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This article provides instructions on how to process a returned utility payment that was paid via FrontDesk using gWorks Payments as a
payment processor. For all other returned utility payments, see the Returned Payments Knowledge Base article.

Returned utility payments that were paid via FrontDesk using gWorks Payments, will automatically be deducted from the FrontDesk
deposit on the day the payment was returned. (For more information on settling credit card payments, see Settling Credit Card Payments
- gWorks Payments. When you settle the credit card deposit, the deposit created in Bank Reconciliation will already deduct the amount
of returned payment, so that Bank Reconciliation matches your bank statement. You will need to reverse the payment in Utility Billing
and update General Ledger.

1. Select Entry | Payments. In the Posting Date field, enter the date the bank took back (reversed) the money for the
returned payment on the Payments Pre-Entry window.

Enter the Account Number and click on the Reverse Payment Rev Pmt (CTRL+F5) button.

Select Insufficient Funds in the Reason for reversal? field. Enter a Memo if you wish. Select the payment you want to reverse
in the Rev? column. Press F12.
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Reason for reversal? |Retumed CheckaCHﬂ Memo | NSF Charge ’ﬂ
Date Jml  Heceipt Mo Check Ho Reference Type Total Paid Age Bals? Rev?
8-19-2022 |1797 | 17899 | FRONTDESK PHTS | | |5-23 Do Not Age x| ﬂ

=Y =AUEE 246 15717 | FRONTDESK PMTS = - |D0 Naot Age ﬂ -
4-28-2022 2473 12513 109.82 Do Not Age  ~| ™
3-31-2022 (2286 12015 INTERNET PAY 92 .64 Do Not Age  ~| [
3-nz-z0z2 (2025 10890 INTERNET PAY 91.43 Do Not Age = |~
1-20-2022 1778 9709 INTERNET PAY 107.77 Do Net Age = |
12-28-2021 (1660 9121 INTERNET PAY 95.05 Do Net Age v |—j

If you charge an NSF Charge, this amount will be shown in a greyed box. You can click the box next to Waive NSF Charge if
you wish to waive the charge.
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4. After you have reversed the payment, you must update General Ledger. Your Cash Report will be out of balance until you do.
Backup your data using the UBB4GL backup ID.
5. Select Entry | General Ledger Payments Update. Enter the date the bank took back the money for the returned check in
the Report Date field.
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det tne 11e1as as rollows:

J Update General Ledger? Yes

. Clear Cash Posting Totals? Yes

. Update Bank Reconciliation? No
. Clear Bank Totals? Yes

This will update General Ledger, but not Bank Reconciliation. The deposit in Bank Reconciliation will automatically be
reduced when you settle the credit card payments.

6. Press F12 or click Process.
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Report Date 8-23-2022
Calendar Period a_20272
Fiscal Period §-2022
Joumal Number 1798
Service Code -
User Type -
Update General Ledger? Yoz w
Clear Cash Posting Totals? Yes
Update Bank Reconcilation? Mo -
Clear Bank Totals? Yes
Print Device |'-.'-pﬁritsewer'—-.l(yocera TASKalfa E[j
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