Recording a payment against an account customer.

To record a payment from a customer against their account, first head to Contacts — View.
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Find the customer using your preferred method. In the example above I have used the customer
code to search for Wayne Addison. Highlight the customer and click View Transactions button.
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Click the button that says Add Transaction.

5 Browse Transaction List =28
[ Transaction List ] Visual Stalernenq Adjust Balan .
Name:  WAYNE ADDISON ] Debtor Bal: $4.90000 90+ Day Balance $4,900.00
CODE: ADDW ] Depasitor Bal: $000 60 Day Balance $0.00
T Creditor Bal: $0.00 30 Day Balance: $0.00
(/] Show fully allocatedt ~ [¥] [ |  Total Balance: $4.90000 CurrentBalance: $0.00
Creation Date | Due Date | Status | DR |CR | Unallocated | Type | Inv Type | Inv Num | Ext Ref | Reference 2
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Enter the details of the payment (ensuring Payment is selected as the transaction type) including the
amount, a reference number for your own records and the date. You can also click the Select
Invoices to Pay button if you wish to reconcile the payment against specific invoices on the

customer account (highlighted in red).

) Record a New Transaction

Customer
ADDW Move Txn to a different Custo & | View Customer Transactions |

WAYNE ADDISON  SelectinvoicestoPay
Transaction Type

Supplier Txns “
® Payment O Refund O Deposit Bad Debt Credit Note
O Payment Reversal © Invoice O Withdrawal Debit Note

Details
Reference: | 189501 Date: 15.8.2024 [ | Memorize Date

Amount: $4'900_00 GST Componeni 50.00

Record Payment $4,900.00

Balance $4,900.00 - $4,900.00 = $0.00

90+ Day 60 Day 30 Day Current
Bal: $4.900.00 Bal $0.00 Bal: $0.00 Bal: $0.00
$-4,900.00
Pay Pay Pay Pay

Balances
Debtor Balance: $4.900.00 - $4,900.00 = $0.00 Unallocated
Depasitor Balance: $0.00
Total Balance: $4,900.00 - $4,900.00 = $0.00

| oK || Cancel |




Once all the necessary details have been entered, click OK. The screen that follows is a transaction
confirmation screen, click Continue to continue forward or cancel if you have made a mistake.

] Confirm Payment/Deposit %]

Please Confirm Transaction Details

Record Payment / Adjustment $4,900.00

Amount: $4,900.00

Payment on S0+ day Balance: $4,900.00
Payment on 60 day Balance:
Payment on 30 day Balance:
Payment on Current Balance:

New Debtor Balance: $0.00
New Depositor Balance:

New Creditor Balance:

New Total Balance: $0.00

[ Cancel H Continue J

Select the payment method.

& [X]
Specify Payment Method for $4,900.00

Invoice Payment(s)

Cash

EFT/Card
Cheque

Bank

Gift Card

No Cash Collected

Multiple Payment Methods...

Finalise the transaction as per any normal paid transaction from here.
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