifiperiod. You should run this report for the same timeframe as the
Payment Register report and selégbproved.

You can compare these totals to those on the Payment Register (including credit cards only) on
a daily basis. Note that web payments may comevieronight, so be sure to take that into

account.

If these reports do not match, you can run the Vantiv Transaction Report for those specific
NEO2NRa® ¢KSA88addz0T y22YOdNI F2N) ASOSNIf NBIazy

connection issue.
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Paynents and Reverse Payments

Payment Records

After Payment batches are released, tPeyment records will appear as gold lines in the
F 002 dzy G Q& .Ariterh sholvihg &balandedMNBro means the payment has been fully
applied.

History
Eilling Production Service Material Call-Back Day
Full-T# Jppae-s I"'Irrlﬁi ."' r““[r Ta'dfalal imn||n1
7 100025 10285" 10286 Refz 4521 100.00

11778/1/ i ! AIMEr Spray = every 21 da

11716/17 100025 10379 Ref=z 5352 53.50
11710/17 100025 10285 Refs Cash 100.00 0.00

LL10/17 100025 10285 6th Barner Spray - every 21 da 100.00 0.00
10/18/17 100025 10127 Refz 1204 2000.00 1431.00
0914717 100025 Ref= CORRECTION -150.00 0.00
0971417 100025 10120 Ref& correction -50.00 0.00 "gr
09/14/17 100025 10123 Ref# 55 5.00 Q.00

4

Show: Invoices Payments '® Baoth Open Items Onky Print Report

Unapplying a Payment

Unapplying @ayment is typically used whemPayment on the correct Bitb is applied to the
wrong invoice This actionestores thePayment balance.

From the Location Detail screen, click Show History, ttlecgayment, andJnapply Once you
have unaplied thePayment, you can reapply it to the corrdcivoice.

View Payment

Batch Number: 1030
Bill-To Account: 100025 (Opdyke, Caryn)
Payment Date: 11/16/2017

53.50

6352

CH

Service Setup:
Service: \PC-MONTHLY

nvoices That This Payment Was Applied To

nvoice # Order = Invoice Date Invoice Total Balance Application Date Applied Amount Discount  Adjust.
10375 10379 11/16/2017 53.50 0.00 12/07/2017 53.50 0.00 [Unapply]

WORKWAVE

PestPac University

‘.

Return to Top
Copyright 2018, WorkWave LLC. All rights reserved. V110CT2018



Note: Keep in mind that unapplying a payment will change the application date, which can

affect commissions paid on receipt.

Reverse Payments

The Reverse Payment optiaiiows you to enter a corrective transaction for payments. You can
SYGSNBR Ay SNNERAf#@2NJ AT |
unapplying a Payment, you will need to perfotime following.

use this featureif & @ YSy 4 41 &

ClickMenu > Billing > Reverse Paytsfor the Reverse Payments scre®iote that the
amount will be negative (done by the system). You will need to specify method of payanent,

reference.

Note that we recommend making the reference number something that notes why you
reversed the paymente.g., BOUNCED) or the original reference of the payment (e.g., check #).

Reverse Payment Entry

Bill-To Account: 100025 (Opdyke, Caryn)

Payment Date: 08/14/2018

Amount:
Method of Payment:
Reference:
Service: 3

Invoice # Order # Description Invoice Date

Open Credit 10/18/2017

Open Credit 03/13/2017

(* = A payment in another open batch has already been applied to this invoice and is reflected in the balance)

Invoice Total Balance

2000.00 1431.00

150.00 150.00

Left to be applied: Auto Apply

Apply Amount
Agply
Apply

I TGSNI wSOSNBRS tl&dyYSyid oF G4OKSa

with negative value

History
Billing Production Service Material Call-Back

06211218 100025 Ref# CASH .00
= - = E

L) UL

02/02/18 100025 10286

Ref# 5454

11/258/17 100025 10286

Ref# 4521

100.00

11/25/17 100025 10286

7th Barrier Spray - every 21 da

100.00

11/16/17 100025 10379

Ref# 6352

53.50

| 11/10/17 100025 10285

Ref# Cash

100.00

| 11/10/17 100025 10285

6th Barrier Spray - every 21 da

100.00

10/18/17 100025 10127

Refz 1204

2000.00

1451.00

[ ————

Show: Invoices Payments '® Both Open Items Only Print Report
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Finding and Applying Credits or Debits

You caneferto the Payment Register report to find payments or reverse payments left
unapplied duringlata entryby checkingshow Payments with Balances Only.

Running this report will show Pieayments, which should be unapplied. If you want these

Payments excluded, eheckPayments.

Payment Register

— Selection Critena

Starting Payment Date: 08/01/2018
Ending Payment Date: 08/31/2018
Starting Application Date:

Ending Application Date:

Starting Batch:

Endimng Batch:

Starting Period:

Ending Period:

Starting Amount:

Endimg Amount:

Starting Entry Date:

Ending Entry Date:

Add User:

Methods of Payment:

r—Include Records From
& Current History Both

— Include
® Committed Uncommitted

— Payment Type
Adjustments

# Payments

# Reverse Payments

— Credit Status
# HNormal ¢ Alert

# Hold # Collection

r— Format

Summary (® Detail

Show Renewal Prepayments Only
Show Annual Prepayments Only

Show Payments with Balances Only

You can run the Accounts Receivable Report to find customers with@pdits andinvoices
that have not been applied to one anothénclude a Minimum Balance 6f1, checkOnly
Customers with Open CredincheckPrepaymentsand check showCredits.
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Accounts Receivabl

— Selection Cntena
Ball-To Code:

Corporation Code:
Bdll-To Branch:
Irvoice Branch:
Customer Division:
Irvoice Division:
Technician:

Service:

Service Class:

Route

Bill-To Type:

Starting Invoice Date:
Ending Invoice Date:
Starting Last Payment Date:

Ending Last Payment Date

r— Output Format

® Accounts Recenvable
Callahesd Notificatior
Indude Customers Over
Mimmum Aging Days
Maximum Aging Days:
Account Balance
Minimurm Balance: 0.00
Maximum Balance:
Credit Status
+ MNormal & Alert
* Hold # Collection
Indude
Only Customers Over Credit Limit

Only Customers With An Active Setup

Only Customners Without An Active Setup

o Only Custorners With Open Credit

Inciude
o Invouces

# Finance Charges

Recurring

o Credit Memos Prepayments
¥ Open Credits & Payment Plans

Men-Recurning @ Bath

r— Show Columns

+ Credits
Over 120
Over 150

Over 180

Phone Number
¢ Credit Limit

Uncommitted Payments

Percentag

es

You will look for an account with a value in the Credit column with a Balance.

17 Flower, Purple
100 Tucker, Ricky
413 Smith, Margie

485 Brown, Josh
513 Dino-Saur, Mister
f—

20 Fowler, Mike

527 Dustin, Todd
1015 Walsh, Dora

1081 Test

3812 Paradiso, Katie

\ -25.00

Credits Current Over 30
80.18
-105.00

=201.00 53.00
650.00 50.00
-25.00
=180.23 55.00 55.00
-68.32

Over 50
142.50
146.00

Total Limit Status
142,50
226.18 Hold
150.00 Collection
548.95 Collection
1,800.00
152.70
2,150.00
250.00
205.79 50.00 Ower
2,37

You can set up Auto Apply rules, which determine the behawiathich credits are
automatically applied to invoices with balances when postisgraice orderYou can also

enable credits being automatically applied upon generate.

ClickMenu > Company Setup > Auto Apgogl check the settings you prefer.
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Company Setup

General Options

Company Information :: Defaults for Mew Sccount - Feeld Setup i@ Posting 1 Renewals 1@ Service Orden/Servic

Payment Options
Auto Apply 1= Credit Cards @@ Payment Soreen

additional Modules

pllections :: General Ledger iz Inventory @: Lead Import @: Timeshests :: RouteOp and WVAM

Mubile Oplicns
PestPac Mobile Classic 12 PestFac Mobile Office

Auto Apply Options

¥ Auto Apphy Credits
All Credita’/Al Services
All Credits/Same Service Only
Al Credits/Same Service or Mo Service
Open Credsts Only/All Services
Open Credits Only/Same Service Only

* Open Cred'ts Only/Same Service or Ho Service

GPS i PestPac

#| auto Apply Credits During Generatisn

To apply credits in mass while respecting ruleg
in Company Setup, clidkenu > Tools > Data
Update Tools > Auto Apply Credifhis feature
is best for items that are exact matches (click | Selection Criteria
the checkbox to apply only these). |7

When applyingXedits / Debits, remembethat:

1 Open Credits can only be applied to
open Invoices with either full grartial balances.

Branch:

Auto Apply Credits

Main Branch ¥

Apply Exact Matches Only

1 Open Debits can be applied to both open Credits or Invoices that have at least part of

the balance paid off.

1 When you have an open Credit and Debit on an account and you want to apply them to
one another, you must always apply the negatio the positive.
1 Applying Credits does not affect your cash receipts total for the day as no new payments

are actually being entered.

Finding and Correctinddjustments

Adjustments are used to positively or negatively adjust the balané@vofceswithout lowering

sales revenuée.g., apply coupons, payment discounts).

Positive adjustments are used to clear full or partial balances from invoices. Negative
adjustments are used to correct positive adjustments entered in error.

Copyright 2018, WorkWave LLC. All rights reserved.
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The Adjustment Reasonedkup Table is used to store reasons an adjustment might be
entered.

To enter an adjustment, from the bottom of thg

Location Details screen, cliékljustment enter Enter 'ﬂ*d.] ustment

the amount,reference,select the Adjustment

Reason, and clicRave Note that you can -To Account: 100025 (Opdyke, Caryn)
as®ciate it with a Service (e.g., in the case of §

pre-payment). : 08/14/2018

You will then click thépplylink to apply to the JAmount:  |5.00
proper invoice. Auto Apply will allow you to
divide the amount and apply across invoices.

Reference: |C-::-u pon

Reason: CPM ¥
Note: You can also enter an Adjustment via

Menu >Billing > Adjustmerfor future service ~ |37V°®: [ ]

O

6SPaAPY | LI &@Ay3 | NB dza G 2 Y
Fdzi dzNE aSNIBAOSUVLP® ¢KS NBFSNBYyOS Ay GKAa OFas
in the billing history. Remember that this will increase your ovérajiment Register.
Apply Credit
Left to be applied: [1431.00 | Auto Apply
10286 10286 7th Eur;i:‘s:vrnr every 21 days _"1‘;:;": l1rc|_nc:: - ?j:c‘lﬁ Aj:. *‘"”“‘ri‘ Apply
AnAdjustmentdh A LJ F @a | a fA3IKGSN &KI RSNderhdtBnnday G KS |

PrePay Discounts show a reBPon the left side of the line.

History
Date Location Invoice QOrder Description Amount Balance
05/15/15 17 37656 37656 Bee Maintenance bees 142.50 142.50
PP 05/11/15 17 Refz DIS 69.00 69.00
PP 05/11/15 17 Refg *¥**f*kreeetrny . 1640.00 1640.00

You canefer back to the Payment Register to searchAdjustmentsas the only Payment Type
with a specific Starting and Ending Payment date as well as a Starting Amount

We recommend doing so for audits to ensure your users are entering Adjustments correctly

(e.g., run the report with criteria for any amount over $20iD%ou know you nevegive an
Adjustment over that amount).
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Payment Register

— Selection Crntena

Starting Payment Date: 08/01/2018

Ending Payment Date: 08/31/2018 |
Starting Application Date:
Ending Application Date:
Starting Batch:

Ending Batch:

Starting Period:

Ending Period:

Starting Amount:

Ending Amount:

Starting Entry Date:
Ending Entry Date:

Add User:

— Include Records From

® Current History Both

— Include

® Committed Uncommitted

Payment Type
#| Adjustments

Payments

Reverse Payments

r— Credit Status
#| Normal ¥ Alert

| Hold * Collection

— Format
Summary ® Detail

Show Renewal Prepayments Only
Show Annual Prepayments Only

Show Payments with Balances Only

T
Sorted by [Feymant Dats, Papmeat Dets 2:ll-To Alll

L 1 Type Bl
Dimba BEill=Te Smre Ampunt Referspces Adj. MOP Trvnice Sarvips Branch
1275 3882 [ | . m 138,60 AD]. OIS DI=s Ca Cr=dit ANTS Plain
Repart Tokals
1 adjustenent, O payments 1Z8.60 Adjuslmants: 198,60 Paygrmsnle: 0,00

Finding Invoice Discrepancies

Invoice Register

Thelnvoice Register is used to produce a listing of all billadeices andxedit Memos that
were entered in a given period of tim¥ou can access this report frdvitenu > Reports > All

Reports > Invoice Register.
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Invoice Register

— Select

— Selection Criteria

Starting Invoice Date:
Ending Invoice Date:
Starting Invoice Number:
Ending Invoice Mumber:
Starting Add Date:
Ending Add Date:
Starting Batch:

Ending Batch:

Starting Period:

Ending Period:

Starting Total:

Ending Total:

Bill-To Code:

Location Code:

08/14/2018

Voided
* MNon Voided
Both

— Select From
Invoices

Credit Memos

® EBoth

— Include Records From

* Current History Both

r— Format
Summary ® Detail

#| Show Amounts
Exclude Consolidated Invoices

Show Canadian Tax

You can use the report to:

= =4 -4 -

Hnd invoices with a total that is more than $X
Check to see if tax has been calculated correctly on invoices during a certain time period
Lookfor invoices that have been postdated outside the current period
Audit credit memos issued by users for quality checks

Note that if you are closing periods in PestPac, you should have our Period Lockdown module
enabled, which will assist in accuratefficient data.

Voiding Invoices

2dz YI é

YySSR (2 ©@2AR

Ly Ay@2iA0S8 AT

Voiding an invoice will remove the sale as if it never existed.

1 Invoices must have a full balance in order to be voided.
1 Invoices in a closed period can NOT be voide@edit Memo orAdjustment needgo

be applied.

AdGQa Fadalr o
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To void an invoicenavigate toMenu > Billing > View/Void Invoicassearch the invoice
number in the global search bar.

Remember that if a payment is applied, theyment needs to be unapplied or reversed before
voiding the invoice.

Invoice 10286 Edit Credit Void Display Print Report Email Exit

Location: LO0025 Eill-To: 100025

Katherine Paradiso Katherine Paradiso

ton Ave

Service Description

7-BARRIERSPRAY 7th Barner Spray - every 21 days

Tax:
Tokal:

Attributes  Deficiencies  Associate Invoices Balance: 100.0

This invoice is linked to the program 21 DAY BARRIER

Creating a Credit Memo

A Qredit Memo is usedor writing off a balance of amvoice(s)e.g.,bad debt for nonpayment
or customer satisfaction Essentially, th€edit Memo is the opposite of amvoice.

Can be used for bad debt or other types of wttiés

Can be used to deduct an entire / partial invoice

Can only be applied to invoices with a balance

Can be used to correct a balance from a closed period

Can create a Ta®nly credit memo to remove tax from an invoice (speak to your
accountant about this option)

1 Can NOT be reversed or voided once applied

= =4 -8 4 -4

Note that these are negative invoices so they will reduce your sales revenue.
You can create a credit memo bgie ofthree methods

9 Location Detail > Credit Mentmitton > Create New Batch

X WORKWAVE
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Credit Memo

Location

Marganville,
ll-) 9038

100025

Katherine Paradiso
16 Hamilton A
N] 07751 rick, NI

Kabe S

Ball-To: 100025
Caryn Opdyke

e 25 PERAY DR

o 132

[ Change Bill-To ]

T32-545-3

WD

Tax Only Credit Mema

Fast Due

Location Branch: New Jersey

BFvice
ROACH

[~

Balance
-1,481.00

Credit
1,531.00

30 Days
0.00

.0

Current
0.00

Order Branch: | New Jersey Bill-To Branch: Mew Jersey

Qty
[t.00

Descripbion
Foach

Add New Service

Attributes: [Mone)

Order Type:
[nvoice Dake:
Route:

Credit Reason:

1 Location Detail > Show History >
Invoice Date > Crediutton

Ascociste Orders

Dvision: |
[FacEBOO

it
08/14/2018 |

WRITE OFF |

Source:

o0 TheTax Only Credit Memoust be checked if you wish to perform that type of
corrective transaction.

A Note: Thetax amounts you are writing off will be entered in the field as
the total. Remember that the total amount should be the total amount of
tax being written off, not the total of the invoice.

The negative is automatically assigned

Use the Service Code tied to the invoyoal are editing

Select youCredit Reasofpulling fromLookup Table)

Make sure the Technician is populated to remove any Production or
Commission.

The History will have a
red CMon the left side.

O O O O

o

Credk Cabe: p2714/3018

Crecit Hearor;

0 OnecClick Credit Memos

can only be used if you oK Lancal
are writing off the full
balance of an Invoice.
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o0 This option uses defaults of the invoice to determine most values entered on the
credit memo (e.g., service, tech).

1 Menu > Billing > Create Credit Memo

Use the Credit Memo Reas&eport
(Menu > Reports > All Reports > Credit
Memo ReasoiRRepor) to review credit
memos entered during a time period
along with the reason they were
entered Use the Primary Sort By of
Credit Reasoand checkGroup By.

Mass Adjustments and Credit Memos

Defaulss to create credit memos and adjustments are base€Company Setup > Payment
Screen Options > Standalone Adjustment Type.

Note that most customers do not exedit Memosbecause thegannot be undone
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