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AIM 

To Document the receipt of payment, based on invoices 

SETUPS  

 Reconciliation definitions  

 Reconciliation Variance definitions  

 Bank and bank account definitions  

 Cashier definitions  

 Means of payment definitions  

 General receipt definitions  

 Definitions governing the tracking of payment dates  

PROCEDURE 

STAGE ONE: PREPARING A RECEIPT  

1. Enter the Receipts form. 

2. Select a Customer’s Account. The Customer/AcctNAme is filled in automatically.  

3. Make sure that the Cashier appearing in the form is suitable to your needs. When 

recording the receipt of a bank transfer or credit card payment, you can use this 

column to record the number of the bank account receiving the payment.  

4. Enter the Flag Invoices for Payment sub-level form. 

5. Flag all invoices for which the payment was received (in full or partial payment) in the 

Paid column. 

6. Enter the parallel Invoice Amounts Being Paid sub-level form. This form displays the 

invoices flagged in the previous step. 

7. If necessary, you can change the amounts appearing in the Sum column. 

8. To specify a payment by check: 

 Return to the upper-level form and click the Receipt Data tab. 

 In the Cash Receipts column, record the sum of cash received. 

9. To specify a payment by check:  

 Enter the Check Payment(Details) sub-level form.  

 Record the necessary details of each check. NOTE: for Dual Currency Users: if 

the payment consists of several sequentially numbered checks, record the 

details of the first check and then select Create Additional Checks from the 

list of Direct Activations. The program automatically creates additional record 

for the post-dated checks. 

10. To specify the receipt of a different means of payment: 

 Enter the Other Forms of Payments (Details) sub-level form. 

 Select the appropriate Payment Code (e.g. Bank Transfer, Visa, Promissory 

Note). 
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 Fill in the details of the receipt.  

STAGE TWO: APPROVING A RECEIPT VIA ANOTHER USER 

Aim: To have another user approve a receipt so that is may be finalised. 

NOTE: if you company does not require additional user approve a receipt before it may be 

finalised, you may skip this stage. 

To assign the receipt to another user for approval: 

1. Enter the Receipts form and retrieve the document in question. 

2. Assign the document to the user who needs to approve it by selecting their user 

name in the Assigned to column. 

To approve receipts assigned to you: 

1. Enter the Receipts form and retrieve all pending documents assigned to you.  

2. Change the status of each document to “approved”.  

3. If it is company policy to have a third user finalise the document, transfer each 

receipt to a third user by selecting their user name in the Assigned to column. 

Otherwise, move directly to Stage Three.  

NOTES: 

 To restrict receipts from being finalised by the user who created them, enter the 

Financial Documents form and make sure that Disallow Single User is flagged for the 

Receipt line. 

 To additionally require that a third user finalise the receipt after the second user 

approves it, flag Auth. Can’t Finalise as well.  

STAGE THREE: FINALISING A RECEIPTS  

1. To finalise a single receipt:  

a. Enter the Receipts form. 

b. Retrieve the receipt you want to finalise. 

c. Click Finalise Receipt from the list of Direct Activations.  

2. To finalise a batch of receipts: 

a. Run the Finalise Receipts program. 

b. In the query form that opens, retrieve the receipts that you want to finalise. If, 

in the process, receipts were retrieved that you are not yet ready to finalise, 

you can delete them from the list by pressing F7. 

c. Close the form and click OK in the Continue Execution window. 

d. When the program ends, a message appears displaying the number of 

receipts that were finalised. If an error occurred while finalising a receipt, a 

message appears referring you to the errors report.  



 

 

SOP Receipts from Customers 

05 Sep. 16 

4 

e. To view the errors in question, run the Final Receipts – Error report.  

RESULTS 

 A journal entry is posted to the ledger. 

 Invoices that were flagged for full payment will no longer appear in the Unreconciled 

Transactions sub-level of the Chart of Accounts Receivable form, nor in aged 

receivables reports. 

 The receipt and any invoice linked to it are reconciled automatically, according to 

the reconciliation parameters defined in the setup stage. 

STAGE FOUR: DELETING A RECEIPT 

1. To delete a single receipt: 

a. Enter the Receipts form. 

b. Retrieve the receipt you want to delete. 

c. If the receipt is final, click Cancel Document (Original Date) or Cancel 

Document (Today’s Date), as needed. 

2. To delete a batch of receipts: 

a. Run the Delete Pending Receipts program. 

b. In the query form that opens, retrieve the receipts that you want to delete. If 

in the process, receipts were retrieved that you do not want to delete, you 

can remove them from the list by pressing F7.  

c. Close the form and click OK in the Continue Execution window.  

d. When the program ends, a message appears displaying the number of 

receipts that were deleted.  

 

 

 


