
Set Up Payors/Customers
In this program, all entities (customers, lenders, title companies, sharehold-
ers, etc.), that the company receives money from are referred to as Payors.
To set up or edit Payors, click the Customers/Payors and Receivables link
on the Navigation window. OR type AR (for Accounts Receivable) into the
Index field and press your Enter key.  This will open the ‘Payors and Receiv-
ables Management Window’.

Payors will be used when entering deposits, Accounts Receivable invoices, as
customers attached to jobs, etc.  They do not have to be set up all at once.  You
will be able to set up Payors “on the fly” from those windows and other windows
as you need them.

The window that opens after clicking the ‘Receivables’ button will display
a list of all Payors, some payor info, and balances for open receivables
invoices for payors.   Several features on this window will be described in a
separate Help document.



Setting Up Payors - continued

To Add a New Payor, click the ‘Add New Payor’ button.  OR, hold down the Alt key on your keyboard and
press the letter N. (Notice that N is underlined on the button.)

Use the drop down list in the Payor ID field to review ID’s or Codes that have already been assigned to ven-
dors, employees, and Payors.

PAYOR ID  - You may use up to 10 alpha or numeric characters for the PAYOR ID.  It is suggested that you begin the
ID with Alpha characters related to the Payor’s name.  This is because PAYOR ID drop down lists and various reports
related to Payors are sorted by the Payor ID.  Also, it makes it easier to use the “auto fill” function on screens that
require a Payor ID.

Button:  Add the New Payor - When the ‘Add the New Payor’ button is clicked, the Add/Edit Payors/Customers
window shown on the next page will open.

The first window that pops up is
for assigning a ‘Payor ID’ to the
payor.  The Payor ID is used to
identify and hold records related
to the Payor.  See hints below for
creating Payor ID’s.

Note:  If you will collect money
from employees for advances or
other reimbursements, you CAN
set them up as Payors, but must
use a Payor ID that is different
than their Employee ID.

If you need to set up a Vendor as a
Payor, the same code CAN be
used.



To Find a Payor that is
already set up, type the
Payor ID into the Find box.

Button:  Change Payor
ID  - To change the Payor
ID, click the ‘Change
Payor ID’ button.  When a
Payor ID is changed, all
records that were con-
nected to the original Payor
ID will be changed to the
new Payor ID.  A note
about the change (and who
changed it) will be sent to
the Audit table.

See explanations for fields
on the Add/Edit Payors/
Customers window below.

Setting Up Payors - continued

PAYOR ID  - Described on previous pages.

TYPE - Select a Payor type from the drop down list.  Add or edit Payor Types by using the button labeled “Add
Payor Type” to the right of the field.  Payor types can be used to post a batch of recurring receivables invoices, for
printing customer statements/invoices, and when selecting Contacts for letters, postcards, and labels.

NAME  - Type in the name (person or Company name) of the Payor.

ADDRESS, CITY, STATE, ZIP, CONTACT NAME  - Self explanatory.

Phone Numbers and Email - Optional. Enter the appropriate phone numbers and email for the Payor.  Area codes are
NOT required.  To leave out the area code, move your cursor past the area code parenthesis.

PAYOR NOTES - Optional.  Type in notes about the payor.   HOWEVER, it is a good idea to use the “Activities/
Notes” button to keep track of notes about the Payor/Customer.

NOTE!  Payors that are customers associated with a job can be set up for communication with the builder online. The
program will store all communications between the builder and home buyer.  To set up a Home Buyer Online, go to
the Navigation Window, select Jobs, then find the Job on the Jobs Management window.  Select the Task for Home
Buyer Online Setup.  See Help documents there.



Print  Payor Lists

To print Lists of Payors, open the
Payors and Receivables Management
window (see first page of this docu-
ment).  On the toolbar at the top of the
window, click ‘Payor Lists’.

Also, To open the Payor/Customer Lists
from the Navigation/Home window, type
PLI in the Index field.

Information about the window shown below can be found in the
Help documents about Payor Lists.


