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In Interprise there may be times when a Credit Note is sitting on a customer account and an 

Invoice has been entered on the system or vice versa. This can happen if a Proforma is paid 

upfront & the Invoice is posted afterwards. The two now require allocating off against one 

another. See the below steps which outline how to do this. 

NB. The customer account balances back to zero, but in the open transactions on the 

customer account they are still displayed. It displays both the Invoice and Credit note which 

net one another off for £168.00 (1). 
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To allocate the transactions go to 200 Customer Module (2) Customer Receipt & 209 New 

Customer Receipt (3). 

 

 
 

 

 

Search for the relevant customer and open the record up (4). 
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NB – Make sure no details are entered into the customer receipt tab to ensure a receipt isn’t 

created by mistake. If a receipt is generated it will have to be voided. 

 

Go straight to the ‘Allocation Details’ Tab (6) 
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Once in the allocation the relevant transactions can be allocated. In the below example an 

Invoice and a Credit will be allocated. 

The Allocation Date (7) is important as this will be the day it appears allocated on the aged 

debtors Report. In the example below both transactions are dated 22/07/2020 therefore the 

Allocation Date should reflect this. If the accounting period for the month has been closed 

then this must be allocated into the current month. This will not affect the overall debtors as 

the balance will still be zero but both transactions will appear on a detailed Debtors report. 

NB. The Allocation Date cannot be dated any earlier than the latest transaction(s) in the 

allocation. I.e., if a receipt was dated 31/07/2020 and the Invoice was dated 01/08/2020 

then the allocation MUST be august. The payment on account must show on the debtors in 

July as it was outstanding. 

Tick the relevant credit note (8) and the relevant Invoice (9). 

As long as there is no allocation difference value (10) between the transactions simply click 

the “Save” or “Save and Close” button (11) to complete the allocation. 
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Once allocated the ‘Allocation’ will be assigned a system generated number (12) and the 

transactions will now be allocated against one another. 

 

This allocation number can be used in future, if the transaction needs to be de-allocated. 

Find Customer Receipt – ‘Customer Allocation’ Tab 
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When viewing the customer record, the transactions will now not show under open 

transactions (13) as they have been allocated. 

 

Change the view option to “All” to see the transactions, where the outstanding amount (15) 

can now be drilled into if ever required to view the allocation again. 

 


