
ENTERING REFUND WITH CHEQUE PAYMENT IN XERO 

Sample image of REFUND CHEQUE INVOICE#

 

Go to XERO / ACCOUNTS / PURCHASES/ NEW BILL. 
FROM / SUPPLIER NAME: REFUND CREDIT BAL – 1-1300 

DATE: Date of Invoice 

REFERENCE: Credit / Invoice # 

DESCRIPTION: REFUND ( credit invoice# ); ORIGINAL INV# 

QTY: Type 1 

UNIT PRICE : amount on the invoice ( no need to put the negative sign) 
ACCT# : TRADE DEBTORS CLEARING 

***ATTACH THE PDF FILE.*** 

Hit APPROVE when done. (see image below for sample) 



Go to MAKE A PAYMENT 

AMOUNT PAID: automatic 

DATE PAID: today’s date 

PAID FROM: cheque account 

REFERENCE: cheque# ( found in invoice ) 

 

Hit ADD PAYMENT when done. 



 

 

GO to PINNACLE / ACCOUNTING / PAYMENTS 

 

 

 

Enter the CUSTOMER NAME from the invoice, and find the credit 

invoice# with same amount in refund credit invoice. 

 



 

Highlight the credit 

Select ADJUSTMENT TAB 

ADJUSTMENT TYPE: adjustment Refund 

 

AMOUNT: amount of refund 

REFERENCE: record refund cheque# 

Select SAVE and close the window. 

Highlight the credit, and select the refunds you make. 



Select ALLOCATE PAYMENT . see sample image below.

 

Pop box will appear just Click ok 

 

 

***DONE*** 

 

 

​  

 


