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KERN COUNTY WORKDAY JOB AID

	Audience / Role
	Customer Billing Specialist
Customer Refund Specialist

	Description 
	This job aid provides instructions to create a refund for a customer. Refunds can only be created from a customer’s account balance or have credit adjustment.



Create Customer Refund
	1
	In the Search bar, enter Create Customer Refund. In the search results, select the Create Customer Refund task.
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	2
	Under Create Customer Refund, complete the fields for this task. Enter in the following into the fields: 

· Company – Defaults to Kern County.
· Customer – Select and/or verify Customer with balance to refund.
· Currency – Defaults to USD.
· Refund Date – Defaults to today’s date.

Select OK.


	3
	Under Create Customer Refund, enter the following into the fields:

· Payee – Populates with customer. Override if payment should be sent to a different customer.
· Payment Type – Defaults from customer. 
· Payee Remit-To Address – Defaults from customer.


	4
	Under Amount Information, confirm refund amount and currency.

	5
	In the In On-Accounts Payments and/or Invoice Adjustments table, select payments or adjustments to be refunded.



	6
	Under the Attachments tab, add attachments.


Click Select files>find and click on the file you want to attach>click open>Successfully Uploaded! message displays. 
 
To add more than one attachment: 
Click Upload>find and click on the new file you want to attach>click open>Successfully Uploaded! message displays. 
 
To remove an attachment altogether, click the Trash Can icon.


	7
	Select Submit.



What Happens Next? 
· The customer refund routes for approval to Kern County Customer Specialist.
· The customer refund should be available for the next settlement run for check payments

Related Reports  
· Find Customer Refunds
· Find Customer Refund Payments

Related Job Aids  
· Create Customer Invoice and Adjustments
· Record Customer Payments
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