SD73 KAMLOOPS/THOMPSON

June 20, 2016,

Version 1.0

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
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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)

Payments :: New Cashiers Entry

The payment distributions ¢annot total more than the amount of the payment
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7) Save changes, check and print the account statement. It should look as below:

Kamloops Thompson South Kamloops Secondary
Account Statement

06152010
T the parent‘guardian of:
YOG 2017
Homargom K211

Faes
Dats Fee Type Hame Comment amount  amount Pald Balanca
D915 STACTIVITY  Siudent Acthity Fee 5 10.00 5§ 10.00 50.00
D9M22015  MMFM-11-001  Metalwork 11 lic) $50.00 50.00 50.00
D925 YIA—1A-D01 At Metal 11 {liic) 5 50.00 % 50.00 50.00
12182015  YEARBOOK Yearook Opiona $44.00 54400 50.00
020916  YHRA-IC-DI  Human Perl 11 54500 50.00 54500
20916 MC—11-001 Carpertry 11 §35.00 50.00 53500
05112016  Rugby-SrBoys  Rugby - 5rBoys 5 80.00 $ 80.00 50.00

$£314.00 $184.00 $ 80000
Payments
Dats Mathod Hame Comment Amount  Amount Pald Balanca
12182015 10 ST ACTIVITY debit $10.00 $ 10.00 50.00
12182015 10 MMFM-11-001 debit 5 50.00 % 50.00 50.00
12182015 10 YiA—14-001 debit $50.00 $ 50.00 50.00
12182015 10 YEARBOCK 201516 debit $44.00 54400 50.00
05112016 O Rugby - ST Boys $80.00 $50.00 50.00

$234.00 $234.00 $ 0,00
Rafunds
Dats Mathod Hame Comment amount  Amount Pald Balanca
D&/15/2016 MMFM-1 1001 SK55 Chg #1234 50.00 § {50.00) 50.00

4000 -§50.00 § 000

This k5 a curment statement of your account. The total amownt dws s § B0.00 and s payable upon the Indicated date.

Remit Fayment to:

South Kamloops Secondary
&21 Munro 5t

Kamloops BC W2C JE3



