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The software records printed invoices against customer accounts; use the options below to
record payments/pre-payments against money owed.

Accounts Parameter #4 - 'Accounts Receivable in use' enables the software to manage your
Accounts Receivable.  

YES - Customer account balances will be recalculated immediately so that AR listings are
reflected from accounts recorded in the database

NO - If using an external accounting package

Pre-Payment Entry
A pre-payment is a payment from a customer for which no invoice has been issued.  Enter a
general pre-payment for a customer using the 'Apply as pre-payment' checkbox in the payments
window.

OR enter a pre-payment against a specific booking via the payments tab of the booking

https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958b54e22b7f6fac63ba63/n/1704299347574.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958bb9367cb76df717cb22/n/1704299447960.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958a9c362125615804824c/n/1704299163929.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958da40bbc776a8f05ac65/n/1704299939882.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958e89de4bc17bb36ab659/n/1704300167565.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958f306726d009277ca724/n/1704300335103.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958f6f37fcb06d8a22bec1/n/1704300398255.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65959077a9f86c0be52a8a70/n/1704300661864.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65957d3791c59972bc4b8528/n/1704295734733.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958045d71bbb2ef018795a/n/1704296514985.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659580b52db7f227f15644c3/n/1704296628260.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659580cdb345f40b4c72c484/n/1704296653358.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659584e368b1a944eb4c320d/n/1704297698518.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659580e36d80ec25b9028ced/n/1704296675127.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659580f65df7a00bd4759d57/n/1704296693598.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6595810c6b858c0b861f50e3/n/1704296715534.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65958975f2fb5f14a03354c7/n/1704298869168.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659589b8ea49954c90384e1a/n/1704298934268.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6595976c0da9c76ef32dd894/n/1704302443936.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6595978749c1a33a190bb687/n/1704302470947.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65959834d6795945e441999e/n/1704302643349.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/659598f75db5586e741da7d1/n/1704302838179.png


Payment Entry
To enter a payment, highlight any customer on the customer grid, then click Ctrl F5 to enter a
payment OR access from the Account Payment/Invoices and Payments Window.

When the window displays, the Payment Details tab is automatically selected so you can enter the
details of the payment. Enter the payment date, payment amount and any memos that
accompany the payment. Click Apply Payment to Invoices.

If you’ve received a payment before an invoice has been generated you can apply it as a
pre-payment on the account. Then when the invoice is generated you can re-apply the payment to
the invoice. To apply a pre-payment tick the Apply as Pre-Payment checkbox.

The Memo box stores notes against the payment. When you highlight the payment in the Invoice
and Payments tab, you will see the memo for that payment at the bottom of the screen.
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Once you click Apply Payment to Invoices, you’ll be re-directed to the Invoices and Payments tab
where you can apply the payment to a specific invoice. 

If Accounts #29 Print Cash Receipt is enabled you’ll be prompted to print a cash receipt as
well.

If Accounts #21 is set to export to an accounting package, the Delete button will be hidden.

Double click the invoice to apply the payment OR check the box to the left of the Invoice Number.
Enter the amount to be applied and click OK. 



When you are done entering all information click Post Payment to Account and click Yes to post
the payment.

Enter payment type details and click OK



The payment displays on the grid based on the sort order used

Identifying Pre-Payments
When a payment is entered into a customer account but not applied to an invoice it will be listed
as a pre-payment. 



Pre-payments remain on the account and can be applied to an invoice at any time using the
re-apply option. 
Pre-payments will continue to be listed on customer statements and the Accounts Receivable
Aged Analysis Report until such time as they are applied to an invoice.
When accessing customer financials, a warning is displayed for existing pre-payments

Pre-Payments always appear at the top of the window without an invoice number. Once
highlighted, the available options (subject to operator privileges) show available at the bottom of
the screen.

Use the re-apply option to apply a pre-payment to an invoice.  Enter the invoice
number when prompted.



Cancel a pre-payment without deleting it by using the reverse option.

Use the convert option to convert a pre-payment to a Security Deposit

Delete a pre-payment

View pre-payment properties/payment receipt details

Identifying Applied Payments
If you have a lot of payments you may be wondering what payment is applied where. Here’s how
to find out:

•    Open the invoices and payments window (highlight any customer, then right click)

•    Payments will display in green. Sort by invoice number to see payments under the invoice
they are applied to

•    Unapplied payments will show in the grid first (this first unapplied payment will have a ‘0’ in
the invoice # field).

•    All payments applied to a given invoice will show directly under that invoice in the grid.

•    You can also highlight a payment; click ‘Re-apply’ and the invoice number it is applied to will
show in the window.

http://rentalpoint.knowledgeowl.com/help/security-deposit


Operator Privileges
Operator privileges for payments are listed in the illustration below.

To locate payment operator privileges, use the  option in the Operator Group

Double click on the group
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Enter a description for your are searching for your search to see all privilege's associated with that
description.

Click on any privilege to find it in setup




