How to Write Off Bad Debt in Sage 100

When a customer invoice becomes uncollectible, you can write off the bad
debt directly in the Accounts Receivable module of Sage 100. This guide
walks you through creating a cash receipts batch, applying the write-off to
the correct invoice, posting the entry to the correct bad debt GL account,

and verifying that the write-off was recorded correctly on the customer

account.

Prerequisites

e Access to the Accounts Receivable module in Sage 100.
e The customer account and specific invoice you intend to write off.
e The GL account number designated for bad debt expense (e.g.,

61500-01-000-000-000).

Step 1: Open the Accounts Receivable module
Open Sage 100 and make sure you are on the main dashboard. In the left
navigation pane, select Accounts Receivable. This displays the module's
main options, including Cash Receipts Entry, Customer Inquiry, and

Customer Maintenance.
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Sage 100 main dashboard with the Accounts Receivable module selected, showing
options such as Cash Receipts Entry, Customer Inquiry, and Customer Maintenance
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Step 2: Start a new cash receipts entry batch

In the Main section under Accounts Receivable, click Cash Receipts Entry.

In the A/R Cash Receipts Entry Batch window, click the Next Batch
Number field (for example, 00047), optionally enter a comment for
reference, and click Accept to proceed.

= - = e
Cusiomer No Hame Status ZoCode  PhoneNumber  Sort Fieid
O0-JALUAN Aciive = -
00-LOGITECH Logtech Lid Active w0626 o
00-UAPRD Mapeo L1g Active %2707
00-POLYCOM Polycom ndustres Actve 82628
00-TEST TESTHC Aciive
00-Z00M SWITCH Zoom Switch Active 92626
10000001 MOLLY BKES Active w27 (714)300-9009  WHOLESALE
010000003 RuS actve 92626
01-48F Amercan Business Futures  Active 92618 (949)SS5.4787  AMER
01-ABTECH ABC TECH Active 2o
01-AVNET Aynet Processing Corp Active 3120 (414)S55.2635  AVNET
01-BRESLN Bresin Suppy Actve 53268 (414)555.9654  BRESUN
D1-HLLSE Hilsboro Service Center Actve 53151 (414) 5556599 HILLS
D1-KALYAN ABC nc. Actve 92108 (729) 000-8888
O1-LANSEN LANSEN BKES Active s2m07 (714)300-9000  WHOLESALE
01-POLYCENTRAL Polycentral . Actve e
01-RSSUPPL R4S Supoly Corp Active s (414)SS5-5587  RASSUPPLY
01.SHEPARD ‘Shepard Motorworks Actve 3151 (414)SS6.6644  SHEPARD
024048881232 Atanta Designer Furniture  Active 30345 (404) 8551232
02-ABF CA Amercan Business Futures. Active sares (740) SSS4TEBT  AMER
02-ALLENAR Alleri's Appliance Repair Active 2875 (714)SSS3121  ALLENAP
02-AMERCON Amencan Concrate Service  Active w625 (714)555-214  AMERCAN
02.4T0Z ATo Z Carpet Supply Actve 92661 (714)556.2231  ATOZCARP
02.AUTOCR Autocraft Accessores Active 926610002 (714)S85.0101  AUTOCRAFT
02.BAYPYRO Bay Pyrotranics. Active 922570001 (415)SS5.9654  BAYPYRO
02-CAPRI Capri Seling Shios Active %862 (714) 5554421 CAPRI
02-CUSTOM Custom Craft Products Active 92554 (714)555-7848  CUSTOM
D2-GREALAR Grester Alsrm Company Active 92266 (714)585.5531  GREATERA.
02-JELLCO Jetco Packing Actve 2583 (714) 5855451 JELLCO
02-ORANGE Orange Door & Window Co. Actve 92618-2301 (714)555-7823  ORANGED.
03-2341245 Breknouse Fumniure actve 10005 212)5556565  BRCK
032341473 Corter's Choce Active 10010 (212)455-4545  CARTER
032348067 Amencan Business Today Active 10003 (212)234-8967  ABTODAY
04-2818973479 Dan's Telemarieting Acive 77083 (281)867-3478  TELEMARK
04-3233208 Wamgler Studio Active 10005 (845)123-3298  WAMPLER
048220973647 Ebert Ergonomica Active 7008 (832)897-3847  EBERT
Search | Customer No v | Begns win Erd

FRers.

1253 PM
12207

A/R Cash Receipts Entry Batch window showing the batch number, comment field, and
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Step 3: Create a new cash receipts deposit

In the Cash Receipts Deposit window, click the Next Deposit Number field
(for example, 00069) and enter a description such as Writeoff. Make sure

both the Cash Deposit Amount and Credit Card Deposit Amount are set to
0.00, since no actual payment is being received. Click Accept to continue.

= - = e
JAUIAM nam Co Aciive == -

00-LOGITECH Logtech Lid Acive [\ 52628 o

00-UAPRD Mapeo L1g Active 92707

00-POLYCOM Polycom ndustres Actve 82628

00-TEST TESTHC Aciive

00-Z00M SWITCH Zoom Switch Active 92626

10000001 MOLLY BKES Active w27 714)300-9009  WHOLESALE

010000003 RuS actve 92626

01-48F Americon Business Futures  Actve 92618 (949) 554787 AMER

01-ABTECH ABC TECH Active 2o

01-AVNET Aynet Processing Corp Active 53120 (414)S55.2635  AVNET

01-BRESLN Bresin Supply Active 53268 (414) 5559654  BRESUN

D1-HLLSE Hilsboro Service Center Actve 53151 (414) 5556599 HILLS

D1-KALYAN ABC nc. Actve 92108 (729) 000-8888

O1-LANSEN LANSEN BKES Active s2m07 (714)300-9000  WHOLESALE

01-POLYCENTRAL Polycentral . Actve e

01-RSSUPPL R4S Supply Corp. Active s (414) SSS.S587  RASSUPPLY

01.SHEPARD ‘Shepard Motorworks Actve 3151 (414)SS6.6644  SHEPARD

024048881232 Atanta Designer Furniture  Active 30345 (404) 8551232

02-ABF CA Amercan Business Futures.  Active saros (T40) SSS4TET  AMER

02-ALLERAP Allen's Applance Repar Active 2875 (714) 5553121 ALLENAP
Service  Active w625 (714)555-214  AMERCAN

02.4T0Z ATo Z Carpet Supply Acttve 92661 (714)556.2231  ATOZCARP

02.AUTOCR Autocraft Accessores Actve 926610002 (714)S85.0101  AUTOCRAFT

02.BAYPYRO Bay Pyrotranics Corp. Active 922570001 (415)SS5.9654  BAYPYRO

02-CAPRI Capri Seling Shios Active %862 (714) 5554421 CAPRI

02-CUSTOM Custom Craft Products Active 92554 (714)555-7848  CUSTOM

D2-GREALAR Grester Alsrm Company Active 92266 (714)585.5531  GREATERA.

02-JELLCO Jetco Packing Actve 2583 (714) 5855451 JELLCO

02-ORANGE Orange Door & Window Co. Actve 92618-2301 (714)555-7823  ORANGED.

03-2341245 Breknouse Fumniure actve 10005 212)5556565  BRCK

032341473 Corter's Choce Active 10010 (212)455-4545  CARTER

032348067 American Business Today Active 10003 (212)234-8967  ABTODAY

04-2818973479 Dan's Telemarieting Acive 77083 (281)867-3478  TELEMARK

04-3233208 Wamgler Studio Active 10005 (845)123-3298  WAMPLER

048220973647 Ebert Ergonomica Active 7008 (832)897-3847  EBERT

Search | Customer No v | Begns win Erd

FRers.

Cash Receipts Deposit window showing the deposit number, description "Writeoff,"

bank code, deposit date, and zeroed deposit amounts
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Step 4: Select the customer for the write-off

In the customer lookup window, search for and select the customer
associated with the invoice you are writing off. In this example, the
customer is Polycom Industries (Customer No: 00-POLYCOM).

- = =i
)
| [ T T
01-0000003 RuS At 82626
01.ABF Amencan Busness Futures. Active 92618 (949) 5554787 AMER
O1-ABTECH ABCTECH Actwve 52707
‘ 01-AVNET Avnet Processing Corp Active 53120 (414)555-2635  AVNET
01-BRESLI Bresin Suppy Actve 53268 (414)S55.06854  BRESLN
‘ 01.HLLSB Hillsboro Service Center Active 53151 (414) 5558599 HLLSB
O1-KALYAN ABC inc Active 2708 (729)000-3888
D1-LANSEN LANSEN BKES Active sarer (714) 300-9009 WHOLESALE
| 01-POLYCENTRAL sl Inc. Active 2707
01-RSSUPPL. R &S Supply Corp. Active 53128 (414) 5555587 RASSUPPLY
01-SHEPARD Shepard Motorwors Actve 53151 (414) SSS-6544 SHEPARD
02-4045551222 Atanta Designer Furntture Active 0345 (404) 5551232
02.ABF CA Amencan Business Futures Actve saros (740) 5554787 AMER
02-ALLENAP Alen's Appkance Repar Active 92875 (714) SS5-3121  ALLENAP
Service Actve 922625 (714) 8552134 AMERICAN
02-ATOZ ATo Z Carpet Supply Active 82681 (T14) ss5-2231 ATOZCARP
02-AUTOCR Autocraf Accessones Actve $2661-0002 (714) 555-0101 AUTOCRAFT
02-BAYPYRO Bay Pyrotronics Corp. Active $2257-0001  (415) S55-9654 BAYPYRO
02-CAPRI Capri Saiing Ships Actve 92662 (T14) 5554421  CAPRI
02-CUSTOM Custom Craft Products Active 92554 (T14) 555.T848 CusTOM
02GREALAR Greater Alarm Company Actve 82268 (T14)SSSS5)1  GREATERA.
02-JELLCO Jelco Packing Active 92583 (T14) 555-9451 JELLCO
02-ORANGE Orange Door & Window Co.  Active $2613-2301 (714)555-7623  ORANGED.
032241248 Brecknouse Furnture Actve 10005 212) 8658588 BRCK
032041873 Cater's Choice Actve 10010 (2124554545  CARTER
03-2348967 Amerncan Busness Today Active 10003 (212) 234-8967 ABTODAY
04-2018973479 Dan's Telemarketing Active 77083 (281) 897-3479 TELEMARK
043233298 Wampier Stusio Active 10008 (645) 323.3298 WANPLER
04-8328973847 Ebert Ergonomics Active 77008 (832) 8973847 EBERT

Customer List window showing various customers, with Polycom Industries highlighted

Step 5: Enter write-off details in Cash Receipts Entry

In the Cash Receipts Entry window, confirm that the Customer No field
shows 00-POLYCOM. Set the Deposit Type to Cash, and in the Check No.
field, enter WRITE OFF. Leave the Amount Received field on the Header
tab set to 0.00, since this entry does not represent an actual cash payment.
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Step 6: Select the invoice to write off

Go to the Lines tab. In the first line, click the lookup icon under Invoice No.
to open the Select Cash Receipts Invoices window. Choose the invoice you
want to write off (for example, Invoice No: 0000009-N, Inv Date: 1/18/2017,
Inv Amount: 20.00), then click OK.
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Select Cash Receipts Invoices window showing Polycom Industries, Invoice No
0000009-N, Inv Amount $20.00, with the OK button highlighted
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Step 7: Enter the write-off amount
In the Amt Posted field for the selected invoice, enter the full amount you
want to write off (for example, 20.00). Confirm that the Posting Balance
and Total Posted fields reflect this write-off amount.
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Cash Receipts Entry window showing the invoice line with Invoice No 0000009-N, Inv
Amount $20.00, and Amt Posted $20.00

Step 8: Select the bad debt GL account and post the

entry

Move to the next line in the Cash Receipts Entry window and change the
Line Type to GL Account. In the G/L Account List window, search for and
select the appropriate bad debt expense account (for example, 61500-01-
000-000-000, Description: Bad Debt Exp.: Irvine-Main), then click Select

to confirm.
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Enter the write-off amount as a negative value (for example, -20.00) in the
Amt Posted field for the GL account line. Confirm that the posting balance
is zero, which indicates the entry is balanced. Click Accept to save the
entry.
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Cash Receipts Entry window with the G/L Account List open, Bad Debt Exp.: Irvine-Main
account highlighted, and invoice write-off details visible

Step 9: Print and preview the Cash Receipts Journal

To post the entry, click the printer icon at the bottom right of the Cash
Receipts Entry window. In the print dialog, select the batch to print (for
example, Batch Number: 00047) and click Proceed. Choose to Preview the
Cash Receipts Journal.
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Review the generated report, which displays the amount being written off,
the customer and company details (Polycom Industries, Customer No: 00-
POLYCOM), and the invoice number, GL account, and check number

(WRITE OFF).

Cash Receipts Journal

o 10

_r‘.:‘i,bLEg‘..,r: nma.

Cash Receipts Journal
Register Number: CR-000039
Batch Number: 00047

American Business Expt

Cash Deposits
Customer Number\Name
Amount Discount Discount Invoice
Invoice Number Comment Applied Date Amount Balance Credit A/R
Bank: A Wells Fargo Bank - Checking Batch Number: 00047 Deposit Date: 6/1/2020  Deposit Number: 00069  Deposit Amount:
00-POLYCOM Polycom Industries Check Number:  WRITEOFF
0000009-IN 2000 0.00 0.00 2000
GL:  61500-01-000-000-000 20.00-
Posting Total: 0.00 0.00 20.00
00-POLYCOM Total: 0.00 0.00 20.00
Division 00 Total: 00 ) 2000
Deposit 00069 Total: 0.00 0.00 2000
LI IAAAA Taeals WYY an P

Total Page No: 1

Cash Receipts Journal report showing Register Number CR-000039, Batch Number
00047, Polycom Industries, Invoice 0000009-IN, GL 61500-01-000-000-000, Check

Number WRITE OFF, and the write-off amount
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Step 10: Review the Accounts Receivable Recap report

After closing the Cash Receipts Journal preview, the Accounts Receivable
Recap By Division report appears. Review it to see the debits and credits
for the accounts involved, including Accounts Receivable: Irvine-Main and
Bad Debt Exp.: Irvine-Main. Confirm the division totals show the write-off
posted correctly, for example a debit of 20.00 to Bad Debt Expense and a
credit of 20.00 to Accounts Receivable.

Cash Receipts Journal
Register Number: CR-000039
Batch Number: 00047

American Business Expi

Cash Deposits
Customer Number\Name
Amount Discount Discount Invoice
Invoice Number Comment Applied Date Amount Balance Credit A/R
Bank: A Wells Fargo Bank - Checking Batch Number: 00047 Deposit Date: 6/1/2020  Deposit Number: 00069  Deposit Amount:
00-POLYCOM Poiycom Industries Check Number: WRITEOFF |
0000009-IN 2000 0.00 0.00 2000
GL: 61500-01-000-000-000 20.00- ‘
Posting Total: 0.00 0.00 2000 |
00-POLYCOM Total: 0.00 0.00 2000 |
Division 00 Total: 0.00 0.00 2000 ‘
|
|

Deposit 00069 Total: 0.00 0.00 20.00

1A Tasal, Py A an

o . anna

Current Page No: 1 Total Page No. 1 ™ Zoom Factor 200%

Accounts Receivable Recap By Division report showing GL accounts, descriptions, and
debit/credit amounts for the write-off

Step 11: Update the Cash Receipts Journal

When prompted, click Yes to update the Cash Receipts Journal and finalize
the posting of the write-off entry.

Step 12: Verify the write-off in Customer Maintenance
Return to the Main section of the Accounts Receivable module and click
Customer Maintenance. Search for and select the customer (for example,
00-POLYCOM, Polycom Industries), then go to the Transactions tab.
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Verify that an entry appears with the amount shown as negative (for
example, -20.00), that the Check No. field displays WRITE OFF, and that
the correct invoice number is referenced. This confirms the write-off has
been recorded correctly for the customer and invoice.

Accounts Receivable Recap By Division - [ 4:1I=:@_E

£ S D ‘LE‘E H 4« » | nmea-

Accounts Receivable Recap By Division
Register Number:CR-000039 &y
Batch Number: 00047
American Business Expressioil

Division Number: 00 Main

GI/L Account Description Debit Cre
11000-01-000-000-000 Accounts Receivable:Irvine-Mai
61500-01-000-000-000 Bad Debt Exp.:Irvine-Main 20.00

Division 00 Total: 20.00

Current Page No- 1 Total Page No: 1 Zoom Factor: 0%

Customer Maintenance window, Transactions tab, showing a negative payment entry
for invoice 0000009, check humber WRITE OFF, and the correct amounts

Summary

You have now learned how to write off bad debt in Sage 100 by creating a
zero-dollar cash receipts batch, applying the write-off to the invoice,
offsetting it against a bad debt expense GL account, posting the Cash
Receipts Journal, and confirming the write-off on the customer's
transaction history.
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