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Receipt of an Accounts Receivable

Document #: 3066 Product: |CenterPoint®

This document provides step-by-step instructions on how to enter a payment received from a customer and apply the payment
to their open invoices.

Entering a Receipt of an Accounts Receivable

1. Select Processes > Sales > Receipts.

& Receipts [E=2(ESR(EXT)
Company  Alpine Sports |Z| Current Batch No Batch @
Bank Account|Cash in Bank - Checking 7 Current Balance §2,090,020.79
Bank Deposit [Z
Received From Johnson, Andy E‘E‘ Receipt / Inveice # 000060
Received From Address B Date ps/17/2010 [
Amount £200,00
Payment Type Check \Z/
Check / Ref#| 122456
Apply To Open Invaoices $383.70
Account Amount Notation
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Memo Line 1 Total $0.00
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2. Selectthe Bank Account where the funds are being deposited.

o

3. Inthe Received From field, enter the appropriate name, click the Lookup icon to lookup the name or click New or New
One Time Use to create a new name, right-click and select New to create a new name, or right-click and select Invoice
Search to enter an invoice number to find the customer. .

4. Once the customer is selected, the Apply to Open Invoices field will be highlighted in yellow if they have open invoices.To
review transactions in a Transaction Search screen for the selected name, entry screen, and current year, right-click in
the Received From box, and select Review Transactions.

5. To select a different address for this name, click the Lookup icon in the Received FromAddress box, select the address,
and then click OK. To create a new address, right-click in the Received From Address box, select New, enter the address
details, and then click Save. To edit an existing address, right-click in the Received From Address box, select Edit, enter
your changes, and then click Save .

6. Inthe Receipt/Invoice Number box, select a sequence number. Messages will display when duplicate sequence
numbers are found based on the Duplicates and the Check When fields in Setup > General > Numbering Sequence. The
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messages inform you if a duplicate sequence number was found and how the duplicate sequence number should be
replaced with a new sequence number, automatically or manually.

7. Inthe Date box, enter the date the payment was received.

8. Inthe Payment Type box, select the type of receipt that is being made, check, cash, credit card, etc. If the payment type
you selected was assigned a payment type of Other, the account assigned to the payment type will display in the
Account box, and the Bank Account and Bank Deposit lookups are disabled. Instead of the bank account, the “Payment
Type Account” is used as the offset to all journal entries on the Receipts screen.

9. Inthe Check/Ref # box, enter a check or credit card number if applicable (up to 20 characters).

@ Attach Documents to Transactions

10. Select the Apply to Open Invoices buttonto display this customers open (unpaid) invoices.
11. The Receipt Amount will display a value:

» | the value entered on the previous screen in the (Amount - Total) is greater than 0.00, the Receipt Amount
value will display the (Amount - Total).

? Ifthe value entered on the previous screen in the (Amount- Total) is less than 0.00, the Receipt Amount will
display 0.00.

@ Apply Receipt to Open Invoices X
Customer| Andy Johnson

Receipt Amount [o.00]

Invoice . Refersnce Payment
Date ) Amount Due  grount

Due  Discourt ot Due.
ol Dote  Avaisble  DiStOUntTaken sgorpiocon Disceunt

0401409 000009 ‘ $144.35 suou| B ‘mmro‘ sooo| s0m| 314435 04111109
07/01/09 000009 ‘ $24435 sum| B ‘umuo‘ sooo| som| $244.3501/01/80

< i, | +

Over Payment (Customer Depostt) Discounts Taken Tetal Due $388.70
Account Account Returns & Allowances Total To Be Paid $0.00
Amount $0.00 Amount 0,00

"o [ P | [Bowan | [ come | Cox @

12. Begln selecting which invoices this payment should be applied to. There are various ways to select invoices:
Click on the Pay All button if all invoices were paid in full.

}3’ Verify or enter the Receipt Amount and click Apply.The system will automatically apply the payment to the oldest
invoices. If the amount received was more than their open invoices, the system will automatically create a deposit
for the overpayment amount.

» Puta check mark in the Pay box for each invoices to be paid.

? To partially pay an invoice, enter the amount to be paid in the Payment Amount field for that particular
invoice.

13. Once the appropriate invoices have been selected, click OK to return to the main receipt screen.
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Scanning and Attaching Files to Transactions.htm

W Receipts

EEIE]
Company  Alpine Sports Current Batch Mo Batch
Bank Account Cash in Bank - Checking Current Balance €2,090,020.79
Bank Deposit
Received From |Johnson, Andy Receipt/ Invoice ¥ 000060 @
Received From Address Business Address Date 06/17/2010
Amount $400.00
Payment Type Check
Check / Ref #| 123456
Apply To Open Invoices $388.70
Account 2 Amount Notation
‘ Accounts Receivable - Retail | SZDD.DD‘ + |t
] | sa000] [
4| I +
e | |2 n
*x x| &
Memo Line 1 Total $200.00
Line 2
o) (o) (e ) ((eomg ] (G ) )

14. The Email or Print Options selected on the Email/Print tab in Setup > Names > Names and Setup > Customers will
determine the default setting for the Print (an image of a printer displays on the button) and E-mail (an image of an
envelope displays on the button ) buttons (the selection can be changed on this screen). If the Print or E-mail buttons
display with a red X, it means the receipt and other forms selected on the File > Preferences > Printing > Receipts screen
will not be printed or e-mailed when the receipt is saved. If the Print or E-mail buttons display with a green check mark, it
means the receipt and other forms selected on the File > Preferences > Printing > Receipts screen will be printed or e-
mailed when the receipt is saved. To override the Print button default setting, click the Print button to display the Print
Setting screen where you can override the Print Receipt setting for this receipt and other forms selected on the File
Preferences > Printing > Receipts screen only, select the printer to print the receipt and other forms to, the number of
copies of the receipt and other forms to print, and the form the receipt should be printed on. To override the E-mail button
setting for this receipt only, click the E-mail button to display the Email Settings screen where you can override the E-mail
Receipt setting and the default To, CC, BCC, From, Subject, Message, and form the receipt should be e-mailed on.

@ Attach Documents to Transactions

15. Click Save to complete the transaction.

Adjustments: If a customer overpays or underpays by a few cents and you want to clear their account while entering the
receipt, follow these modifications to the above instructions:

»  Enter the amount actually received from the customer in the Amount field on the main Receipts screen.

? |nthe Apply Receipt to Open Invoices screen, enter a Receipt Amount that is equal to what you want to clear
(including the few cents difference) and select invoices as you normally would (step 8).

»?  Once the main Receipts screen is again saved, the grid will have an additional line that specifies the amount that was

under or overpaid (an underpayment will display as a negative amount and an overpayment as a positive). Choose the
Account that amount should be charged to and Save the entry.
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Scanning and Attaching Files to Transactions.htm

Current Batch?No Batch
$2,090,020.79

@ Receipts

Ceompany | Alpine Sports
Bank Account Cash in Bank - Checking Current Ba\anoe=__
Bank Deposit|
Received From sun,Andy o Receipt / Invoice #
Date 06(17/2010

Received From Address [Business Address
Payment Type [Chedk
e —
i e | R T
Neotation

Account
Accounts Receivable - Retail
Miscellaneous

o
| Totl

MemBLmeT|
|

Line 2|
(?)

J [_Becat ] [ Rgsuring | [Gptins ~

_$588.59| el oot

Clear

J(

Save
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