Data Entry of Payments from Customers – Cash Receipts


DATA ENTRY OF PAYMENTS FROM YOUR CUSTOMERS
To enter payments received from your Customers you would use the Cash Receipts (artCash) process found in the Accounts Receivable Transactions, Payments Menu.
Fields indicated as mandatory (Red Label, eg. From Customer, Receipt type etc.) Require data input, where other fields (Black label eg. Deposit Number etc.) do not necessarily require data input, but any default entries in any of these fields can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

SCREEN 1 – CASH RECEIPTS

· From Customer – Type in the Customer’s code, found by using the Search facilities or from paperwork with remittance from your Customer or from your internal paperwork.
· Receipt Type – Make selection from drop down list.  This is the type of payment you are currently receipting eg. Cash, Cheque, Credit Card or Direct Debit.
Depending on the Receipt type selection here – the following fields will be different.

RECEIPT TYPE – CHEQUE 
· Reference No – Enter the actual cheque number

· Deposit No – Usually left blank where the system is set up with unique deposit numbers.  (See Bank Reconciliation Parameters)
· Receipt Date – Enter in the actual date of receipt of this cheque.
· Bank Account – Will default with Bank Account from AR Parameters
· Discount Account – Will default with Discount Account from AR Parameters

· From Bank – Enter Bank code from actual cheque.  Use Search facilities to locate actual Bank Code.  
This field will default with details from Customer File Maintenance, Accounts screen – Banking Information, Normal Bank field.  If this field is not completed in Customer Maintenance – you should enter the Bank Code in there, so that next time you receive a Payment from this Customer, their Bank Account details will default in the Cash Receipts process.
· Bank Branch – Enter Bank Branch from actual cheque.  

This field will default with details from Customer File Maintenance, Accounts screen – Banking Information, Bank Branch field.  If this field is not completed in Customer Maintenance – you should enter the Bank Branch details in there, so that next time you receive a Payment from this Customer, the Bank Branch details will default in the Cash Receipts process.

· Drawer – Enter the drawer details from the actual cheque.

This field will default with details from Customer File Maintenance, Accounts screen – Banking Information, Account Name field.  If this field is not completed in Customer Maintenance – you should enter the Account Name details in there, so that next time you receive a Payment from this Customer, the Account Name details will default in the Cash Receipts process.

RECEIPT TYPE – CASH
·  Reference No – Can be left blank or enter Cash. Used in enquiry screens.
· Deposit No – Usually left blank where the system is set up with unique deposit numbers.  (See Bank Reconciliation Parameters)

· Receipt Date – Enter in the actual date of receipt of this cheque.

· Bank Account – Will default with Bank Account from AR Parameters

· Discount Account – Will default with Discount Account from AR Parameters

RECEIPT TYPE – CREDIT CARD
· Credit Card Type – Select actual card type from available list.
· Reference No – Can be left blank or enter type of credit card.  Used in enquiry screens.
· Deposit No – Usually left blank where the system is set up with unique deposit numbers.  (See Bank Reconciliation Parameters)

· Receipt Date – Enter in the actual date of receipt of this cheque.

· Bank Account – Will default with Bank Account from AR Parameters

· Discount Account – Will default with Discount Account from AR Parameters

RECEIPT TYPE – DIRECT DEBIT
· Reference No – Can be left blank or enter type of credit card.  Used in enquiry screens.

· Deposit No – System will assign next Bank Deposit number where the system is set up with unique deposit numbers.  (See Bank Reconciliation Parameters)

· Receipt Date – Enter in the actual date of receipt of this cheque.

· Bank Account – Will default with Bank Account from AR Parameters

· Discount Account – Will default with Discount Account from AR Parameters

· Paid Amount – Enter the actual amount of the payment from your client.
· Discount $ - Enter the amount of any discount to be applied to this transaction.  Leave this field blank if no discount is applicable.

You are then at the point of applying the payment to the Transactions for this client.
If the payment is paying a number of Transactions, you can use the Quick Entry section or you can use the Transaction Table to apply Cash to Transactions that are visible in the table.
The advantage of using the Quick Entry method is that the Transactions do not have to be visible in the Transaction Table.  This method would be beneficial if the payment was paying a number of Transactions spread over a period and the Transactions were displayed on multiple screens in the Transaction table.
If you did not use the Quick Entry method for payment of a number of Transactions, you would need to navigate through the Transaction Table until each Transaction was visible, you would then apply the payment to the Transaction, click Pay, then navigate to the next Transaction and repeat the same steps.
You can use a combination of both options if you choose.
QUICK ENTRY
· Trx Ref No – Enter the actual Transaction/Invoice Number that the payment is paying.
· Applied Disc – Enter the amount of any discount to be applied to this Transaction. Leave this field blank if no discount is applicable.
· Applied Cash – This will be the actual amount that is being paid/applied against this Invoice.  This can be less than the O/S Amount of the Invoice but it cannot be more than the O/S Amount of the Invoice.
The O/S amount will default in this field after the Trx Ref No has been entered in the previous field.  If the full O/S amount is being applied here, you only need to click on the Pay button in this section.  If the full O/S amount is not being applied, here, you should delete the default value, and enter the actual amount that is being applied, and then click on the Pay button.
Or
You can navigation through the Transactions Table until you find the Trx Ref No’s that are being paid with this payment.  You will then enter the amount to Apply against each Trx Ref No. You will then click on the Pay button related to each Transaction until all of the Transactions/Invoices have been applied with the amount of the Payment.
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Figure 1: Cash Receipts Screen with no details
After you have completed the mandatory fields in this screen the table will be populated with the outstanding transactions.  
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Figure 2: Cash Receipts Screen with Transaction details for nominated Customer
NOTE !!!   MAKE SURE YOU ENTER THE AMOUNT IN THE PAID AMOUNT FIELD 

1.  QUICK ENTRY 
· Trx Ref No – Enter the Trx Ref No in this field – eg. Invoice number your customer is paying.  
The Invoice Number you enter here does not have to currently be visible in the Transaction Table, but it must be a valid Invoice Number for this Customer, and must have an amount outstanding.
The Trx Type, Date and O/S Amount will then display for the nominated Invoice No.
If you enter an incorrect or invalid Invoice Number you will receive an error message. 

Press the Enter or Tab Key and the Total amount of the nominated Invoice will default in the Applied Cash field.
· Applied Discount – Enter the amount of any discount if applicable.  Leave blank if there is no discount to be applied here.
· Applied Cash – This will default with the outstanding amount of the Invoice, after the Invoice Number is entered in the Trx Ref No field.  You can leave this amount, if the Invoice is being fully paid, or you can enter part payment to be applied to this Invoice.

Click Pay button.

The amount of the payment entered here will then be applied to the nominated Invoice Number entered in the Trx Ref No field.
Continue repeating these steps to enter payments to apply against other Invoices.
When you finished applying amounts against Invoices, click on the Save button. 

AND / OR

2. USE THE TRANSACTION TABLE
Locate the transaction that is being paid, in the row of the table.  
You can sort the Table by clicking in the blue area at the top of each column.  Eg. If you wish to sort the Transaction Table in Date Order:- 

· Position the mouse over the Date Column heading

· Left click with the mouse and the Date column will be sorted. To change the sort order back again, left click with the mouse again.
OR   Click on the [image: image5.png]


navigation buttons at the bottom of the table 
· Applied Discount – Enter the amount of any discount if applicable.  Leave blank if there is no discount to be applied here.

· Applied Cash – Enter the amount to be applied to this Transaction
Click Pay button in the row of the Transaction Table.

Continue repeating these steps to enter payments to apply against other Invoices.

When you finished applying amounts against Invoices, click on the Save button. 


[image: image6.emf]Figure 3: Table from Cash Receipts Screen with Outstanding Transactions

Example:  

Customer MK: Enter the Payment of $8789.00 to be applied to:
Trx Ref: 43 - $ 100.00

Trx Ref: 3728 - $ 8000.00

Trx Ref: 90 - $ 689.00

Navigate through the Transaction Table to locate Trx Ref 43.  

Enter $100.00 in the Applied Cash column for the Trx Ref 43.
Click Pay Button to the right of the Applied Cash amount.
O/S Balance for this Trx changes to $15.50. (Original Invoice was for $115.50, but we are only applying $100.00 to this Invoice at this time) 
Unapplied amount on screen reduces by $100.00 to now show $8689.00.


[image: image7.emf]Figure 4: Table from Cash Receipts with $100.00 Payment applied to Trx 43
Navigate through the Transaction Table to locate Trx Ref 3728.

Enter $ 8000.00 in the Applied Cash column for the Trx Ref 3728. 
Click Pay Button to the right of the Applied Cash amount. 

O/S Balance for this Trx changes to $178388.06 (Original Invoice was for $186388.06, but we are only applying $8000.00 to the Invoice at this time)
Unapplied amount on screen reduces by $8000.00 to now show $689.00

[image: image8.emf]Figure 5: Table from Cash Receipts with $8000.00 Payment applied to Trx 3728
Navigate through the Transaction Table to locate Trx Ref 90.  

Enter $689.00 in the Applied Cash column for the Trx Ref 90.

Click Pay Button to the right of the Applied Cash amount.

O/S Balance for this Trx changes to $11960.50. (Original Invoice was for $12649.50, but we are only applying $689.00 to this Invoice at this time) 

Unapplied amount on screen reduces by $689.00 to now show $0.00.


[image: image9.emf] Figure 6: Table from Cash Receipts with $689.00 Payment applied to Trx 90
Click Save to save the Entry.

To enter this same payment using the Quick Entry process, you would only have to 

Enter 43 in the Trx Ref No Field.
Change the Applied Cash amount from the default of $115.50 to $100.00

Click Pay

Enter 3728 in the Trx Ref No field.
Change the Applied Cash amount from the default of $186388.06 to $8000.00

Click Pay

Enter 90 in the Trx Ref No field. 
Change the Applied Cash amount from the default of $12649.50 to $689.00

Click Pay

Click Save.
After Save is clicked the screen clears and you are ready to enter the next Cash Receipt Payment.
When you apply an amount against a Transaction, the O/S Balance for the transaction is reduced by the applied amount. 
You cannot apply more than the Paid Amount or Outstanding Balance on any row of the Transaction table.  Eg. If Trx Ref 43 is for $115.50 and you entered anything over this figure in the Applied Cash column for this transaction you would be presented with a message – Applied amount must be between 0.00 and $115.50. 
If you make a mistake when entering the Applied Cash amount against a Transaction, you can simply change the amount in the O/S Balance column to the correct amount.  The system will recalculate O/S Balance and Unapplied amounts according to the amount entered in the Applied Cash column. 
You can leave an unapplied amount from an actual payment if necessary.  If you customer is paying $ 50.00 but has not indicated which Invoices are being paid, instead of guessing the Invoices they might be paying, you can leave the amount part or fully unapplied.  
You must save each Transaction by clicking the Save button at the bottom of the screen.

AR EDIT CASH

The AR Edit Cash list can then be used to check for errors before the payments are actually posted to the Ledgers.

The Edit Cash List can be run as often as required.

· Customer Price Category – Leave selection as All Categories unless you wish to select a specific Category here.

· Batch for User – Will depend on AR Parameters - Transaction Batches option.  
If AR Parameters Transaction Batches is set to Y – you will be able to enter a user to select only transactions created by that user.  
If AR Parameters Transaction Batches is set to Y – and you want to view Transactions for All users, you can simply delete the default user code from this field.   
If AR Parameters Transaction Batches is set to N – this field will not be visible and the Edit List will be produced for all users.
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This process will produce an Edit List of the Account Receivable Cash
Payments and is non-destructive.

The Edit List can then be used to check for errors before the payments are
actually posted to the Ledgers, and can be run as often as required.
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Figure 8: AR Cash Edit List Screen
POST CASH RECEIPTS
The Post Cash Receipts process is the next step in the Receipting process.

Only after you have checked the accuracy of Transaction entries should this process be run.

·  Price Category Group – Leave selection as All Groups unless you wish to select a specific Group here.

· Deposit Number – Will be system generated. 
· Batch for User – Will depend on AR Parameters - Transaction Batches option.  

If AR Parameters Transaction Batches is set to Y – you will be able to enter a user to select only transactions created by that user.  

If AR Parameters Transaction Batches is set to Y – and you want to view Transactions for All users, you can simply delete the default user code from this field.   

If AR Parameters Transaction Batches is set to N – this field will not be visible and the Journal Post will be produced for all users.
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This process actually posts the Cash Receipts entered via the Cash Receipts Payment
processes, and updates the Accounts Receivable System, and optionally the General
Ledger and Bank Reconcilaition systems.

A numbered journal is produced as a hard copy audit of the receipts that have been
posted, and the transaction file will be cleared after the receipts have been posted.

Receipts should generally be entered in batches, so this process will normally be
performed on a daily basis.
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Figure 9: Post Cash Receipts Screen
BANK DEPOSITS
Once a Cash Receipt Post process has been completed, a Bank Deposit Entry is automatically created in the Bank Reconciliation, Transactions - Deposit Menu.

If there are no changes to the Deposit details you can simply go to the Post Bank Deposit process and post the relevant Transactions.
Please note!! A Bank Deposit slip will never be produced for Direct Debit Transaction types, as these transactions are electronically transferred to the Bank.  A Bank Deposit slip will only be produced for Transactions that can be physically deposited over the counter at the Bank.
BANK DEPOSITS ENTRY
· Deposit Number – Enter the Deposit number created when you posted the Cash Receipts or use the search features to locate the entry.
When you have located the Bank Deposit entry, you can make changes to this entry if required.  In most instances no changes will be required, so you would proceed to the Post Bank Deposits process.
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Figure 10: Bank Deposit Entry screen
BANK DEPOSIT EDIT LIST 
· Produce a Bank Deposit Slip – Check if you wish to produce a Bank Deposit slip. A Bank Deposit slip is a print out of the transactions for this Bank Deposit that your bank may approve as an acceptable Bank Deposit slip.  
If your Bank does not allow use of this printed Bank Deposit slip, leave this field unchecked.

· Deposit Number – Leave this field blank to see details for ALL Deposits.  If you know the Deposit Number and there may be more than one Deposit entry unposted at the present time, you could enter that Deposit Number here and you could then get an Edit List of the one Deposit Number only.  
· Batch for User – Will depend on BR Parameters - Transaction Batches option.  

If BR Parameters Transaction Batches is set to Y – you will be able to enter a user to select only transactions created by that user.  

If BR Parameters Transaction Batches is set to Y – and you want to view Transactions for All users, you can simply delete the default user code from this field.   

If BR Parameters Transaction Batches is set to N – this field will not be visible and the Edit List will be produced for all users.
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This process is to be used to list entries made in Bank Deposit Entry process to ensure correct entries were
made. Bank deposit slips may be produced at this time as an alternative to the standard edit list if required.

The standard edit list will show amounts entered for cash, credit cards,cheques and also details of amounts
credited and debited to the various general ledger accounts.

A summary of deposit details (for all finandial institutions) may be printed at the end of the standard
edit lst if required. This faciity may be "switched" on or off via the Bank Recondiliations parameters process.

The optional bank deposit slips produced are documents that can be presented directly to the bank at the time of
the deposit. The slip contains all details about the deposit that the bank will need.

These details include the bank name and branch, the account name, number, and date, and also all details of the
money deposited. i.e. Cash, credit cards and cheques.

The edit list may be printed at any time as it will not affect any information stored in the system.
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Figure 11: Bank Deposit Edit List Screen
POST BANK DEPOSITS

This process posts the information entered in the Bank Deposit entry process to the Ledgers.  A numbered Journal is produced.  
· Produce a Bank Deposit Slip – Check if you wish to produce a Bank Deposit slip. A Bank Deposit slip is a print out of the transactions for this Bank Deposit that your bank may approve as an acceptable Bank Deposit slip.  

If your Bank does not allow use of this printed Bank Deposit slip, leave this field unchecked.

· Deposit Number – Leave this field blank to see details for ALL Deposits.  If you know the Deposit Number and there may be more than one Deposit entry unposted at the present time, you could enter that Deposit Number here and you could then get an Journal Post for the one Deposit Number only.  
· Batch for User – Will depend on BR Parameters - Transaction Batches option.  If BR Parameters Transaction Batches is set to Y – you will be able to enter a user to select only transactions created by that user.  

If BR Parameters Transaction Batches is set to Y – and you want to view Transactions for All users, you can simply delete the default user code from this field.   

If BR Parameters Transaction Batches is set to N – this field will not be visible and the Journal Post will be produced for all users.
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This process posts the information entered from the Bank Deposit Entry process and also
produces a numbered journal. You may also produce bank deposit slips at the time of
posting if you wish.
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Figure 12: Post Bank Deposits Screen
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