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Account Adjustment vs Account Refund  

There are two ways to manually adjust an account in Nourish.  Both methods are done 

from the Accounts page.  Select the Accounts button from the Nourish main page. 

 

Locate the account by typing the last name into the Name field and using the down 

arrow on keyboard to locate the account or by typing the account ID in the ID# field and 

hitting enter on the keyboard. 

 

The accounts screen will display the account information for the selected student/staff. 
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Account Adjustment vs Account Refund  

The preferred method of account adjustment is to use the New Balance option located 

in the right lower middle side of the account screen.  Enter the Password, the New 

Balance amount and enter the Reason for the balance adjustment 

 

When finished select the   button to save the changes.  A confirmation 

window will appear.  Select OK to close the window. 

 

The new balance will appear on the accounts screen. 

 

Select the Close button to close the account page and return to the Nourish main page. 

 

All account balance adjustments appear on the Updated Balance Report located under 

Reports from the Nourish main page.  
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Account Adjustment vs Account Refund  

The Refund window is a physical deduction from the Individual’s Account whereby the 

money is directly handed to the individual and decreases the physical amount in the 

cash drawer.    

BEFORE REFUND of $5.00 

 

When finished select the   button to save the changes.  A confirmation 

window will appear.  Select OK to close the window. 

 

AFTER REFUND of $5.00 

 

Again, the preferred method of account adjustment is to use the New Balance option 

(page 2). 


