Set Up Payors/Customers

In this program, all entities (customers, lenders, title companies, sharehold-

ACCOUNTING Management W ers, etc.), that the company receives money from are referred to as Payors.
Chart of Accounts, Financials, Trial I Tg set up or edit Payors, click tBeistomers/Payors and Receivabldink

COST CODES Management Wi on the Navigation window. OR typdR (for Accounts Receivable) into the
Cost Codes, Master Pricing, General Index field and press your Enter key. This will open Bag/ors and Receiv-

JOBS Management Window (JO ables Management Window
Jobs and Job Lists

VENDORS and PAYABLES Ma
Wendors, Lists, Payables Transaction

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
CUSTOMERS /PAYORS and R a5 you need them.

FPayors or Cusyomers, Lists, Receiva
BANEKING M:

pagement Windor o \vindow 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.

@ |Pavor Lists |Receivables Entries = |InvoicesiStatements |Transaction Reports |Deposits = |Job Bilings |Filker Recards » 57 ¢ |

Payors and Receivables Management =| B @] =| 2| Home| x|
Find Payor Code-» E:I:'UHEI.-{”LE S M Add Mew AR Invoice Entry |
] BLAMO TITLE COMPANY - .
FindMName> |l amoTITLE
Tozee 4R |nvoices that total to the amount shown for a payor, double click on the Balance., To zee all AR Invoices. double click on TOTAL.
Select Tazk A-dctive
[Try F4 key) Payar 1D Add New Payor [nactive Contact Mame(s]  Office Phone *Balance
) |5kt _ |ALAMOTITLE | ALAMO TITLE COMPANY & MISC $0.00
Tazk,
| |oelect < [BAMKOFAM  Bank of America & LEMNDER (B55) 449-2273 $0.00
Task
Select jBL.ﬁ.CKJOHN JOHN AMD SUE BELACE & CUSTOMER John and Sue (512) 234-5678 $0.00
Tazk Black
[ |5elect jBROWNJ.ﬁ.C 8K AND JILL BRCWN A CUSTOMER Jack and Jil (588, 588-5335 $190.16
|| Task Brown
Select jCOMP.ﬁ.SSB.ﬁ.N ompass Bank. & LEMDER $0.00
Tazk
| |Sekect jFF’.NTHSTI FAMNTASTIC BUILDERS, INC, A MISC $0.00
Tazk,
[ |Select jJONESFR.ﬁ.NC FRAMNCIS JONES & EMPLOYEE $75.00
Task
Select jKINGT.ﬁ.M TaAMARA KING A EMPLOYEE $143.50
Tazk
[ |5elect = |msc MISC & MISC $0.00
|| Task
Select jSMF\LLGEORG GECRGE AMD MARY SMALL A CUSTOMER George and Mary | (S512) 333-3333 $0.00
Tazk
| |Sekect jSMITHF’.F‘RIL APRIL SMITH A EMPLOYEE $175.00
Tazk,
[ |Select jSMITHJIMB.ﬁ. Jirn and Barbara Smith & CUSTOMER Jim and Barbara | (512) 333-3333 $0.00
Task
Select jTRE'I.I'INO GILEERT TRENING A OWNER (FFRVTIF-TP7 $0.00
Tazk
[ |5elect = |urknoum LIMEMOWH & MISC $0.00
| |Task
*The Balances shown may include entries with future dates! TOTAL $583.66 |
Fantastic Builders, Inc. %
Record: 14 L L of 14




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.)

Payors and Receivables Management
- B I LAhOTITLE - ALAMO TITLE
Find Payor Code-» COMPANY
ALAMO TITLE COMPANY -
ALAMOTITLE

To zee AR Invoices that total to the amount shawn far a payor, double

Find M ame-»

Select T azk Biabe

(TryFdkeyl  Payor D Add New Payor na
B |Select - |ALAMOTITLE  ALAMO TITLE COMPANY A

T azk.

Select ~ [BAMKCFAM Bank of Americs A

& Add New Payor Sl The first window that pops up is

== for assigning aPayor 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.

Enter a New Payor ID - Up to 10 Alpha or Numeric Characters

OR Select a Vendor or Contact from the hist to mclude as a Pavor.

{(Fmployvees cannot be set up as a Payor.) Note: If you will collect money
from employees for advances or

|BP‘OWNJ’:“: 5 other reimbursements, you CAN
\ set them up as Payors, but must
igg,g,.,t,h,g,_mm,_gggggj\ use a Payor ID that is different

than their Employee ID.
Do Mot Add a New Payor

If you need to set up a Vendor as a

Payor, the same code CAN be
\ used.

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.



Setting Up Payors - continued

To Find a Payor that is
already set up, type the

B Add/Edit Payors [ Customers

Payor ID into the Find box Find [try F4]- BR Owh AL ~| Add New Payor/Customer | Payaor Activities [ Motes
Status  JACTIVE =] [Payor IDs "MISC" and "UNKNDWN" cannot be changed because they are uzsed
Button: Change Payor
P&YOR D BROWHMJAL
ID - To change the Payor Change Payor 1D
ID, click the ‘Change TvFE CUSTOMER = | Add Payor Type ARROYD
P ' , NAME JACK. AND JILL BROWN ATABEXAR
ayor ID’ button. When a ALDI0YID
Payor ID is changed, all ADDRESS 100 BROADWAY ALUSELDG
' AUSBUSIO
- CITY AUSTIN STATE [T+ [ 2P -
records that were con farod ALUSCOLNT
nected to the original PayREaRTATT NAME [Jack and 3l Erown ALISPROF
ID will be changed to the : iﬂgﬂgg‘uﬁ
new Payor ID. A note Phone Numbers and Email BANKOFAM
about the change (and whp |fome  |(999) 998-9939 | Ext BATCITY
changed it) will be sent to wiortk 1 |(B8E) BE8-5888 Fau1 TINTIT-TTIT BEALICHAM
X BETTEREE
the Audit table. Wok2 111111 (2 Fas2 (333 333-3333 HETTIS
tMobile 1 |(BEE) GEE-BEEE Maobile 2 |(444) 444-4444 BINGHAM
EMAIL  [kingcaroli@msen. com ELACKJOHN
BOALCC
See explanations for field$ PAYOR NOTES (Use Tab key to exit field.) BRIGHTON
on the Add/Edit Payors/ slab=hidl
Customers window below & Payor ID cannat
has already bheen
Fayor, use the Ad
Contact on the pog

Pavar &ctiviies/Maotesz button at the top af the window,

Tao Pop Up Mates when the Pavar iz selected during data entry, uze the
Fantastic Builders, 1

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 latdled “
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

ﬂQFayur Lisks )Qeceival:ules Entries = |Invoices)Statements |Transaction R To print Lists of Payors, open the
— .
Payors and|/Receivables Management Payors and Receivables Management
RPN Qi |14 0TITLE - ALAMO TITLE window (see first page of this docu-
S ment). On the toolbar at the top of the

ALAMO TITLE COMPANY - ) . .
ALAMOTITLE window, click ‘Payor Lists’.

Tao zee AR Invoicgs that taotal ko the amount shown far a payor, double click on the Bal

Find M ame-»

Select Task Bebctive Also, To open the Payor/Customer Lists
(TyFakey)  FayorlD Add New Payor Hnactive from the Navigation/Home window, type
Elﬁelect j.ﬁ.LF MOTITLE ALAMD TITLE COMPANY A MISC PLIin the Index fle'd
Tazk '
Select - [BafikoFaM Bank of America & LEMDER R | - Pavors/Cuskomers Lists

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

REPORTS-> Sorted Lists = Grouped Lists * Go To Payors [ Receivables Management

Payor /Customer Lists - Criteria and Reports J
Use the Toolbar at the top of the window to views CHS Payor/Custorner List Reports,
view All PAYOR, - |< - Reset
PAYOR TYPE |CUSTOMER - |SHAREHOLDER - Reset F
ACTIVE? ACTIVE - [INACTIVE - Rezat
Save As Excel L
Spreadshest
To make changes to the Payor's setup record, Double Click on the Edit Field for a Payor in the list below,
Payor ID | Edit | Status | Payvor Mame |P&YOR_TYPE| Street City State
L ALAMOTITLE | Edit A& ALAMD TITLE COMPAMNY MI=C Avstin Tx
| BAMKOFAM |Edit A4 BaAMK OF AMERICA, LEMDEFR: PO Box 53155 Phoenix Arizon
| BLACKJOHM |Edit A4 JOHM ARMD ZUE BLACK CUSTOMER 1000 Somewhere St Avstin Tx
| BROWMJAC | Edit A4 JACHK AMD JILL BROWT CLUSTOMER 100 BROADWAY ALSTIM Tx
| COMPAZSEL) Edit 4 COMPAZES BAMK LEMDEFR:
| FAMNTAZTI Edit A FAMNTASTIC BULDERS, INC. MI=C
| JOMESFRAMC Edit | 4 FRAMCIZ JOMES EMPLOYEE ALSTIM Tx
| WIMGT A0 Edit A TAMARL KIMNG EMPLOYEE SAMNTA FE MM
| MI=C Edit A hl=C MI=C
SMALLGEOR Edit | 4 GEORGE AMD MARY ShALL CUSTOMER 1000 SOMBENHERE DR ALSTIM Tx
| SMITHAPRIL |Edit A APRIL =MITH EMPLOYEE ALSTIM Tx
| SMITHAMBA, |Edit 4 Jik AMD BARBAR L SMITH CUSTOMER 1000 Somewhere Dr. Avstin Tx
TREVIMNG Edit A GILBERT TREWINGD ChMER:
UMKMCWY | Edit & IRk MO MI=C

Fecord: 4 |
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