AR Receive Payments screen - How
to create and export
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Help Topics (Links)

e Overview of the Receive Payments Screen

o

o

o

o

Payment Information Section
Open Invoices Section

Open Credits Section

Notes and Actions Section

e Common Tasks (Scenarios)

o

o

o

o

o

Payment received for full amount of an invoice

Payment received for several invoices - invoices are identified and amounts match

Payment received for several invoices as well as credit memos - need to clear both invoices and credit
memos

One payment received for multiple customers, with both invoices and credits listed (happens for
MSQ's)

Payment is applied to incorrect customer and needs to be corrected.

Payment is applied to incorrect invoice and needs to be corrected.

Customer has a credit balance for which they want a refund.

Payment is received that does not fully cover an invoice - short pay

Payment is received and the invoices to be paid are not identified.

Customer makes an overpayment

Need to write off customer balance or invoice

Customer's check bounces

Need to offset open credits with open invoic

Write off was done, but shouldn't have been done.

e Receive Payment Settings

The Receive Payments screen makes it easy to record and manage customer payments. It gives you a clear view of
all the important details—like customer information, payment method, open invoices, and available credits. You can

apply one payment to multiple invoices and also use any existing customer credits. This helps keep your records

accurate and ensures your receivables are up to date.

To help you navigate the Receive Payments screen with ease, here’s a closer look at the four key sections and what

each one is designed to do:

Receive Payments

GOVl Payment History
Search By  All Customers
Warehouse  All Warehouses
Customer  zTest Moren vXQ

Received By Moren

Receipt# 2036

08/21/2026
Credit Card

VX $0.00

Company Name
Street

City, State, Zip
Phone#

Last Synced

zTest Moren
2837 Cedar Blvd
Tampa AZ 62590
5131498237

Received From Customer
Applied to Invoices
Applied from Credit

Applied from Discounts
Net Unapplied

$0.00
$0.00
$0.00
$0.00
$0.00

Moren 4

This top section is where you enter all the relevant payment entry details. You'll select the customer, specify who



received the payment, and input key information such as the payment date, method (e.g., check, credit card), and
deposit account. Fields like Check/CC Number and Authorization Number should be filled out based on the
customer’s chosen payment method and the details they provide. The Receipt Number is automatically generated
by the system and serves as the unique reference number for the receive payment transaction. On the right side,
you'll see the customer’s billing information along with a real-time summary of the total amount received, the
amount applied to invoices, the amount applied from available customer credit, and any remaining unapplied

balance.
Open Transactions
Start of Range=  01/01/2000 =] Endof Range:  08/20/2028 B Al ~ Filter Scroll to Table Bottom Q x
2% 10 Net 30

o RV-260820-0006 Q Invoice 08/20/2026 $310.00 $0.00 $310.00 @ 0 @ $0.0C $310.00 $0.00

Total Net Balance

$310.00 $310.00 $0.00

Balance Due Due

Scroll to Table Top Prev 1-10f1 Next All

This section displays the customer’s current unpaid or partially paid invoices along with any available credits. You
can select which invoices to apply the payment or credits to and enter specific amounts per invoice. Each invoice
row shows the invoice number, date, original total, previous payments, remaining balance due, payment terms, and
any applicable discounts. Any existing customer credits—such as those from overpayments or returns—are also
listed with transaction details, original credit amount, amounts already applied, and remaining balances. The total
balance due is calculated at the bottom, providing a real-time view of the customer’s outstanding balance after
payments and credits are applied.

Notes

m Import Move Selected To Top Issue Refund (for Selected) Save & Create Deposit

At the bottom of the screen, you'll find the Notes field, where you can enter internal comments related to the
payment for reference purposes.

The Action Buttons allow you to complete and manage the transaction. From here, you can create new payments,
import data, reorganize selected line items, manage debit memos, save and create deposits, access help resources,
or close the screen.

is the GL Transaction Line Items area, which displays how the payment is distributed across general ledger
accounts. This section includes details such as warehouse, location, department, debit and credit accounts, and
applied amounts. A summary is also provided to show totals received, amounts applied to invoices and credits,
discounts applied, and any remaining balance difference.

Follow the steps below to receive payments for full amount of an invoice:
e Enter Payment Information



Receive Payments

Receive Payment [V e =t

Search By  All Customers

Warehouse  All Warehouses

Customer  zTest Moren
Received By  Moren
Receipt# 2037

Payment Date  (08/21/2026 Company Name  zTest Moren
Payment Method ~ Credit Card - Street 2837 Cedar Bivd
Check / CC # City, State, Zip  Tampa AZ 62590
Auth # Phone# 5131498237

New Batch Batch # ¥ % $310.00 Last Synced

Recived From Customer
Applied to Invoices
Applied from Credit

Applied from Discounts
Net Unapplied

Moren &

$310.00
$310.00
$0.00
$0.00
$0.00

o Select which records to Search By

s All customers or

s Customers with a Balance
o Select the Customer by typing the company name on the search field or click the arrow down button to

view the whole customer list.

o Received By field is automatically generated with the users name.
o Payment Date is automatically generated based on the date payment is entered on the system.
o Select the Payment Method to be used and enter the related information needed:

s ACH - Payment made through Automated Clearing House (bank-to-bank transfer)

s Bank Name

Routing Number

Account Number

Transaction/Confirmation Number

s Cash - Physical money received directly from the customer.

s Check - Payment made using a paper check issued by the customer.
s Check Number

s Credit Card - Payment made using a customer’s credit card.

Last 4 Digits of Card Number

Authorization Code/CVV

Cardholder Name

Zip Code

s Credit Memo - Payment applied using an issued credit memo or store credit.

s Email Pay - Online payment made by the customer through a link sent via email.
s Customer Email

s Wire - Direct bank-to-bank transfer initiated by the customer, often used for large payments.

= Bank Name

s Sender’s Bank Reference Number
SWIFT/BIC Code (if applicable)
Transaction/Confirmation Number
o Enter Amount Received from the Customer

I Received From Customer =~ $310.00 I

Applied to Invoices  $310.00
Applied from Credit  $0.00
Applied from Discounts ~ $0.00
Net Unapplied  $0.00

o The following details will automatically be calculated:
s Amount Applied to Invoices
s Amount Applied from Customer Credit
s Amount Applied from Discounts

Net Unapplied
e Select from the open invoices where you want to apply the payment.



Open Transactions

Start of Range 01/01/2000 =} End of Range 08/20/2026 [m] All v Filter Scroll to Table Bottom Q

I T o= e

2% 10 Net 30

RV-260820-0007 Q Invoice 08/20/2026 $43.00 $0.00 $43.00 0.00% @ $0.0C $43.00 $0.00

2% 10 Net 30
RV-260820-0006 Q Invoice 08/20/2026 $310.00 $0.00 $310.00 ® 0.00% @ $0.00 $310.00 $310.00
Total Net Balance
$353.00 $353.00 $310.00
Balance Due Due
Scroll to Table Top Prev 1-20f2 Next All

o Check the box beside the open invoice where you want to apply the payment. The amount paid will be
automatically filled out based on the net balance due.
e Before saving the payment, verify the following (located on the upper right side):
o Amount Received From Customer
o Amount Applied to Invoices
o Amount Applied from Customer Credit (zero since it is a full payment)
o Net Unapplied (This should be ZERO, which means there is no over and under payment)
e You can add any relevant notes. Then click SAVE to complete the payment transaction.

In a scenario where you receive payments for several invoices, user would have to enter payment by company.
Each payment amount is applied to invoices that it can covered.

Follow the steps below for each customer:
e Enter Payment Information

Receive Payments Moren #
Search By ~ All Customers e Payment Date  08/21/2026 Company Name  zTest Moren Received From Customer = $310.00
Warehouse  All Warehouses e Payment Method  Credit Card e Street 2837 Cedar Blvd Applied to Invoices  $310.00
Customer  zTest Moren vxQ Check / CC # City, State, Zip  Tampa AZ 62590 Applied from Credit ~ $0.00
Received By  Moren v Auth # Phone# = 5131498237 Applied from Discounts ~ $0.00
Receipt# 2037 New Batch |  Batch # v % $310.00 Last Synced Net Unapplied  $0.00

o Select which records to Search By
= All customers or
s Customers with a Balance
o Select the Customer by typing the company name on the search field or click the arrow down button to
view the whole customer list.
o Received By field is automatically generated with the users name.
o Payment Date is automatically generated based on the date payment is entered on the system.
o Select the Payment Method to be used and enter the related information needed:
s ACH - Payment made through Automated Clearing House (bank-to-bank transfer)
Bank Name

Routing Number
Account Number
Transaction/Confirmation Number
Cash - Physical money received directly from the customer.
Check - Payment made using a paper check issued by the customer.
s Check Number
Credit Card - Payment made using a customer’s credit card.
Last 4 Digits of Card Number
Authorization Code/CVV
Cardholder Name
Zip Code
Credit Memo - Payment applied using an issued credit memo or store credit.
Email Pay - Online payment made by the customer through a link sent via email.

s Customer Email



s Wire - Direct bank-to-bank transfer initiated by the customer, often used for large payments.

Bank Name

Sender’s Bank Reference Number
SWIFT/BIC Code (if applicable)
Transaction/Confirmation Number

o Enter Amount Received from the Customer
Received From Customer  $192 37

Applied to Invoices  $0.00
Applied from Credit 50 00
MNet Unapplied 1492 37

o The following details will automatically be calculated:
s Amount Applied to Invoices
s Amount Applied from Customer Credit
s Net Unapplied

e Select from the open invoices where you want to apply the payment.

Cipin Invvoicas

] DN o Tt s¥237 50000 EoEU E ] a2 ok @ 0o 55237 s a7
] TN Q L 14080 3000 §u000 W (o] oo @ no $140.00 $10.00
Total Baiance Due s1m237 Net Balancs Due 19237 $19237

o Check the box beside the open invoice where you want to apply the payment. The amount paid will be
automatically filled out based on the net balance due.
e Before saving the payment, verify the following (located on the upper right side)

Received From Customer | $192.37
Applied to Invoices  $192.37
Applied from Credit  $0.00

Net Unapplied  $0.00

Amount Received From Customer

o

o

Amount Applied to Invoices

o

Amount Applied from Customer Credit

o

Net Unapplied (This should be ZERO, which means there is no over and under payment)
e You can add any relevant notes. Then click SAVE to complete the payment transaction.

Repeat the process for the remaining payments sent by customers.

Follow the following steps in scenarios where you need to apply payments as well as open credits on invoices:

e Enter Payment Information
Receive Payments

Search By () All Customers Chack | CC# Compamy Name  ARC: Coam pany
% Opan Balance Auth & Strest 123 South Lity St
Customas  ABC Company i1+ Regsipl @ City, State, Zip  Long Beach CA S0
Recelved By Syion T Deposlt toAccount  Inwenlony Adset - Phomo# 8009568058
Payment Date  07/08/2025 Credit o Account  Undeposited Furds o

Paymend Method  Cash v Last Syrcod



o Select which records to Search By

= All customers or

s Customers with a Balance
o Select the Customer by typing the company name on the search field or click the arrow down button to

view the whole customer list.

o Received By field is automatically generated with the users name.
o Payment Date is automatically generated based on the date payment is entered on the system.
o Select the Payment Method to be used and enter the related information needed:

s ACH - Payment made through Automated Clearing House (bank-to-bank transfer)

= Bank Name

Routing Number
Account Number

Transaction/Confirmation Number
s Cash - Physical money received directly from the customer.
s Check - Payment made using a paper check issued by the customer.
s Check Number
s Credit Card - Payment made using a customer’s credit card.
Last 4 Digits of Card Number
Authorization Code/CVV
Cardholder Name
Zip Code
s Credit Memo - Payment applied using an issued credit memo or store credit.

s Email Pay - Online payment made by the customer through a link sent via email.
s Customer Email
s Wire - Direct bank-to-bank transfer initiated by the customer, often used for large payments.
s Bank Name
s Sender’s Bank Reference Number
s SWIFT/BIC Code (if applicable)
Transaction/Confirmation Number
o Enter Amount Received from the Customer

Received From Customer = $140.00

Applied to Invaices  $0.00
Applied from Credit 000
MNet Unapplied  $140.00

o The following details will automatically be calculated:
s Amount Applied to Invoices
s Amount Applied from Customer Credit
s Net Unapplied
e Select from the open invoices where you want to apply the payment.

Open lewvoicas
e e e e e B e e et e e
Cewz-n Q RG] 56237 #5237 T 3 oor% e wnn
n 07070 aTos 514080 s sia000 ke @ oo @ 00 S0 stenon
Total Baance Dua $1923T Net Balancs Dus 19 1837

o Check the box beside the open invoice where you want to apply the payment. The amount paid will be
automatically filled out based on the net balance due.
e If the customer has open credits, select the unapplied amount you want to apply to the open invoice.

Opan Cradits

I O " o
C250T0T-D002 Q OT0E202% $382 37 $300.00
a C250708-0001 Q@ OTON202% $140 00 50 00 $50 00

] Unéppied Ameur Recaigt 2 - 1331 1 TR0 $1000 00 STMITI6 528284 50.00

Total Remaining Credit $726.21 et Applied 5237



o Check the box beside the open credits you want to apply to the invoice as payment
o Enter the amount to be applied to the open invoice under the amount applied column.
e Before saving the payment, verify the following (located on the upper right side)
Received From Customer = $140.00
Applied to Invoices  $192.37
Applied from Credit $52 37
Net Unapplied  $0.00

Amount Received From Customer

o

o

Amount Applied to Invoices

Amount Applied from Customer Credit

Net Unapplied (This should be ZERO, which means there is no over and under payment)
e You can add any relevant notes. Then click SAVE to complete the payment transaction.

o

o

Credit Memo will be cleared once applied and Invoices will be tagged as paid once payments and credits are
applied.

Current Limitation: At the moment, you can only apply a payment to one customer per transaction in the system.

Workaround: To handle a single payment covering multiple customers, you'll need to split the total amount by
customer and enter each portion separately. In the Receive Payments screen, distribute the correct amount per
customer, matching their respective invoices and credits.

Here's how the user should records the payment if a payment is received for 3 customers (customer a,b,c):

e Pick Customer A on the Customer Field.

e Select Check as Payment Method.

e Enter Check payment method info.

e Enter Amount Received from the Customer. Since payment will be split, the amount to be entered by the user
should not be the total payment received for the three customer but the exact amount due for the open
invoice of customer A.

e Select the open invoice to be paid.

e Click Save to process the payment transaction.

Users will then do the same steps for Customer B and C. Note: Since payment will be split, the amount to be
entered by the user on the Amount Received from the Customer field should not be the total payment received for
the three customer but the exact amount due for the open invoice of that specific customer.



If a payment was mistakenly applied to the wrong customer, follow these steps to remove it and reapply it

correctly:

e Open the Invoice

Involce Syron €
. -
E 3 BilTe  ABC Company Qo ShipTe  ABC Company wxq Invoice # 250707-0004
ABC Company ABC Campany Onder ¥ 2507070004
123 Soutn Liy St 123 South Lily St ’ a
Long Beach, CA 90815 Long Beach, CA 90815 ‘Warehouse  Anaheim -
BES9QLESYE 8889998898
Last Synced Synce-syrc
To Syne Resyn: Flag [+ Tax Exempt [+
Invnics Dt Enfored By Customer PO # Payment Terms Saks Rep Order Source Shipped Via Contact Name: Emai oo 1
OTIE2025 Syron - Nt 30 * Syon - . Truck? - ar
Add/Edit Line Item m|e|w
onyora = oy B0 Descrption UntPTcs | DSk NerPnc
WX 1 ACT000101 wmQ 0 ] ACURAVIGOR 5394 - Frant bumper cover (GS: prime) Q s200000 W% 3140000 $140.00
Sub Total $140.00
This Custamer ks Tax Exempt $0.00
- | AmtPaid | AmiRac. | AmtAgel . Fralght S0.00
Total §140.00
Amount Received $0.00
Balance Dus $140.00

Mot If you are sefling tangibie ilems be sure 10 start with a Sales Order

s | [ ke Py r— R oo sera e || rort | T S

o Locate and open the invoice where the payment was incorrectly applied.

e Go to the Payment Info Tab
o Click on the Payment Info tab within the invoice.

e Open the Receive/Edit Payments Screen
o Click Receive/Edit Payments button.
o A pop-up window will appear showing payment details for that invoice.

e Locate and Remove the Incorrect Payment

572521 Customes credit availabbe for this customer

Inveice #  Z280TOT-0O04 Invaice Total  $140.00

Date Pald  (7/0802025 Total Prav Paymants  §140 00

Amount Due  £0.00

Payment Method  Cash - Amount Tendered  50.00

Check # Changs (To Ghea Backl  §0.00
Authorization #
Amount Paid f Applied  £1.40 00

Cuslomer Credt  £0.00

e owron | DusPua | okicudmberou ot Toom

# SymoRe-syme Cash »  OTIRZ0ZS 000 §140.00 [

o Inthe pop-up window, you'll see a table listing all payments applied to the invoice.
o Find the payment that was applied to the wrong customer.
o Inthe Action column for that payment, click the X button to delete it.
e Reapply the Payment to the Correct Customer
o After removing the incorrect payment, go to the correct customer’s invoice.
o Follow the usual Receive Payment process to apply the payment to the correct record.

If a payment was mistakenly applied to the wrong invoice, follow these steps to remove it and reapply it to the



correct one:

e Open the Invoice with the Incorrect Payment

Involce Syron €
. N
E-J BllTo  ABC Company e SigTe  ABC Company rxg Invoice # 250707-0004
ABC Company ABC Company Order# 2507070004
123 Soutn Ly St 123 South Lily St 5 2
Long Beach, CA 90815 Long Beach, CA 90815 ‘Warehouse  Anahaim Yo
8B89008308 8380998898
Last Synced Synce-syrc
ToSyne [ Resyn: Flag [+ Tax Exempt [+
Invaics Ciate Entored By Custamar PO ¥ Paymant Tarms Saes Aep Onder Source Shippad Via Contact Name. Emat dan 1
OTIE2025 Syron - Nt 30 * Syon - . Truck? - ar
Add/Edit Line Item m|e|w
oty ona wem oy B0 Description UntPice | Disc% et Price
WX 1 AC1000101 wmQ 0 ] ACURAVIGOR 5394 - Frant bumper cover (GS: prime) Q3200000 W% 3140.000 $140.00
Sub Total $140.00
This Customer ks Tax Exempt $0.00
AmtFaid | Ami Rec. | AmtApel . Fralght S0.00
Total §140.00
Amount Received $0.00
Balance D $140.00

Mot If you are seling tangible items be sure 1o start with a Sales Order

senneman || oo | T R

Desete | | Refresn Recene | Edit Faymentis)

o Locate and open the invoice where the payment was wrongly applied.
e Go to the Payment Info Tab

o Click on the Payment Info tab inside the invoice.
e Open the Receive/Edit Payments Screen

o Click Receive/Edit Payments button.

o A pop-up window will appear. At the bottom of this window, you'll see a table displaying the list of

payments associated with the invoice.

e Remove the Incorrect Payment

572521 Customes credit availabbe for this customer

Invoice ¥ ZHOTOT-0004 invaice Total  §140.00
Data Pald | (74092025 Total Prav Paymants  §140 00

Amount Due  £0.00

Payment Methed  Cash - Amount Tendered  50.00

Check # Changs (To Ghea Backl  §0.00
Authorization #
Amount Paid f Applied  £1.40 00

Cuslomer Credt  £0.00

i Wurod | vanre | on/Catmmemin e s nom

# SymoRe-syme Cash »  OTIRZ0ZS 000 §140.00 [

o Inthe payment list, find the payment that was applied in error.
o Inthe Action column, click the X button to delete the payment from this invoice.
e Reapply the Payment to the Correct Invoice
o Toreapply the payment, you have two options:
s Option A: Open the correct invoice, go to the Payment Info tab, and click Receive/Edit Payments
to re-enter the payment.
s Option B: Use the Receive Payment screen to apply the payment to one or multiple invoices for

the correct customer.

If a customer has a credit balance or an existing Credit Memo and requests a refund, follow these steps to process



e Open the Credit Memo

Credit Memo Syron £
. A
BllTe  ARC Comgany Rq ShigTe ARG Company R Credit Memo # C250707-0002
ABC Comgany ABC Company Invica® a
123 South Lily 5t i 123 South Lily 51
Long Beach, CA 90615 Leng Beach, CA 50815 Stetus  New -
#BE90080E 889004508
Relum to Warehouse  Anaheim =
Ta Syne. Resync Flag = Tax Exempt [+ Last Synced By
Credt Moma Date Entorod By Customar PO # Paymert Toms Sales Rap Ordor Seurce SHipped Via Comtact Emat Job 10
0708025 Syran - Het 30 - Syron - v Tock?2 - aw
AddiEdit Line Item B|® |
Redurmed Deseiplion |
[ 1 1 TO1002181+ % & TOYOTATUNDRA & §503350 503390 W% 3352373 5352.37
X ] 0 -= -

v Othws Inrfo Othvar Custom Fiald Sub Toasl 335237
This Custemer is Tax Exempt $0.00
Tosal 7T
Give Cash Back of Apply Creait $3523
Amount Applied $0.00
Unappiisd Amaunt £352.97
Note: Retumed quantibes on Credd Memo's adjust mveniory levets up.

o Locate and open the Credit Memo associated with the customer’s credit balance.
Go to the Payment Info Tab

o Click on the Payment Info tab within the Credit Memo.
Click the "Give Cashback or Apply Credit" Button

o Click the Give Cashback or Apply Credit button to begin the refund or credit application process.
Review the Credit Usage

o A pop-up window will appear showing how the credit has been used or refunded (if applicable).

Select Refund Payment Type

Payment Date Cand Amaount Paid eluns ¢ Refund Amount

CreditMema #  C280707-0002
Payment Date  (7/082025
Payment Entered By Syron

Payment Type of Refund  Check - |
Paymenl #
Amount UnApglied 5352 37
| Total Payment | 5352 57 |

Cancel Give Refund

o Inthe Payment Type of Refund field, choose the method used to refund the customer (e.g., Cash,
Check, Credit Card, etc.).
e Enter Refund Amount
o Inthe Total Payment Field, enter the amount of the refund to be issued.

e Process the Refund
o Click Give Refund to complete and record the transaction.

Follow the steps below to receive payments that does not full cover an invoice:
e Enter Payment Information



Receive Payments

Search By ® All Customars Check | CC# Company Nama  ABC Company
Open Balance Auth 8 Streed 123 Souwth Lily St
Customar  ABC Company bt 11 Receipt # City. State, Zip | ong Beach CA 80
Recaived By  Syron v Deposit 1o Accout inveniory Asset - Phone ¥ BREEISOEESS
Payment Date  07/0B/2025 Cradit 1o Account ndeposied Funds -
Payment Method  Cash ¥ Last Synced

o Select which records to Search By

s All customers or

s Customers with a Balance
o Select the Customer by typing the company name on the search field or click the arrow down button to

view the whole customer list.

o Received By field is automatically generated with the users name.
o Payment Date is automatically generated based on the date payment is entered on the system.
o Select the Payment Method to be used and enter the related information needed:

s ACH - Payment made through Automated Clearing House (bank-to-bank transfer)

s Bank Name

Routing Number

Account Number

Transaction/Confirmation Number

s Cash - Physical money received directly from the customer.

s Check - Payment made using a paper check issued by the customer.
s Check Number

s Credit Card - Payment made using a customer’s credit card.

Last 4 Digits of Card Number

Authorization Code/CVV

Cardholder Name

Zip Code

s Credit Memo - Payment applied using an issued credit memo or store credit.

s Email Pay - Online payment made by the customer through a link sent via email.
s Customer Email

s Wire - Direct bank-to-bank transfer initiated by the customer, often used for large payments.
= Bank Name
= Sender’s Bank Reference Number

SWIFT/BIC Code (if applicable)

Transaction/Confirmation Number

o Enter Amount Received from the Customer
Received From Customer | $30 .00
Applied o Invoices  $0.00
Applied from Credit  $0.00
Mat Unapplied  $30.00

o The following details will automatically be calculated:
s Amount Applied to Invoices
s Amount Applied from Customer Credit
s Net Unapplied
Select from the open invoices where you want to apply the payment.

Open Involces

— Trarsacion # Inveice Dale Inwoice Tolsl Frevious Payments DalnceDue | Payment Tems Discount Dale eacount % Amount Paid

2490280001 Q L= $352.37 $300 00 s52.37 Wat3n @ o0t @ 30.00 552 37] $30.00

Total Balance Due s82.37 Met Balance Due s82.37 $30.00

o Check the box beside the open invoice where you want to apply the payment.



o Modify the amount paid based on the payment received from the customer .
e Before saving the payment, verify the following (located on the upper right side)
o Amount Received From Customer
o Amount Applied to Invoices
o Amount Applied from Customer Credit
o Net Unapplied
e You can add any relevant notes. Then click SAVE to complete the payment transaction.

See another option below:
If a customer pays less than the full invoice amount, you can also record the short payment directly through the

invoice:

e Open the Invoice

Involce Syron @
p -
L BilTo  ABC Company xg ShipTo | ABC Company xg Invoice # 250707-0004
ABC Company ABC Compary Qrder®  280707-0004
123 Soulh Liy St = 123 South Lily St
Lang Beach, CA 50815 Long Beach, CA 50816 Winrshouss  Ananaim -
‘8869996598 BE50006808
Last Synced P——
Ta Syne. Rasgne Flag v Tax Exampl [+

Invoice Date: Entersd By Custome: PO # Fayment Tarms ‘Sales Rep Qirder Source Shipped Via ‘Confact Name Email Job D
OTOMNGE Syron - Nat 30 = Syron - - Truck2 - Qv
Add/Edit Line Itemn B|lo|~

FO |FO# UnkPrce  Disc Mes Price

W ox 1 AC1000101 *xQ ) 0 ACURA VIGOR 93-34 - Front bumper cover if Q5200 00C 0% $140.000 $140 00

Subs Total $140.00

This Customer is Tax Exsmpt $0.00
Fraight 50.00

Total $140.00

Amourt Recaived 50.00

Balancs Dus §$140.00

Male: if you are seding tangible ilems e sure 1o stan wilh 2 Sales Order

o Locate and open the invoice for which the short payment was received.
e Go tothe Payment Info Tab

o Click on the Payment Info tab to view payment details.
e Click Receive/Edit Payments

o This will open the payment screen where you can enter and apply payments.
e Select the Payment Method

1 Customer credit available for this customer

Invoice # 250707 0004 Irwoice Total | 140 00
Data Pald  prowz025 Tatal Frew Faygmants 5000
Amount Due  $40.00

Payment Method  Cash - Amound Tendered | $100.00
Check # Change (To Give Back) 3000
Augharization &

Asourd Paid fApplied  $100.00
Customer Credit = 3000

o
o Choose the appropriate payment type (e.g., Cash, Check, Credit Card).
e Enter the Amount Paid
o Onthe Amount Tendered field, enter the actual amount received from the customer. This may be less
than the full invoice total.




e Save the Payment

o The payment will be applied, and the invoice will show a remaining balance due based on the shortfall.

Since the system cannot automatically determine which invoices the customer intended to pay, the user should
contact the customer for clarification. If no direction is provided, a common approach is to apply the payment to

the oldest outstanding invoices first.

Receive the payment as usual.

If there is an overpayment, a Credit Memo will be automatically created for the excess amount. This credit can be

applied to future invoices for the customer.

Step 1: Create a Credit Memo for the Write-Off

e Open the Invoice

o Locate and open the invoice that needs to be written off.

e Enter the Qty Return

Invoice

E BT | ABC Company
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o Inthe Qty Return column, enter the quantity for the item(s) that should be written off.
o If the column is not visible, click the gear icon above the line items and enable Qty Return.
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e Respond to Stock Prompt
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140000

o When asked "Have you already received this item into stock?", type NO, since this is a write-off and

not a physical return.



Have you already received this item back into
Stock?

Do you want to automatically RETURN this item back to stock when the Credit Memo is
created? Please type YES or NO. (If you have NOT already received the item you may want
to type NO.)
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o This buttonis located in the lower-middle section of the invoice screen.
o Respond to the following prompts:
s "Return Entire Invoice?" - Select Yes if you're writing off the full invoice, or No if only certain

items are being written off.

?

Return Entire Invoice?

If you click Yes a Credit Memo will be created for the
entire Invoice.

s "Customer has not paid you yet" - Type YES to confirm.



NOTE: Customer has not paid you yet.

‘You are attempting to create a Credit Memo for MORE than has already been paid by the
Customer. ARE YOU SURE you want to continue? If so, please type YES in the field below.

I |

e Complete the Credit Memo

o The Credit Memo will open in a new tab.
o Onthe line items, enter the return quantity (again) to reflect the amount being credited.
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o When prompted "Return item into stock?", answer NO, since the items were not returned.
|

Return Item to Stock?

Do you want to return this item back to stock? Please type YES or NO in the field below.

no

Cancel
[

o Click Commit Line Item, then Save.

Step 2: Apply the Credit Memo to the Invoice
e Go to the Receive Payment Screen

Receive Payments

Receive Payment || Payment History

Search By

Customer
Received By
Payment Date
Payment Method

@ All Customers

() Open Balance
ABC Company vXQ,
Syron =
07/08/2025
Credit Memo -

Check / CC#

Auth #

Receipt #

Deposit to Account
Credit to Account

Last Synced

Company Name
Street

City, State, Zip
Phone #

ABC Company
123 South Lily St.
Long Beach CA 90
8869998898

$0.00

5000
5000
0

3000
5000



Select Search Filter
o Choose either:
s All Customers, or
s Customers with a Balance
Select the Customer
o Enter the company/customer’s name or select them from the dropdown list.
Review Auto-Filled Fields
o Received By will default to your username.
o Payment Date will default to today’s date.
Select Payment Method
o Choose Credit Memo as the payment method.
Apply Credit to the Invoice

Open Invoices

O [©]

12410280001 Q 1111972024 $352.37 $300.00 §5237 Net 30 ® 0.00% $0.00 $52.37 $0.00

250707-0004 Q 07/08/2025 $140.00 $0.00 $140.00 Net 30 @ 0.00% @ $0.00 $140.00 $140.00
Total Balance Due $192.37 Net Balance Due $192.37 $140.00
Open Credits

I B B O O N S O "N

(m] C250707-0002 Q. 07/0812025 $352.37 $0.00 $352.37 $0.00

C250708-0002 Q 071092025 $140.00 $0.00 3000 $140.00

[m} C250708-0001 Q 07/09/2025 $140.00 $50.00 $90.00 $0.00

[m} UnApplied Amount Receipt # - 1331 0710812025 $1000.00 $717.16 $282.84 $0.00

Total Remaining Credit $865.21 Net Applied $140.00

Notes.

o Under Open Invoices, check the box for the invoice being written off.
o Under Open Credits, select the Credit Memo you just created.

e Add aNote
o Inthe Notes section, enter a message such as, “Credit Memo applied to write off the balance.

o This helps document the reason for applying the credit.

J

Step 3: Verify and Save
e Before saving the transaction, verify the following values on the upper right:

Received From Customer | $0.00
Applied to Invoices  $140.00
Applied from Credit  $140.00

Net Unapplied  $0.00

[e]

Amount Received From Customer - Should be 0.00 (since no payment was received)
Amount Applied to Invoices - Should equal the amount being written off

Amount Applied from Customer Credit - Should match the amount of the Credit Memo
Net Unapplied - Should be 0.00 (unless you're only partially writing off the invoice)

e Click Save to complete the write-off process.

[e]

[e]

[e]

Please note that 1place does not handle banking or fund movement—those actions must be performed outside of
the system through your actual payment processor or bank.

However, if a payment has already been applied in 1place and needs to be corrected, you will need to delete the
payment. This will reopen the related invoices and mark them as due again, allowing the correct payment to be

applied.



If a customer has available credits (such as a Credit Memo or overpayment) and would like those credits applied to
their open invoices, follow the steps below:
e Enter Credit Application Information

Receive Payments

Receive Payment Payment History
Search By @ All Customers Check / CC# Ceompany Name =~ ABC Company
O Open Balance Auth # Street 123 South Lily St
Customer =~ ABC Company vEQ Receipt # City, State, Zip = Long Beach CA 90
Received By  Syron ~ Deposit to Account - Phone# = 5889998898
Payment Date  07/08/2025 Credit to Account -
Payment Method | Credit Memo - Last Synced

Select Which Records to Search By
s Choose one of the following filters:
s All Customers, or
s Customers with a Balance

o

Select the Customer
s Type the company name in the search field, or click the dropdown arrow to view the customer list
and select the correct customer.
Review Auto-Filled Information
s The Received By field is auto-filled with your username.
s The Payment Date is set to today’s date by default (can be adjusted if needed).
Select "Credit Memo" as the Payment Method
s This indicates that you are applying an available credit instead of receiving a new payment.

o

o

o

e Apply Credit to Open Invoices

Open Invoices

[m]

1241028-0001 Q. 11/19/2024 $35237 $300.00 £5237 Net30 ® 0.00% @ $0.00 $5237 $0.00
ZEWATAILIY (3} (LEEEE $140.00 $0.00 $140.00 LD ® 000% @ $0.00 $140.00 $140.00

Total Balance Due $192.37 Net Balance Due $192.37 $140.00

Open Credits

C250707-0002 Q@ 07/08/2025 $35237 $0.00 $21237 $140.00

a

C250708-0002 Q 07/09/2025 $140.00 $0.00 $140.00 50.00
C250708-0001 Q@ 07/09/2025 $140.00 5000 $90.00 50.00

000

UnApplied Amount Receipt # - 1331« 0710812025 51000.00 $717.16 528284 50.00

Total Remaining Credit $865.21 Net Applied $140.00

Notes.

o Select Invoices to Apply the Credit To
= From the list of open invoices, check the boxes next to the invoice(s) to which the credit should be
applied.
s The system will allow you to apply credits up to the invoice balance.
o Select Available Credits to Apply
s Next to the list of open invoices, you will see a list of open credits available for that customer.
s Select the appropriate credit(s) you want to apply toward the invoice.
o Verify the Details (upper right side)
s Before saving, make sure to review the following:

Received From Customer = $0.00
Applied to Invoices  $140.00
Applied from Credit  $140.00

Net Unapplied  $0.00

s Amount Received from Customer: This will show as $0 (no new funds received).



s Amount Applied to Invoices: Shows how much of the credit is being used.
s Amount Applied from Customer Credit: Matches the credit being applied.
s Net Unapplied: Should be ZERO if the full credit is applied.
o Add Notes (Optional)
s Include any relevant notes for future reference or audit purposes.
o Save the Transaction
s Click SAVE to complete the process of applying the credit to the customer’s invoices.

In 1place, writing off an invoice involves creating a Credit Memo and applying it as a payment. If a write-off was
applied by mistake, you'll need to delete both the payment using the credit memo and the credit memo itself.
Follow the steps below:

Delete the Payment That Used the Credit Memo
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e Open the Invoice that was written off.
e Click the Receive/Edit Payments button.
e A pop-up window will appear. At the bottom of this window is the Payment History table.

$725 21 Cusbomes credit availuble fur

Wvoice #  250707-0004 Invoice Tolal | $140.00
Date Pabd 0710802028 Total Prev Payments  $140.00
Amount Dua  $0.00

Payment Method | Cast] - Amount Tandared — §0.00
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Autharization #
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e Locate the payment that used a Credit Memao.
e Under the Action column, click the X button to delete the payment.
e When prompted, type YES to confirm the deletion.



Delete the Credit Memo

e Open the Credit Memo that was applied to write off the invoice.
o Ifyou're unsure which credit memo was used:

s Go back to the invoice.
s Click the Payment Info tab.

s |nthe Payments Table, locate the line where the credit memo was applied.

Comments Paymant Info

Cther Info

Cuslom Fleld
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Cithear
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s Click the magnifying glass under the Receipt column for that row.

Credit M
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s This will open the Receive Payment screen with the credit memo highlighted in green.

Receive Payments
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s Click the magnifying glass under the Transaction # column to open the actual Credit Memo.

e Once the Credit Memo opens, click the Delete button in the lower-left corner.
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e Confirm the deletion by typing YES when prompted, and enter areason for deleting the Credit Memo.

AR Receive Payments - How to
Create and Export



About Receive Payments

The Receive Payments screen in 1place is used to record customer payments and apply them to open invoices.
After entering and applying the payment, the payment can be saved and included in a deposit.

How to Access Receive Payments
1. Goto AR.

2. Select Receive Payments.

Selecting Receive Payments opens a new payment form where you can enter the customer's payment information.

Note: The New button is used when you need to start another payment after completing the current payment.
Create a Customer Payment

1. Select the Customer who is making the payment.
2. Select the Warehouse, if applicable.

3. Enter or confirm the Payment Date.

4. Select the Payment Method.

5. Enter the payment details required for the selected payment method, such as:

o Check/CC#
o Auth#
o Batch#

6. Review the customer information displayed on the right side of the form.

The Received From Customer amount reflects the payment being entered.

Select Open Invoices

The Open Transactions section displays the customer's outstanding transactions.



1. Set the Start of Range and End of Range as needed.

2. Use the transaction filter to narrow down the list.

3. Select the checkbox beside the invoice or transaction being paid.

4. Review the Balance Due and transaction details.

5. Enter or confirm the amount to apply to each selected transaction.

Review the payment summary on the right:

e Received From Customer

Applied to Invoices

Applied from Credit

Applied from Discounts

Net Unapplied

Make sure the payment is properly applied before saving.

Add Payment Notes

Enter any relevant information in the Notes field.

Save the Payment and Create a Deposit

After entering the payment and applying it to the appropriate transactions:

1. Review the payment details.
2. Confirm that the payment amount and applied amounts are correct.

3. Click Save & Create Deposit.

The payment is saved and the deposit creation process is initiated.

Process Another Payment

After completing the current payment:



1. Click New.
2. Enter the information for the next customer payment.
3. Apply the payment to the appropriate open transactions.

4. Save the payment.

Payment History
The Payment History tab can be used to review previously recorded customer payments.

Note: The Receive Payments screen shown here uses Save & Create Deposit to save the payment and initiate
the deposit process. If "export" refers to a separate payment/deposit export function, that workflow should be
documented separately.



