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       CREATING A REFUND FOR A PAYMENT 

 

CREATING A REFUND IN MYEDBC: 

 

 

1) Find the original payment and open it: 

School View 

- School top tab 

- Cashier‟s Office side tab 

o Payments 

o Open original payment by 

clicking on date hyperlink 

 

 

 

 

 

 

 

 

 

 

 

 

2) Create a refund: 

- Options 

- Create Refund…. 

 

 

 

 

 

 

 

 

This creates a „New 

Cashiers Entry‟ that you 

will adjust for the refund 

 

 

 

 

 

 

3) Change date to 

reflect current date 

 

 

 

 

 

 

 

 



 

 

 

 

If the refund is for the total amount of the original payment continue to Step 6.   

If the original payment was for more than the amount to be refunded continue with Step 4. 

 

4) Change amount to reflect amount to be refunded – must be negative amount. (note: the “Amount” and 

“Amount Applied” will not balance and this will create an error that will be corrected in next step) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) In ‘Payment distributions’ 

(bottom of screen) delete 

amounts NOT being 

refunded.  This should 

balance „Amount‟ and 

„Amount Applied‟ and clear 

the error. 

 

 

 

 

 

 

 

 

6) Add a comment to reference how the refund 

was paid ie: SKSS Chq #1234.  To do this 

click on the hyperlink of the fee to be 

refunded (under “Payment distribution”) 

and add the information in the comment 

section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7) Save changes, check and print the account statement.  It should look as below: 

 

 

 


