BAITS MONEY PROCESSING

1) When you receive a check the first thing is to locate the contract it is a payment
on by searching on the client name or title. Once you’ve located the contract, if
it's an advance the payment should already be filled in as in the image below.

You will then click on the dollar sign (highlighted by the red arrow) to enter the
deposit details.
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2) Next you will see the Revenue Processing screen where you enter the details of
the payment you have received. The red arrow points to where you enter the
reference # for your deposit. If this is a check as in the example below you just
enter the number. If it's a wire you also need to check the box. The date field
above starts out blank and will automatically fill in today’s date but you can enter
another date, say for a wire that actually hit the bank earlier. Once you’'ve got the
information in, you can click on the button that says Post at the bottom.
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This example is a simple advance but later we’ll explain how to enter foreign
monies with deductions and royalties both foreign and domestic.

When you click OK on the button confirming the money has Posted you will
return to the contract screen and you’ll notice now the letter P appears next to
the $ icon, indicating the money has been received. See the image on the next

page.
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Next you'll click on the Close button at bottom right and return to the Main Menu.

There you should click on the tab for the Money Menu.
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3) On the Money Menu you first want to confirm you have entered the deposit
correctly. You can do this by printing the Revenue Proof (the button at the top
left) or by viewing the Deposit Report (for a check deposit) or Wire Report for a
wire deposit. Since the payment we just entered was a check the Check Deposit
Report is displayed below.
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When you close this report and flag it, it will be saved as a record of your deposit. Next
you will want to pay the author, so click on the Manual Payment Creation button. This
screen will allow you to go through all the clients who have payments to go out and
create the checks. You can select multiple payments or make payments for each piece
of money separately. You can also choose to recover expenses (this process will be
described later). Below is the Payment Creation screen checked and ready to create a
check with the window open to verify the next check number.
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When you click OK the check record is created and a statement for the client is printed.
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Last of all you will want to transfer the commission from your client escrow account to
your operating account. The Commission Transfer report is at the top right of the Money
screen. When you click on it you’ll get a small window asking you what dates you want
to include in the report. You will most likely want to include all so scroll to the bottom of
the list and click OK. Then you'll get the following report.
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This report tells you how much money to transfer from your client account to operating.
It's a good idea to print this report out and actually write on it when you do make the
transfer, including whatever confirmation number you are given.




