interprise suite™

Allocating an Invoice & Credit with no receipt

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).

@® Customer - CUST-000048 - Rally Ltd

e nsdle B =

New Sawve Saveand Undo  Find Delete Print CRM Help Write Send Statement What Do
= Close - Letter I Owe
| General | setup | Contact || Pricng | analysis | Transactions | RecentSales | Credit/Receivables | Ship To List | Service Contracts || Cansignment || Head Office Lookup || Projects ]
["Quotes |[ orders || tnveices | Rmas || CreditMemos | Receipts | Refund | void Receipt | Ledger | @
View Option ‘ODEH -|Dahe |A\I Dates - Paging is Annu... "
Document Code Type Docume... < DueDate |Refere... |Refere... | Total Base Currenc... | Outstanding |Base... | Disc... |Atta... |InDi... |Reason Date Paid
»{INV-000103 ] £ 168.00 £168.00( £16...| £0.00
CCNOTE-000019 Credit Mema 22/07/2020  22/07f2... (£ 168.00) (£168.00)  (£168.00) (£1.. £0.00 %% =] 22/07/2020

£0.00 £0.00 £0.00| £0.00) £0.00
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interprise suite™

Allocating an Invoice & Credit with no receipt

To allocate the transactions go to 200 Customer Module (2) Customer Receipt & 209 New
Customer Receipt (3).

0.uk - Interprise Suite

100 CRM 200 Customer 00 Supplier 600 Accounting 00 Sy

- Q

Prospect Customers Sales Quote/Proforma Order Invoice RMA  Credit
- - Rep = - - - - Mote =

Credit Ba
redit * Control =

New - Invoice [ 209 New Customer Receipt [

Export~ | Advanced Search | (2 Print | «) ) Refresh | New Custo 224 Find Customer Receipt r

Search for the relevant customer and open the record up (4).

ﬁ Apex IT - For more Inforrmation wisit www.apexit.co.uk - Inter

File View Favorites Tools Skin: Default Help

Numl(q,r| | httpe/fwww interprise, co.uk/Welcome

100 CEM 200 Customer 300 Supplier 400 Inventory

O a O BOH

Prospect Customers Sales Quote/fProforma Order Invoice RMA
- - Rep - - - - -

New - Customer Receipt
Export+ | Advanced Search | (= Print | @) || Refresh M

1 Active Customers

Search |ra||y

Drag a column header to group by that column

Customer Name - | Customer Code

)
N T o
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Allocating an Invoice & Credit with no receipt

interprise suite™

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)

© Receipt - [To be generated] - Rally Ltd

Do B e

= 0 e

{2

Ready

MNew Save and New Save nd Undo  Find Print || Customer | View Journal | Void Auto Allocate || CRM Help
Detail e
Receipt [[Alocatiop Detals 0]
iy
Payment Informatoh E}‘ Payment Method Information E}l

Received From |Rally Ltd | Check Mumber l:l
Payment Type |Cashf0ﬁwer v| Account O Undep.cslted

(@) Deposit
Amount Paid (]| £0.00]

Bank Account |Nikac-000001 -
Date Paid |23f0?;2020 - |

Paying In Slip ‘ |
Currency |eep | [ 1000000 |

Bank Currency Value ‘ £0.00 |
Motes

@
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Allocating an Invoice & Credit with no receipt

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.

© Receipt Allocation - [To be generated] - Rally Ltd

™ e [T.] -
! -» s @ Ma i
T WES XS0 e e
Mew Save and Mew | Sawve |Saveand Undo  Find Print || Customer | View Journal | Void — Auto Allocate || CRM Help
The Close Detail -
B3]
| Document Code Document Date | Ref 1 | Total Amount | Previous Applied | Reserved Amount | Available | Allocate | Qutstanding |

¥ [ype: Credit Memo

covtoms  mwmy || emml oo com|  cwo  con| oo

=Mew Receipt=

| Total £ 168.00 £ 168.00 £0.00 |
fows| el
| Document Code |Document... | Ref 1 | Terms Disc... |Amount | Already Al... | Qutstanding. .. | Write Off | Potential ... |Is Ap... | Allocate |Outsl3nd|ng |

: Invoice

INV-000103 22

0| [payment.. | £is8.00 £0.00 £ 168.00 £0.00 £0.00 W | £ 168.00 £0.00

0.00 £ 168.00 £0.00 £0.00 EIGS. £0.00|
Allocation Difference
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Allocating an Invoice & Credit with no receipt

Once allocated the ‘Allocation” will be assigned a system generated number (12) and the
transactions will now be allocated against one another.

9 - Rally Ltd - = X

Namkey

T SO X S O e (o)

New SaveandMew Save Saveand Unde  Find Print || Customer | View Journal | Void DeAlocate Auto Allocate || CRM Help

Close Detail
Allocation Details |—_‘:"FJ|
Allocation Date |23/07/2020 -]
Chk | Document Code I Document Date | Ref 1 | Total Amount | Previous Applied | Reserved Amount | Available I Allocate | Qutstanding |

= Ty

pe: Credit Memo

NOTE-000013  22/07/2020 _ £ 168.00 £0.00 £0.00 £168.00 £ 168.00 £0.00

| | TaiBlH £168.00” E].G&UOH £0.00||
o ol
|Chk | Document Code |Dncumer1t e | Ref 1 | Terms Disc... |Amour1t | Already All... | Outstanding. .. | Write Off | Potential ... |Is Ap... | Allocate |Ouist3nding |

= Type: Invoice

T 7 I e ) T e e I I N

0.00 £168.00II E(J.O(J‘I E().(J(JI | E].68.00“ £0.00||

Allocation Difference £0.00

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

Find Customer Receipt — ‘Customer Allocation” Tab

3005 500 o a 20 em Manager Sales

Emiy @ = i = = “

Prospect Customers Sales Quote/Proforma Order Invoice RMA  Credit Customer Batch Credit  Batch Document Allocate Free Confirm Picked Trade Counter Trade Counter Confirm o
= = Rep ~ = = = T Note = Receipt ~ Invoice/Credit - Control ~ Printing ~ Stock Routine Routine Invoice ~ Credit ~ Pick/Dispatch ~

Find - Customer Receipt

Export~ | Advanced Search | @ Print | @) @ Refresh | New Customer | Mew Ship To

1 Customer Payment History 2 Authorized Card Payment 3 Unautherized Card Payment | 4 Customer Allocation

Search |

Drag a column header to group by that column

Allocation Code | Allocation Date ‘ Customer Name | Customer Code

i .

*| CALLOC-000051 RIS 0ESFaFn) Default eCommerce Shopper

| CALLOC-000050 | 15/07/2020 Schools Out CUST-000003

|| CALLOC-000049 | 09/04/2020 Boredom Free Toys CUST-000009

|| CALLOC-000045 | 09/04/2020 Boredom Free Toys CUST-000009

B CALLOC-000046 | 03/04/2020 The Dolls House CUST-000002

B CALLOC-000045 | 09/04/2020 The Dolls House CUST-000002
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Allocating an Invoice & Credit with no receipt

When viewing the customer record, the transactions will now not show under open
transactions (13) as they have been allocated.

© Customer - CUST-000048 - Rally Ltd

e & W

Mew Save Saveand Undo Find | Delete
= Close

- B X

Num Key

=

Print

CRM

Help

=R =

Write Send Statement What Do
Letter I Owe

["General || Setup || Contagt || Eriang || analysis | Transactons | RecentSales | Credit j Receivables | Shp ToLst | Serviee Contracts | Consgnment || Head Office Lookup | Projects | €]
| Quotes " Orders " Invoices | RMAs | Credit Memos ” Receipts ” Refund ” Void Receipt ” Ledger |
View Option | Open

@l

-|pate [ADates - Paging i Annu.. |

‘ |Doc.|rr|er|t‘.. |Type |D05®A|Due Date ‘Rafere.‘. ‘Rafere.‘. ‘Tmal |Easec.‘. |Dutsta.‘. |Ease0‘.. |Discnunt |Attach..‘ |Ir| Disp... |Reasun Date Paid ‘

£0.00 £0.00 £0.00 £0.00 £0.00

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.

@ Customer - CUST-000048 - Rally Ltd

- a X
e O]
e | = g1 -
NN =z & =
New Save Saveand Undo Find | Delete || Print || CRM || Help || Write SendStatement WhatDo
k2 Close & Letter we
| general || sewp || contact || pricng | analysis | Transactions || RecentSales | Credit /Receivables | ship To List || Service Contracts || Cansignment: || Head Office Lookup || Projects [
| guotes || arders | invoices || RMaAs || Credit Memos || Receipts || Refund | void Receipt || Ledger Lo
View Option |AII vlna:e |AII Dates - Paging is Annu.... -‘
Document Code ... |InDispute | Reason Date Paid
INV-000103 . 6
CCNOTE-ODUDIQ Credit... 22/07/2020  22/07/2... (£168.00) (£168.00)  £0.00 £0.00  £0.00 ¥ =] 22/07/2020
£0.00 £0.00| £0.00) £0.00  £0.00
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