
W E L C O M E  T O



License Adjustments



Tim Kasper
S u p p o r t  S p e c i a l i s t



License Adjustments



Agenda

Reverse A complete Payment

Refund a Payment without cutting AP Check

Decrease a Payment

Increase a Payment

Increase a Charge

Decrease a Charge

Adjust an Undesignated Balance

Refund an Undesignated Balance with AP 
Check



How do I know if I should go to 

the Licensing adjustments 

module or go straight to the 

license.



Licensing Adjustments

The answer is:

Was there a payment made that needs to 
go up, down, refunded, or reversed.

The dollar amount can go up as long as 
there are charges on that license to 
support the extra payment.

The payment can go lower than the 
change but will then be come a balance 
due.

The app will not allow you to go into 
negative.



Licensing Adjustments

Here are your Adjustment types



How do the adjustment transaction types get into that list?



Licensing Adjustments

Here are your Adjustment types



Licensing Adjustments

List also used in CD -System -Licensing



Licensing Adjustments

Here are your Adjustment types



Licensing Adjustments

Here are your Adjustment types



Licensing Adjustments

Here are your Adjustment Methods



License Charge Reversal

Mike and Carol Brady married and together they have 6 kids a dog and 

housekeeper named Alice.

Mike is an Architect and specializes in designing tri-level homes. 

He works out of the house and has a home business licenses That he just paid on.

Several of his customer are suing Brady Architecture for unsafe designs and 

condemned properties due to structural integrity.

Mike has been writing bad checks  and wrote one for his home business license. 

This would be an example of an NSF process.  Mike has fallen on hard times.  Carol 

is leaving him and taking the girls. 



License Charge Reversal

Reverse a Payment



License Charge Reversal

Navigate to: Community Development – Licensing - Adjustments



License Charge Reversal

Adjustment Date  should always be the date you are doing this transaction 4/17/2024

Adjustment G/L Date should be the same 4/17/ 2024

Responsible Department  - The group doing this transaction

Adjustment type reverse- Reverse Charge



License Charge Reversal

Now select the Adjustment method



License Charge Reversal

How do we find that payment in the?

My favorite is by Licensee. Type in the name of the licensee and then open up the date 
range if you do not know the exact date of the transaction. Select transaction type of 
Payments. This can also be used for the bond amount collected. 



License Charge Reversal

If you are having trouble finding the Licensee, Click on the eye to the right of the 

licensee line, to get more options to search for the payment. 



License Charge Reversal

We found The Brady Bunch Transaction and renewal then select next.

It adds the adjustment. 



License Charge Reversal

Then it creates the adjustment documentation and confirmation 



License Charge Reversal

My adjustment is now part of my adjustment batch list



License Charge Reversal

Go thru your bubbles and print the edit error listing  before post.



License Charge Reversal

Edit Error Listing will show all the opposite G/L entries that were hit during the 

payment



License Charge Reversal

Final bubble is the post. This is the point of no return. It gets written to the G/Ls 

once it is posted. 



License Charge Reversal

Questions?



Fred Sanfred and his son Lemont have a failing junk yard business.

They paid their 2024 license but sadly are going out of business after the father 

passed away from unexpected heart attack. 

Lemont wants to take that money and pay on  Starbuck that he bought into.

Lemont has already left the office and does not want to be mailed a check and 

would just like that money moved onto his Starbucks business license. 

License Refund



Because we are working with a payment, we are back at the License adjustment 

page. We have selected refund this time for the adjustment type and still t 

License Refund



I did my search by Licensee and found license and renewal. 

License Refund



License Refund



Here is the adjustment confirmation.

License Refund



A license batch is processes like almost all batches in our except the presents of the 

4th payment batch bubble. That will create the payment batch under the finance tab 

that will need to be printed before you can move along.

License Refund



I validated – I always keep an eye at the bottom to watch for any errors that might 

pop up validating. 

License Refund



Here we validated, Printed the edit& error listing, and Posted 

License Refund



Questions?

License Refund



Decrease Charge Payment 

Fantasy Island is a resort destination that 

has multiple restaurants, floating bars and 

daiquiri huts throughout the property.

 They purchased a liquor license based on 

quantity. The license type / charge brings 

over quantities from the previous renewal.

 The cashier was feeling under the 

weather and mistyped the payment 

amount.  It was supposed to be $15 but 

they entered $25



Decrease Charge Payment 

Decreasing some charge payments. 



Decrease Charge Payment 

Find my license by searching licensee



Decrease Charge Payment 

Here are the payments that have been made 

to this license



Decrease Charge Payment 

I lowered license charge 1 by $15 and 

then I raised license charge 2 by $20.00



Decrease Charge Payment 

Insert annoying sound here



Decrease Charge Payment 

Price of Alcohol has gone up. 



Decrease Charge Payment 

And here is my license payment increase



Decrease / Increase Charge Payment 



Increase Charge Payment 

The love boat is in a similar situation. 

Gopher and Issac went to the city office to 

pay on the bill.  

Because The boat only comes into port 

every other week, they had late fees 

added that they paid but were not added 

to the license

The cashier added the payment 



Increase Charge Payment 

They were late with their payment and late 
fees were added to the License, but the 
customer paid the late fees at that time 



Increase Charge Payment 

This time they paid at an OTC and paid on 

the license with a charge and then the 

late fees with cash.  The cash payment 

went to a different license. 



Increase Charge Payment 

We brought both delinquent fees up by $50.00. 



Increase Charge Payment 

Confirmation of our $100.oo change



Increase Charge Payment 

The batch is crated.



Increase Charge Payment 

The batch is printed



Increase Charge Payment 

The batch is posted



Questions



Walker Texas Ranger retired from his job with the state and 

started his own business, dog walking.

He offers many services and gets his business walking 

license that has multiple charges on it. 

The License is structured as a fixed rate per quantity $3 per 

dog. 

A few years back the city put thru an additional mandate 

under the keep America clean act called (Super Duty). This 

charge is an additional tax for each time a dog uses the 

restroom outside the owner's property.

Increase a License charge



Now we are onto changing charges right from the license.

Increase a License charge



Walker Texas Ranger has a dog walking service

Increase a License charge



We Open the charges by going thru the Businesses bubble.

Increase a License charge



I click on the licenses tab and see only one license 10006

Increase a License charge



We charge him to be a certified dog walker and we get a 

percentage of some of the services he provides. 

Increase a License charge



$25 per dog is a 

deal  

Increase a License charge



Turns out he only does this for 2 dogs not 3 dropping the 
charge down to $6 so really, I decreased a charge

Increase a License charge



That was wrong.  He did it 20 times for a total charge of $60

Increase a License charge



Questions?

Increase a License charge



Mel had a nice dinner with several loyal employees that 

loved him, but the health department had to shut it down.

After an investigation, surveillances cameras caught Mel 

kissing grits. No mask, no hair net, just kissing grits. 

That did not stop him from getting a food truck with the 

rule that he no longer served grits. 

Decrease License Charge With Payment already applied



We will find the licensee by Name on the licensee search page. 

Decrease License Charge With Payment already applied



Decrease License Charge With Payment already applied



We are giving Mel a $10 discount on his licenses 

because his food truck stops at the city offices

Decrease License Charge With Payment already applied



Can’t do it – Mel had already paid the full amount 

Decrease License Charge With Payment already applied



I had to bring it back to what he paid on it.  No change

Decrease License Charge With Payment already applied



Questions



Barney Miller was a cop working the streets. Being much younger than one of his co-

workers Fish. 

The department let him go saying he was too old right in front of documentary crew 

filming an expose on water coolers. This resulted in a wrongful termination suit. 

Barney now has lots of money to pay on his property flip business.   

Adjust a Licensee undesignated balance



Adjust a Licensee undesignated balance



For these we are back to the adjustments page.

Adjust a Licensee undesignated balance



Our first one we are going to adjust an undesignated balance either up or down

Adjust a Licensee undesignated balance



Adjust a Licensee undesignated balance



First, we need to find the Licensee. I type Barney Miller into the search field.

Adjust a Licensee undesignated balance



Barney got a settlement of 1 million 

dollars and now has a business 

renovating old police stations. 

Adjust a Licensee undesignated balance



Here is our confirmation of our adjustment for 1 million dollars

Adjust a Licensee undesignated balance



Our adjustment is now in the batch list for processing

Adjust a Licensee undesignated balance



This is what the licensee now looks like after the adjustment – Undesignated balance 1,000,000.00 

Adjust a Licensee undesignated balance



If I wanted to, I could pay on this license from his balance. 

Adjust a Licensee undesignated balance



Refund Undesignated balance

Mrs Garrett was running an all girls Boarding 

school

It was a front for a speak easy / gambling den 

and extortion facility. One of the girls “Tootie” 

was very skilled at breaking knees with her field 

hockey stick. 

The girls were being used as child labor. They 

were forced to  dealing blackjack and running 

the table games. 

Eastland school was raided and shut down.



Refund Undesignated balance

Last one with AP check



Refund Undesignated balance

Mrs. Drummond was using the girls to work an 

illegal casino on the grounds of the school.



Refund Undesignated balance

So, we found the licensee and their balance



Refund Undesignated balance

Yes, we are going to refund their entire balance – 

click OK 



Refund Undesignated balance

Here is our adjustment in the adjustment list. Notice 
the Create Refund Payment register is now dark 
along the bottom. 



Refund Undesignated balance

First, we validate the batch.



Refund Undesignated balance

Next, we print the edit and error listing reports



Refund Undesignated balance



Refund Undesignated balance

Now we click the ever elusive Create Refund 

Payment Register.



Refund Undesignated balance
The line does not disappear when you submit the 
payment batch. I put this slide in so you can see 
what happens if you click a 2nd time. 



Refund Undesignated balance

As you can see the adjustment is not in the post list yet.



Refund Undesignated balance

Now navigate to the finance payment batch folder 



Refund Undesignated balance

Now choose print along 

the bottom. 

It then shows you a new 

popup that will make you 

choose the format of the 

check what to print.



Refund Undesignated balance

Bamm – It is now back in the Licensing 

adjustment page and on the post page. 



Refund Undesignated balance

Undesignated balance is now $0.00



Questions



Your feedback is important

Please complete the session survey via the mobile app

We read every submission

We use your input to guide content for future sessions and 

to improve our presentations



tylertech.com
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