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Refunding to the Buyer and/or Seller 

EARNEST MONEY REFUND 

Follow these steps to refund all or part of the Buyer’s Earnest Money Deposit (EMD) to the Buyer and/or Seller. 

1. From the OrderOrderOrderOrder ribbon, click the 

RegisterRegisterRegisterRegister button 

2. Double-click the posted receipt 

for the EMD 

 

 

 

 

 

 

 

 

 

Refunding ALL of the Earnest Money Deposit (EMD) to the Buyer OR Seller 

〉 Refunding to the Buyer 

a) In the Apply towards Apply towards Apply towards Apply towards > Overage Overage Overage Overage 

AmountAmountAmountAmount field, enter the amount of 

the Earnest Money Deposit 

 

 

 

 

 

 

 

 

b) In the Send to Earnest Money Send to Earnest Money Send to Earnest Money Send to Earnest Money 

AmountAmountAmountAmount field, overwrite the amount 

with 0 ; click OKOKOKOK 
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Refunding to the Buyer and/or Seller 

EARNEST MONEY REFUND 

c) From the Remove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUD----1)1)1)1) window, click OKOKOKOK to 

confirm 

 

 

 

 

d) In the Adjustment Reason Adjustment Reason Adjustment Reason Adjustment Reason window, enter the 

reason for the adjustment; click OKOKOKOK 

 

 

The earnest money refund appears as a 

pending disbursement to the Buyer.  

 

 

 

 

 

〉 Refunding to the Seller 

a) In the Apply towards Apply towards Apply towards Apply towards > UnappliedUnappliedUnappliedUnapplied    

AmountAmountAmountAmount field, enter the amount of 

the Earnest Money Deposit 

 

 

 

 

 

 

 

 

 

b) In the Send to Earnest Money Send to Earnest Money Send to Earnest Money Send to Earnest Money 

AmountAmountAmountAmount field, overwrite the amount 

with 0 ; click OKOKOKOK 
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Refunding to the Buyer and/or Seller 

EARNEST MONEY REFUND 

 

c) From the Remove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUD----1)1)1)1) window, click OKOKOKOK to 

confirm 

 

 

 

d) In the Adjustment Reason Adjustment Reason Adjustment Reason Adjustment Reason window, enter the 

reason for the adjustment; click OKOKOKOK 

    

    

e) Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction     icon to add the 

disbursement to the Seller 

f) From the Add TransactionAdd TransactionAdd TransactionAdd Transaction window, select CheckCheckCheckCheck; click OKOKOKOK 

 

 

g) From the CheckCheckCheckCheck window, 

select/enter, 

i. MediumMediumMediumMedium = CheckCheckCheckCheck    

ii. Payee code Payee code Payee code Payee code =    SSSSAAAA    

iii. AmountAmountAmountAmount = amount of refund 

h) Click OKOKOKOK 

 

 

 

 

 

 

You now have a Pending CheckPending CheckPending CheckPending Check to the Seller 

in the amount of the Earnest Money Deposit. 
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Refunding to the Buyer and/or Seller 

EARNEST MONEY REFUND 

Splitting the Refund between the Buyer AND Seller 

1. In the Apply towardsApply towardsApply towardsApply towards grid 

a) Overage AmountOverage AmountOverage AmountOverage Amount field, enter 

the amount to be refunded to 

the Buyer 

b) Unapplied AmountUnapplied AmountUnapplied AmountUnapplied Amount field, enter 

the amount to be refunded to 

the Seller 

2. In the Send to Earnest Money AmountSend to Earnest Money AmountSend to Earnest Money AmountSend to Earnest Money Amount 

field, overwrite the amount with 0 ; 

click OKOKOKOK 

 

 

3. From the Remove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUDRemove from CDF (or HUD----1)1)1)1) window, click OKOKOKOK to confirm 

 

 

 

4. In the Adjustment Reason Adjustment Reason Adjustment Reason Adjustment Reason window, enter the reason 

for the adjustment; click OKOKOKOK 

    

    

You now have a Pending DisbursementPending DisbursementPending DisbursementPending Disbursement to 

the Buyer.   

 

 

 

 

To create the Seller disbursement, 

5. Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon  

6. From the Add TransactionAdd TransactionAdd TransactionAdd Transaction window, select CheckCheckCheckCheck; click OKOKOKOK 
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Refunding to the Buyer and/or Seller 

EARNEST MONEY REFUND 

7. From the CheckCheckCheckCheck window, select/enter, 

a) MediumMediumMediumMedium = CheckCheckCheckCheck    

b) Payee code Payee code Payee code Payee code =    SSSSAAAA    

c) AmountAmountAmountAmount = amount of Seller’s 

refund 

8. Click OKOKOKOK 

 

 

 

 

 

 

 

You now have a Pending Pending Pending Pending DisbursementDisbursementDisbursementDisbursement to 

the Seller. 

 

 

 

To issue the refund(s), 

3. Click the Print Print Print Print and Postand Postand Postand Post button  

4. Select Print/Post Pending DisbursementsPrint/Post Pending DisbursementsPrint/Post Pending DisbursementsPrint/Post Pending Disbursements 

 

 

5. Check the corresponding check 

box for the check(s) you are 

disbursing 

 

 

 

6. Print the Single Ledger Balance ReportSingle Ledger Balance ReportSingle Ledger Balance ReportSingle Ledger Balance Report  

7. Cancel the order using the keyboard shortcut 

Ctrl + Alt + Ctrl + Alt + Ctrl + Alt + Ctrl + Alt + XXXX 

 


