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Payments

Overview

In PH we track payments in a separate table that can then allow the payment to be assigned to an invoice, or even split between invoices.

The Payment records do not directly affect the accounts. In order to affect a customer account, the payment must be assigned to an account or
an invoice.

In order to get into the Payments table, the new “Payments” screen must be used. For customers currently migrating, we have recently (April,
2015) begun extracting payment references for past payments.
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Payment Date POVE-08-0E T
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This screen allows you to apply a payment to a specific invoice. You can look up the invoice number, which will return the amount on the
invoice, or the total amount due on account at that time. Enter the check number, and a description if desired. The description will appear only
on the payment screen, not on the invoice.

Quick Pay Invoice [Help]

Payment Date BH505-13 &5

Lookup Invoice  f.._ & (Matches Invoice® or Assoc Nune)
Aszociate | Invoiee | Date | Associate | Charges | Balance | Amnt Pad
Check# Reference | L1017 | DO0EES | 2 aI 1084 50 [ 108450 1064 50
Description L1032 | 0340915 | 200 a| 99700| 208150 997,00
Fa— L1059 | 033115 [ 20 a| 1800 81800 0.00
Save Payment L1062 | 040515 | 20 a| 503100 S849.00 0.00

The last three columns in the pick list show:

e the charges on that specific invoice

* The balance due AT THE TIME the invoice was created. If you have a customer who regularly pays before the next invoice is created,
the 'Balance' will be the same as the charges. For customers who sometimes pay an invoice after you have created the next one, the
balance will be greater than the charges on some rows.

¢ The amount already credited to that invoice.

If you don't see the amount that is being paid on the list, you can still choose an invoice to credit, then enter a different amount manually. For
example, if the invoice was for $454.00 and the payment was for $445, just enter the $445 manually after you choose the invoice to credit.
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Note: To speed up the search:

e the invoice list has been changed to sort most recent first,
e to search associate from the beginning of the name.

This means "Wyo' will match any associate that starts with Wyo. It will not match 'Univ of Wyo'.
* to limit invoices listed to only those created since 1/1/2014.

Advanced Pay

This screen allows you to enter a payment on account, and/or to split it across multiple invoices.

, !| Advanced a
Enter A Payment =
From Associate  [fuiou v i 2 B2)
Payment Date 20150508 % |
Reference 34567
Payment Amount 3500
Remark: Bank transfer]
Save

Split Pay

This lower section appears after you have entered the check. You can use the lower part of the screen to split the check across multiple invoices.
You can credit part or all of it on account, without assigning it to a certain invoice.

= Apply payvment to specific imvaice
Invodce: 1 0nly Match Invalces for. e are s ymme)
Choose amount: | 350000 « or Enfer other Amoumt

Description Pawmnand an [of 35080 000

O apply payment to an associate accownt

Charge Type: [L = Lookujp Associste
Amoant 3500 00; Drescription Paymesl an ateounl
Apply Paymeant

Payment List

In the Payment List tab you can see the payments that have bee entered. With this screen you can catch possible errors. The second to the last
column will usually show 1/1, meaning the payment was “split” into “1” patt, and applied to “1” invoice.

The red arrows point to a problem. The notation 0/0 shows a payment that has been entered, but has not been applied to any invoices, or even

any customer account. A notation of [1/0] means the payment was applied to the account, but not to a specific invoice.
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-P;a:rment List - limited to 180 [i.-;lf!i..h.iﬁi.ﬂl'}’. [Help]

Pavment Date Assoc Reference |Amount|Applied |Splits/Tnvoices| View |
2015-02-19  |¢ 1 G300 63.00[1/1 [Detanl] |
2015-03-10 i S| 0| 144.00 1.-'1\ [Dretail] I
2015-03-10  |¢ ) 707.00 0[1/1 \\\_ [Detail] {
2015-05-08 14 3 3500.00 0/ ‘[Demil}

2015-02-27 ¢ 5 701,000 701,00(1/1 [Deetail] |
2015-02-19 I3 1 11600 116.00(1/1 [Detail] |
2015-02-25 E 3) i3 018,00 (/0 [Dretaal] {
2015-02-25 i3 3} A ifer| 30EE.00| 3018.00|1/1 [Dretail]

POIFNEES | il S s L g 7400 74000171 [Deatail] :
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