
Returning all or some of a Payment to a Client:  
  
On the Log, select the Payment tab. Enter the date and client.  Enter the amount to be 
refunded preceded by a minus sign.  Example to return $500.00, enter -500.00. When saved it 
will appear as ($500.00).  Suggest “Refunded to client" or similar words as replacement to auto 
description. 
  


