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Corrective Accounting Transactions 
This document includes information about the different corrective accounting transactions you 
can perform in PestPac. 

This document covers the following: 
 

¶ Finding Accounting Discrepancies 

¶ Payments and Reverse Payments 

¶ Finding and Applying Credits or Debits 

¶ Finding and Correcting Adjustments 

¶ Finding Invoice Discrepancies 

Finding Accounting Discrepancies 

Payment Register 

You can access the Payment Register at Menu > Reports > All Reports > Payment Register.  
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This report displays a record of Payments 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 the deposit you bring to the bank. 

¶ {ǘŀǊǘƛƴƎ ŀƴŘ 9ƴŘƛƴƎ tŀȅƳŜƴǘ 5ŀǘŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƻǾŜǊ 

¶ Methods of Payment (cash, checks for bank deposit) ς can be run multiple times with 
different payment methods 

¶ By default, reverse payments are also included in the results. 

Vantiv Transaction Report 

You can access the Vantiv Transaction Report at Menu > Reports > All Reports > Vantiv 
Transaction Report.  

 

This report displays a record of credit card or ACH transactions processed through Vantiv (now 
Worldpay) for a specific period. You should run this report for the same timeframe as the 
Payment Register report and select Approved. 

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

If these reports do not match, you can run the Vantiv Transaction Report for those specific 
ǊŜŎƻǊŘǎΦ ¢ƘŜǎŜ άǳƴƪƴƻǿƴ ōƛƭƭ-ǘƻǎέ Ŏŀƴ ƻŎŎǳǊ ŦƻǊ ǎŜǾŜǊŀƭ ǊŜŀǎƻƴǎ ōǳǘ Ƴŀƛƴƭȅ ŘǳŜ ǘƻ ŀƴ ƛƴǘŜǊƴŜǘ 
connection issue. 
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Payments and Reverse Payments 

Payment Records 

After Payment batches are released, the Payment records will appear as gold lines in the 
ŀŎŎƻǳƴǘΩǎ ōƛƭƭƛƴƎ ƘƛǎǘƻǊȅ. An item showing a balance of zero means the payment has been fully 
applied. 

 

Unapplying a Payment 

Unapplying a Payment is typically used when a Payment on the correct Bill-to is applied to the 
wrong invoice. This action restores the Payment balance. 

From the Location Detail screen, click Show History, click the payment, and Unapply. Once you 
have unapplied the Payment, you can reapply it to the correct Invoice. 
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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 option allows you to enter a corrective transaction for payments. You can 
use this feature if a PŀȅƳŜƴǘ ǿŀǎ ŜƴǘŜǊŜŘ ƛƴ ŜǊǊƻǊ ƻǊ ƛŦ ŀ ŎǳǎǘƻƳŜǊΩǎ ŎƘŜŎƪ ōƻǳƴŎŜǎΦ After 
unapplying a Payment, you will need to perform the following. 

Click Menu > Billing > Reverse Payments for the Reverse Payments screen. Note that the 
amount will be negative (done by the system). You will need to specify method of payment, and 
reference. 

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

 

!ŦǘŜǊ wŜǾŜǊǎŜ tŀȅƳŜƴǘ ōŀǘŎƘŜǎ ŀǊŜ ǊŜƭŜŀǎŜŘΣ ǘƘŜ ŀŎŎƻǳƴǘΩǎ ōƛƭƭƛƴƎ ƘƛǎǘƻǊȅ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀ ƎƻƭŘ ƭƛƴŜ 
with negative value. 
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Finding and Applying Credits or Debits 

You can refer to the Payment Register report to find payments or reverse payments left 
unapplied during data entry by checking Show Payments with Balances Only. 

Running this report will show Pre-Payments, which should be unapplied. If you want these 
Payments excluded, uncheck Payments. 

 

You can run the Accounts Receivable Report to find customers with open Credits and Invoices 
that have not been applied to one another. Include a Minimum Balance of 0.1, check Only 
Customers with Open Credit, uncheck Prepayments, and check show Credits.  
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You will look for an account with a value in the Credit column with a Balance. 

 

You can set up Auto Apply rules, which determine the behavior in which credits are 
automatically applied to invoices with balances when posting a service order. You can also 
enable credits being automatically applied upon generate. 

Click Menu > Company Setup > Auto Apply and check the settings you prefer.  
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To apply credits in mass while respecting rules 
in Company Setup, click Menu > Tools > Data 
Update Tools > Auto Apply Credits. This feature 
is best for items that are exact matches (click 
the checkbox to apply only these).  

When applying Credits / Debits, remember that: 

¶ Open Credits can only be applied to 
open Invoices with either full or partial balances. 

¶ Open Debits can be applied to both open Credits or Invoices that have at least part of 
the balance paid off. 

¶ 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 negative to the positive. 

¶ Applying Credits does not affect your cash receipts total for the day as no new payments 
are actually being entered. 

Finding and Correcting Adjustments 

Adjustments are used to positively or negatively adjust the balance of Invoices without lowering 
sales revenue (e.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. 
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The Adjustment Reasons Lookup Table is used to store reasons an adjustment might be 
entered. 

To enter an adjustment, from the bottom of the 
Location Details screen, click Adjustment, enter 
the amount, reference, select the Adjustment 
Reason, and click Save. Note that you can 
associate it with a Service (e.g., in the case of a 
pre-payment).  

You will then click the Apply link to apply to the 
proper invoice. Auto Apply will allow you to 
divide the amount and apply across invoices. 

Note: You can also enter an Adjustment via 
Menu > Billing > Adjustment for future service 
όŜΦƎΦΣ ŀǇǇƭȅƛƴƎ ŀ ǊŜŦŜǊǊŀƭ ŎƘŜŎƪ ǘƻ ŀ ŎǳǎǘƻƳŜǊΩǎ 
ŦǳǘǳǊŜ ǎŜǊǾƛŎŜύΦ ¢ƘŜ ǊŜŦŜǊŜƴŎŜ ƛƴ ǘƘƛǎ ŎŀǎŜ ŎƻǳƭŘ ōŜ ǘƘŜ ǊŜŦŜǊǊŜǊΩǎ ƴŀƳŜ ǎƛƴŎŜ ǘƘŀǘ ŘƻŜǎ ŘƛǎǇƭŀȅ 
in the billing history. Remember that this will increase your overall Payment Register. 

 

An Adjustment dƛǎǇƭŀȅǎ ŀǎ ƭƛƎƘǘŜǊ ǎƘŀŘŜ ƭƛƴŜ ƛƴ ǘƘŜ ŀŎŎƻǳƴǘΩǎ ōƛƭƭƛƴƎ ƘƛǎǘƻǊȅ. Note that Annual 
PrePay Discounts show a red PP on the left side of the line. 

 

You can refer back to the Payment Register to search for Adjustments as 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 $20.00 if you know you never give an 
Adjustment over that amount). 
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Finding Invoice Discrepancies 

Invoice Register 

The Invoice Register is used to produce a listing of all billable Invoices and Credit Memos that 
were entered in a given period of time. You can access this report from Menu > Reports > All 
Reports > Invoice Register.  
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You can use the report to:  

¶ Find 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 

¶ Look for 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 accurate / efficient data. 

Voiding Invoices 

¸ƻǳ Ƴŀȅ ƴŜŜŘ ǘƻ ǾƻƛŘ ŀƴ ƛƴǾƻƛŎŜ ƛŦ ƛǘΩǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ǿǊƻƴƎ ŀŎŎƻǳƴǘ ƻǊ ŦƻǊ ǘƘŜ ǿǊƻƴƎ ŀƳƻǳƴǘ. 
Voiding an invoice will remove the sale as if it never existed. 

¶ Invoices must have a full balance in order to be voided. 

¶ Invoices in a closed period can NOT be voided. A Credit Memo or Adjustment needs to 
be applied. 
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To void an invoice, navigate to Menu > Billing > View/Void Invoices or search the invoice 
number in the global search bar. 

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

 

Creating a Credit Memo 

A Credit Memo is used for writing off a balance of an Invoice(s) (e.g., bad debt for nonpayment 
or customer satisfaction). Essentially, the Credit Memo is the opposite of an Invoice. 

¶ Can be used for bad debt or other types of write-offs 

¶ 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 Tax-Only credit memo to remove tax from an invoice (speak to your 
accountant about this option) 

¶ Can NOT be reversed or voided once applied 

Note that these are negative invoices so they will reduce your sales revenue. 

You can create a credit memo by one of three methods: 

¶ Location Detail > Credit Memo button > Create New Batch 
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o The Tax Only Credit Memo must be checked if you wish to perform that type of 
corrective transaction. 
Á Note: The tax 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. 

o The negative is automatically assigned. 
o Use the Service Code tied to the invoice you are editing. 
o Select your Credit Reason (pulling from Lookup Table). 
o Make sure the Technician is populated to remove any Production or 

Commission. 
o The History will have a 

red CM on the left side. 
 

¶ Location Detail > Show History > 
Invoice Date > Credit button 
 

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

¶ Menu > Billing > Create Credit Memo 

 

Use the Credit Memo Reason Report 
(Menu > Reports > All Reports > Credit 
Memo Reason Report) to review credit 
memos entered during a time period 
along with the reason they were 
entered. Use the Primary Sort By of 
Credit Reason and check Group By. 

 

 

Mass Adjustments and Credit Memos 

Defaults to create credit memos and adjustments are based on Company Setup > Payment 
Screen Options > Standalone Adjustment Type. 

Note that most customers do not use Credit Memos because they cannot be undone. 


