Allocating a payment to a Customer invoice.

There are two ways of adding a payment to a customer invoice.

Firstly if you have several invoices outstanding for a customer and you have received one payment
to pay off these invoices you will proceed as follows:-

Go to Sales and then click on the Lodgments tab
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It's great to get paid! Record it here.
Thers are 2 range of various How-To's on Lodgements here.

Payments will not be recorded against an invaice unless allocated properly
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selected Date Type Ref Cheque Total Unallocated  selected Invoice No Sequence Date Due Gross Amount Due
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Total Selected:  0.00

Total Selected: 0.00

Select the Customers name from the dropdown Customer box and set the currency if required.

Click the Add New Payment button.
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There are a range of various How-To's on Lodgements here.
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Add the date of the payment, the type of payment, the amount of the payment and the bank
account you are putting the money into. Then add the slip/lodgement ref no and click OK



Tick the selected box on the payment and then tick the selected box on the invoice side to show
which invoices you want to allocate the payment to, you will notice that the Total Selected balance
on the payment section matches the Total Selected balance on the invoice section. Now click the
Apply Payment button.
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B 30082010 f— 500021 35685 35695 € 44 PHOTRON)  ZOBEOI0 168,40 168,40
n 45 24080000 23082010 187,65 187,65
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Total Selected:  356.95

The second option, go to Sales and Invoices. Select the invoice you want to add the payment to
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‘Customer: Inveice Ma: Currancy: Exchange Rate:
| 560 Eura 1.0000000000

Classics from Cavan

VAT period:
Sep-Oct 20

Date: Due:
23/02/2014 B |22/00/2014 =

Refe £
elerence: Sequence No:

[ - add full payment

- The currency has been converted through xe.com which updates the currency rates hourly once. The currency rates
xe that is shown on screen denctes the rate when the invoice has been actually created into SMBO. Please refer xe site
Details
Item Description Nominal Guantity Price VAT rate Net VAT Job Gross.
Boiler Super duper boiler Retail 1 1.500.0000 23% 1.500.00 24500 Grest Gifts Retsil & Whaolesale 1.845.00
Labour Installation on site Irish Goods 5 40.0000 13.5% 200.00 27.00 Grest Gifts Retail & Wholesale 227.00
Subtotal: 1700.00
VAT total: 372.00
Profit Margin: 29.41%
Total: 2072.00

Amount due: € 2072.00 |
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Then click the Payments button at the top of the screen.
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Click on the Due box and this will then put the payment amount in to the Amount box.

Select the type of payment, select the bank account and the date, if you have one put the slip

number into the slip number box and then click the Add Payment button.



