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Creating Adjustments (Debit / Credit) 

 
Context 

This procedure will explain the steps to create “adjustments” in JMS receivable accounts to either credit 

or debit the account depending on your needs. 

 

 

Creating an adjustment (Crediting an Account)—Steps 

1. Go to the menu: Accounts Receivable  Accounts Receivable; 

2. Search for the account number by adding the search criteria in the filters on top of the screen; 

3. Click on the   button to display results; 

 
 

Warning:  In this example, the second line is the customer account that shows a credit balance. 

 
 

4. Double click on the line to access the account; 
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5. Click on the   button; 

6. Choose “Adjustment” within the list options; 

 
 

• If the adjustment is associated with an existing invoice, it can be applied to it in the same 

transaction. 

 

 
7. Delete the invoice information if the adjustment is not associated with a specific invoice by hitting 

the “Backspace” key on your keyboard. This will allow create and adjustment to be applied to 

different transactions on that account; 

 
 

8. Complete all mandatory fields (Blue and Bold). Amounts should be entered in positive if you 

need to debit and in negative if you need to credit the customer’s account. This amount will 

balance to $0.00 once the adjustment is associated with the transactions; 

 
 

• The “TAX” options can be checked or unchecked depending on your needs. 
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9. Click “OK” to save the transaction or click on “Cancel” to leave without saving; 

10. Validate information. 

 
 

11. Click on the  button; 

12. Choose the “Payment” entry from the list; 

 
 
 

13. Leave the “Payment Amount” field empty—$0.00; 

14. Choose the required type of payment to balance. Keep in mind that for adjustments no physical 

money is received from the customer; 

15. Click on the   button; 

16. Check the adjustment entry first and verify if amounts displayed in the “$Payment” and “$Amount” 

fields are accurate; 

17. Check the entry to be associated with the adjustment (can be more than one); 
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18. Make sure the amounts are showing  $0 once the entries are checked; 

 
 

19. Click on the  button; 

20. Quit; 

21. Click on the  button in the customer’s account to update the screen; 

 
 

• Transactions associated with the adjustment no longer shows in the “Open Items” tab since 

they have been paid. 

 
 

22. Go to the “History” tab to verify paid invoices details; 

• You can search for a specific period or multiple ones. 

23. Click on the  button to access further details or click on this  button to access the 

invoice; 

24. Click the . Button. 

 
 
 
 

 
 
 
 
 

Contact us for any question! 
(450) 449-8720 / (800) 561-2190 

sac@carrus.ca — www.carrus.ca 
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