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Overview of Accounts Receivable:

This is the Menu for Accounts Receivable.  

1. Receive Payments – This is where can apply customer payments against their open Accounts
Receivable as do write offs.

2. Unposted Deposits – When payments are applied to customer invoices.  The amount goes into
undeposted deposits.  This is where you post those deposits to a bank or credit card account.

3. Accounts Receivable Aging  – Summary and Detail AR Aging.  This is also available on the
Information Portal

4. Debit and Credit Memos – Debit and Credit memos allow you to create a transaction that debits
or credits Accounts Receivable.  The Memos do NOT have any inventory impact.

5. AR Aging Definitions – You can control the aging buckets for your AR Aging.

Accounts Receivable are the amounts owed to you by customers.  Accounts Receivable are created
every time you create an invoice.   
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Receive Payments

Select:
Company
Bank
Enter Post Date
Enter Deposit # (Optional)
Select Customer
Enter Payment Amount (Ok to leave blank or be 0)
Select Payment Type
Enter Check # (optional)

Press Search Open AR to continue.

The next screen will display all the open invoices, debits and credits for that customer.  

Unapplied Amount shows you the amount of the payment that has not been put against an invoice.

To apply a payment:
1. Check the payment flag
2. Enter the amount being paid (it will default in what it can)
3. You can enter an optional comment.
4. If you are going to write off the remainder, check that box
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5. Search or enter the Write off GL number number.

Click Payment flag to pay this open AR.  You can also enter the amount to be paid if this is a partial
payment.    When the Unapplied Amount is $0 you can press Post Transactions to post this payment.

Accounts Receivable will be reduce and the amount will be placed in Unposted Deposits.

Currently we do not have an automatic way to reverse out a receipt.  We will be working on that.  For
now you have to create a debit or credit memo.

Unposted Deposits

Select the company and the Bank Account or Credit Card Account.

All the unposted amounts that were paid into this account will be displayed.  

Check each entry that you want included in the deposit. The Total Deposit amount will automatically
be calculated.  Enter a Deposit number (this could be the number off your deposit slip).

Press Deposit Checks to completed the deposit.

The amount will be moved from the Undeposited Account into the Bank Account.

The following happened when the deposit was created:
6. A financial group was created that debited the bank and credited undeposited funds.
7. The deposit number is linked to the two financial transactions.
8. Each payment that was included in the deposit will have the same deposit number.
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9. Each payment is now flagged as deposited.

Note, Bank Reconciliation will be changed to use this new deposit function so that deposits will match
the bank statements.

In the Information Portal, Historical Reports, you can review all the deposits.

Accounts Receivable Aging

Select Detail or Summary and Company.  You can age by Due Date or Invoice Date.  Select All
Customers or one individual customer.

Press Search to continue.

The Aging will be displayed.  To print a copy, press Print.

The Information Portal also includes AR Aging.

Select AR Aging Definitions to set the Aging buckets and Report Headings.

Click on Company to drill down.
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Enter your changes and press Update AR Aging Definition.

When you run the AR Aging it will reflect the changes.

Debit and Credit Memos

Debit and Credit Memos can be for Vendors (Accounts Payable) or Customers (Accounts Receivable).
Select or search for the Customer.  Select the Memo type.  Press Next to Continue.
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Click on the ... to search for items.

Select a catalog or enter part of the item # or description and press Select Item to search.

Click on Select to select the item.  It will be brought into the Memo.
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Press Create Credit Memo.

You have multiple criteria to search for Memos.

Click on the Memo number to get to the Memo.
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You can make changes to the Memo.  

Press Invoice Customer to create the Debit/Credit Memo.
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To Reprint the Invoice, click on the Invoice Amount.

The Memo will show on the Aging.

The Memo does NOT impact Inventory.
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Information Portal

Drill down on Accounts Receivable to get to the Customer Detail.

In the Historical Reports you can drill down on Customer Payments and Deposits.
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Financial Impact

Receive Payments

Financial Transactions created when you receive customer payments:

1. Credit Accounts Receivable
2. Debit Unposted Deposits

In Administration, Financial Setups, Default GL Accounts is where you define the Accounts Receivable
and the Unposted Deposits GL Accounts to be used. 

Unposted Deposits

When the posted payments are deposited:

1. Credit to Unposted Deposits
2. Debit to Bank Account 

The GL number associated with the Bank Account is in administration, Financial Setups, Bank
Accounts.  The Bank Account is selected when you create the deposit.

Debit/Credit Memos

When you create the debit memo:

1. Debit to Accounts Receivable
2. Credit to the Sales Revenue Account 

The Item on the memo  is linked to a Catalog.  Each catalog has a GL Code linked to it.  In the
Administration, Financial Setups, Sales/Pur GL – for each GL Code you have entered an Inventory,
Cost of Sales and Sales Revenue account.  This is the Sales Revenue GL account number that is used.

When you create the credit memo:

1. Credit Accounts Receivable
2. Debit to the Sales Revenue Account 
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