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Releasing Earnest Money to the Seller 

COMMERCIAL – RELEASING FUNDS 

In some transactions the early release of funds to the Seller is required per contract terms.  Depending upon the 

reason for the release of funds, you may or may not need to show the payment on the settlement statement.  Follow 

these steps to release funds to the Seller.   

 

Option One: The release of funds does not have to show on the settlement statement (i.e., the deal has cancelled 

and the Earnest Money (EM) is to be paid to the Seller per the contract). 

 

1. From the RegisterRegisterRegisterRegister, 

double-click the PostedPostedPostedPosted 

EM receipt  

 

 

 

 

2. In the Apply towardsApply towardsApply towardsApply towards grid,  

a) enter the posted amount in the UnappliedUnappliedUnappliedUnapplied field 

b) in the Apply to Closing Apply to Closing Apply to Closing Apply to Closing 

field, press F2F2F2F2 

    

    

    

    

    

    

    

    

    

    

3. Click OKOKOKOK and enter the reason for the adjustment 

(i.e., Transaction cancelled – funds due to Seller 

per contract); click OKOKOKOK 

 

 

 

Before 

After 
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As a result, the Register is out of balance 

by the amount of the EM. 

 

 

 

 

4. Manually create the disbursement 

a) Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon 

b) Select CheckCheckCheckCheck; click OKOKOKOK 

    

    

 

c) From the MediumMediumMediumMedium drop-

down menu, select CheckCheckCheckCheck 

d) From the Payee codePayee codePayee codePayee code 

drop-down menu, select 

the appropriate Seller 

Code 

e) In the AmountAmountAmountAmount field, enter 

the amount to be returned 

f) In the MemoMemoMemoMemo field, enter a 

reason for the 

disbursement (i.e., 

Transaction Cancelled - 

Return Earnest Money) 

 

 

 

 

Option Two:  The release of funds does have to show on the settlement statement (i.e., the contract calls for funds 

to be released to the Seller at a specified point in the transaction). 

 

1. Navigate to the StateStateStateStatement Chargesment Chargesment Chargesment Charges screen 
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2. On the next available line of the section you wish the entry to appear, enter the  

a) DescriptionDescriptionDescriptionDescription    

b) Select the CodeCodeCodeCode of the 

Seller to receive the funds  

 

c) Enter the amount in the, 

〉 Buyer DebitBuyer DebitBuyer DebitBuyer Debit field if the 

amount is not part of 

the purchase price  

 

 

- OR - 

 

 

〉 Seller Debit Seller Debit Seller Debit Seller Debit field if the 

amount is part of the 

purchase price 

 

 

 

 

 

3. Click the Line Line Line Line number link 

4. Click the PayeesPayeesPayeesPayees tab 

5. Check the SeparateSeparateSeparateSeparate check 

box; press the CCCCloseloseloselose button  

6. Release the disbursement as 

normal 

 

 


