Training Document
How to Allocate a Customer Payment

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.
After completing this lesson you will be able to:

e Allocate a Customer Payment
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Process flow

Quote

* Provide a quote to customer

Sales Order

¢ Quote accepted - Sales Order
created from quote

Order Shipped

¢ Order shiped with packing slip
if in stock or backordered if
insufficient quantities

Invoice Raised

* Invoice raised from sales
order or direct through
invoicing system

Receipt Payment

* Payment received from
customer

Allocate Payment

* Payment allocated against
invoice

Goods Returned to

supplier due to damage or

other reasons
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Issue Credit Note

¢ Credit Note required to adjust
customer account & stock
correctly

Allocate Credit to
Invoice if no payment
received or Issue a
payment refund
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How to Allocate a Customer Payment

Allocations
e When you are receipting a payment from a customer the Allocate immediately option
will pop up when the receipt is saved
e Click on Yes to Allocate the payment to the invoices or No to allocate later

CE Banking
Bank Through Currency
Bank Account 00CHC Rate Type
Banking Amount §723.35 Exchange Rate

- Bank Charges
Banking ltems

# Media Amount Payer Name
§723.95 Asheng Engineering Ltd

e To Allocate the amounts click on the Invoices in the Debits table and press F4 to move
the amounts to the allocate column on the right. Press F3 to un-allocate

e Alternatively, you can use the Balance Allocations Button (Ctrl+=) & which will apply
the payment to the oldest invoices first.

| AR Allocate Transactions - ASHENG - Asheng Engineering Ltd =n Eon ==
¥ | Select Customer ASHENG @I - Asheng Engineering Ltd NZD o
Date 30/09/2015 Period Sep 2015
B Credits
» Type Date  Reference Amount  Outstanding Allocate

Receipt  30/09/2015  Inv 100409 $723.95

m]

!

% Balance to Allocate §723.95
Debits

» Type Date  Reference Amount  Outstanding Allzcate

Invoice  30/06/2014 100412 $3,88887  $3,888.87 N
o Invoice 7/08/2015 100379 §435.63 §435.63

= Invoice 7/08/2015 100280  $6987.25  $6,987.25
g Invoice  14/08/2015 100385  59,997.56  $9,997.56

Invoice 14/00/2015 100399 56,108.26 56,108.26

Invoice 30/09/2015 100409 §723.95 §723.95
ﬁiﬁ Invoice 30/09/2015 100410 $1,066.87 §1,066.87 |
i

& Brint of Save ¥ Cancel
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e When the payments received and the invoice allocations totals match the Balance to

Allocate field will be blank.

=

bl

=

AR Allocate Transactions - ASHENG - Asheng Engineering Ltd

Select Customer ASHEMNG

Date 30/09/2015
Credits

#» Type Date  Reference

Receipt  30/09/2015  Inv 100409

—

u]

\

=N
Debits
¥ Type Date  Reference
Invoice 30/06/2014 100412
o Invoice 7/08/2015 100379
% Invoice 7/08/2015 100320
@ Invoice 14,/08/2015 100385
Invoice 14,/00/2015 100359
Invoice 30/09/2015 100409
BIG Invaoice 30/00/2015 100410
]
& Brint

=)

= Asheng Engineering Ltd MNZD
Period Sep 2015
Amount  Cutstanding Allocate
§723.95 :
Balance to Allocate
Amount  Cutstanding Allocate
§3,888.87 §3,888.87
§435.63 §435.63
§6,987.25 §6,987.25
§5,997.36 §3,997.56
§6,108.26 §6,108.26
§723.950 $723.95
§1,066.87  $1,066.87
o Save 3 Cancel

e Allocations can be done at a later time if preferred by choosing no when the Allocate
Immediately confirmation box appears

Cancel

To Allocate at a later time go to Tasks / Accounts Receivable / Allocate Transactions

Press the Edit button = (F11)

Click on the invoice amount to allocate with the payment and press F4
Note: This same method can be used for Allocating Credit Notes against Invoices.
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

Wellington.......cccce e, 04 282 1534

Email..coovieiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne......ccooveeeinenecercreceee e 03 9016 3410
SYANEY ..ttt s 02 9098 0996
Brisbane......ccooovveininececece e 07 3088 4989
Email..oooiieiiiieee Helpdesk@ZealSystems.com.au

Prepared by Zeal Systems Ltd ©2012 Last updated 10 April 2017


mailto:Helpdesk@ZealSystems.co.nz
mailto:Helpdesk@ZealSystems.com.au

