
Customer Payments 
Clk. `AR` -  `Customer Payments`  
(Listed is the customer payment entered to-date) 

 
Clk. `New` button 
Select `Customer` Customer list displays 

 
Enter `Payment Date`(You must enter a `Reference` to describe this transaction. If the customer is 
paying by check, you can enter the check number in this field). 
Select a `Payment Type `(check, credit card, etc.). 
Select the `Bank Account` to which the payment will be deposited. Enter the total `Payment 
Amount`.(The Amount of check)- All customer’s open invoices and credits are displayed in the 
lower window. To apply payment to an invoice, highlight it and enter a `Discount` amount, if 
applicable, and the `Amount to Pay`, which is the actual cash amount applied against this invoice. 



 
Once the payment is entered on the invoice line the Update button appears 

 
Clk `Update` 
Clk `Ok` 



 
The list screen will appear and the entry is complete 

 
If the entry is entered incorrectly you can Reverse the entry 
Highlight the entry to reverse and Clk ` 
 
 


