Payors and Receivables Management Window - Screenshot
The Payors and Receivables Management window can be used to add/edit Payors/Customers, review Totals due from Payovgy#®BID to na
to general receivables tasks available in the program. To open this window, click the “Customers/Payors ReceivablesNakgation/Home
window. The next few pages on this instruction document will describe the features on this window.

#h |Pavor Lists |Receivables Entries = |InvoicesiStatements |Transaction Reparts |Deposits = |Job Bilings |Filker Recards » 57 ¢ |

Payors and Receivables Management =| B B =| 2| Home| x|
Find Payor Code-> | ARRNI K ORIRAE: Add New AR Invoice Entry |
: ALAMO TITLE COMPANY - .
FindMame> |l amoTITLE

To zee AR Invoices that total to the amount shown for a pavor, double click on the Balance. To zee all AR Invoices, double click on TOTAL.
Select Tazk A-fctive
[Try F4 key) Payor 1D Add New Payor [ nactive Contact Marne(z]  Office Phone “B alance

" p]5elect _~ [ALAMOTITLE  ALAMO TITLE COMPANY A MISC 40,00
Tazk

| |oelect < |BAMKOFAM  Bank of America £ LEMDER (BE) 449-2273 $0.00
T azk,

| |Select jBL.ﬁ.CKJOHN JCOHM ANMD SUE BLACE & CUSTOMER John and Sue (512) 234-5673 $0.00
Taszk Elack,

| |Select jBROWNJ.ﬁ.C JACE AND JILL BROWM A CUSTOMER lack and Jil (888 583-8335 $190.14

|| Task Braown
Select jCOMP.ﬁ.SSB.ﬁ.N ompass Bank. & LEMNDER $0.00
Task

| |Select jFP.NTF'.STI FANTASTIC BUILDERS, IMC, A MISC $0.00
T azk,

| |Select jJONESFR.ﬁ.NC FRAMCIS JONES & EMPLOYEE £75.00
T azk,

| |Select jKINGTF&M TAMARA KIMG & EMPLOYEE $143.50
Taszk

| |Select = |misc IS & MISC $0.00

|| Task
Select jSMF’.LLGEORG GECRGE AMD MARY SMALL A CUSTOMER George and Mary | (512) 333-3333 $0.00
Task

| |Select jSMITHF’.F‘RIL APRIL SMITH A EMPLOYEE $175.00
T azk,

| |Select jSMITHJIMB.ﬁ. Jirm and Barbara Smith & CUSTOMER Jim and Barbara | (512) 333-3333 $0.00
Tazk

| |Select jTF‘\E'I.I'INCl GILBERT TREVING & (OWHNER (7NN TFT-7777 $0.00
Taszk

| |Select = |urknown LIMEMCWH & MISC $0.00

| |Task
*The Balances shown may include entries with future dates! TOTAL $583.66 |
Fantastic Builders, Inc. %

Record: 14 1 kM of 14




Opening the Payors and Receivables Management Window

To open the Payors and Receivables Management window, click the Customers/Payors and Receivables link on the
Navigation/Home window. OR, justtype AR into the Index text box and press the Enter key on your keyboard.

Iy Te el F. - Accounts Receivable Management

Management Windows
ACCOUNTING Management Window (AC)
Chart of Accounts, Financials, Trial Balance, Transactions, Journal Enfries

COST CODES Management Window (CC)
Cost Codes, Master Pricing, General Matls and Labor Checl Lists

JOBS Management Window (JO)
Jobs and Job Lists

VENDORS and PAYABLES Management Window (AP)
“endars, Lists i = peasIoslrance Audits
STOMERS / PAYORS and RECEIVABLES Mot Window (AR)
N~Eavors or CNstormers, Lists, Receivables Transactions, Invoices, Statements
BANKING Manage il =
Banlk Account Bylances, Reconciliations, Bank Ledgers, Deposits, Checks

# |Pavor Lisks |Receivables Entries * |InvoicesStatements |Transackion Reports |Deposits = |Job Bilings |Eilter Records * 57 5¢ Remove Filker/Sort -

Payors and Receivables Management E’.‘-| %| | 'Em| "E,?| Home | X
Find Payor Code-> ||uh7:1FlulLl.TLE Lt TILE Add New AR Invoice Entry
. aLAM0 TITLE COMPANY - R
Find Name> sl sMOTITLE

To zee AR Invoices that tatal b the amount zhown for a payor, double click on the Balance. To zee all AR Invoices, double click on TOTAL.

Select Tazk A-pctive
[Try F4 key) Payoar 1D Add New Payor |-Inactive Contact Mame(s]  Office Phone *Balance
| P|Select  « |ALAMOTITLE | ALAMO TITLE COMPANY A MISC $0.00
Tazk
Select jBF'.I"-.IKOFF'.I""'I Bank of Ametica & LEMDER [B33) 449-2273 £0.00
Tazk
Select jBLF’.CKJOHN JOHN AMD SUE ELACE & CUSTOMER John and Sue (512) 234-5673 £0.00
Tazk Black.
| [Select jBROWNJ.ﬁ.C JacCk AMD JILL BROWN a8 CUSTOMER Jack and il (B83) 335-0358 $£190.16
| [Tazk Bronarn
Select jCOMP.ﬁ.SSB.ﬁ.N Compass Bank. & LEMDER $0.00
Tazk
T Calamt - Ilzﬁthn'l':TT FARTASTT RIITIMEFDS  ThiC A MTET &N NN




Find a Payor on the Payors and Receivables Management Window
To Find a Payor by its Payor ID, start typing the Payor ID into the ‘Find Payor Code’ text

box. Payor ID’s that match

will auto fill into the field as you type. When the Payor ID is

found, just press the Enter key on your keyboard.

Payors and R
Find Payor Code-»

OR, use the ‘drop down’ button to scroll through a Tip! Your F4 key
list of payors. Click on the desired payor. will trigger a drop
down list.

LY

eivables Management
ACKJOHM - JOHMN AMD SLE BLACK]

-

Find M amne-»

To zee AR Invoices thg

ALAMOTITLE - ALAMO TITLE COMPANY
BAMEOFAM - Bank of America

BLACKJOHM - JOHN AMD SUE BLACK.
BROWMJALC - JACK AMD JILL BROWM

Select Tazk COMPASSEAM - Compaszs Bank

Ty Fdkey]  Payor| FANTASTI - FANTASTIC BUILDERS, INC.
{JONESFRANC - FRANCIS JOMES

Select - |ALAMODTI

4 Tok d KINGTAM - TAMARA KING

MISC - MISC

Select - |BANKOFA

Tosk. i SMALLGEORG - GEORGE AND MARY SMALL

SMITHAPRIL - APRIL SMITH
To Find a payor by its Name, start typing the name of the payor into the ‘Find Name’ text box. Payor

names that match what you are typing will auto fill into the field as you type. When the payor name is
found, just press the Enter key on your keyboard.

-1 e L T

OR, use the ‘drop down’ button to scroll through a
list of payors. Click on the desired payor.

Payors and Rectﬁvahles Management

Find Payer Cade> KJOHM -JOHN &MD SUE BLACK, .
ARSI 11 1D SUE BLACK - BLACKJOHN] .
T sem AR Irvaices tha ALAMO TITLE COMPANT - ALAMOTTLE |
APRIL SMITH - SMITHAPRIL
Select Tazk Bank of &merca - BAMEOFAM
[Try F4 key) Payor| Compazs Bank - COMPASSEAM T
- |FANTASTIC BUILDERS, INC, - FANTASTI
?j‘s_ﬁf‘ 7 |ALAMOTI) ol JONES - JONESFRANC
—= i ricoes| GEORGE AND MARY SMALL - SMALLGEORG
Lo - GILBERT TREVING - TREVING
— JACK AND JILL BROWN - BROWHNJAC
» ?j‘s_ﬁf‘ fBrackaon e Barbara Smith - SMITHJIMBE ¥
— JOHM AMD SUE BLACK - BLACKJOHM
?sz':t _ |BRowm IS C
— TAMARS KING - KINGTAM
?j‘s_ﬁf‘ = |COMPASS kN - UNKNDWN




Select Task for One Payor

To the left of every Payor in the Payors list, there is a ‘Select Task’ field. Use the drop down button to see
tasks related to the payor. Then click on the desired task. Tasks related to payors on the Payors and Receiv-
ables Mgt window are briefly described below,

Select Tagk A-Active
[Tre F4 key] Pawar (D |- nactive Contact Mame(s] Office Phone *Balance
T |Gelect - |aLamMOTITLE OMPANY A MISC £0.00
T azk,
Select jBF'.NKOFF'.M of America & LEMDER. (583) 449-2273 40,00
T azk
Y W jBL.ﬁ.C JOHM AMD SUE BLACK A CUSTOMER  John and Sue {512) 234-5675 0,00
BElack.
chvities Mates For Thiz Papar | FE &MD JILL BROWN & CUSTOMER Jack and il (583) a55-0838 $190,16
Delete or Remove Payor Brown
gssﬂmt‘:n?:pnrt Far Papar npass Bank, i} LENWB! Use the F4 key on your £0.00
| Edit Payar MTASTIC BLILDERS, TNC. » mikeyboard to trigger the drop $0.00
___|Print Imvoices or Statements down list for ‘Select Task'.
Tranzactions-Feceivables BMCIS JOMES & EMPLOYEE £75.00
oo
Select jKINGTF&M TAMARA EIMG & EMPLOYEE $143.50
Taszk

Activities/Notes For This Payor- Opens the Activities/Notes window and displays all activities/notes related to the selected payor.
See Help documents on that window.

Delete or Remove Payor Pops up a window to use for deleting the payor. See Help documents about deleting payors.
Deposits Report for Payor- Pops up a Deposits Reports menu window that has options for printing various Deposit Reports. The
reports are based on Deposits that have been entered on the Add/Edit Deposits window. See Help documents about Deposits and De

posit Reports.

Documents- Opens the Documents File Cabinet to be used for viewing stored PDF documents. See Help instructions about ‘Documents’
storage and retrieval.

Edit Payor - Opens the Add/Edit Payor window for the selected payor. See Help documents on that window. The Add/Edit Payor window
can also be opened by double clicking on the Payor ID or Name.

Print Invoices or Statements- Pops up a Customer Statements and Invoices menu window. See Help documents on that window.
Transactions - Receivables Opens an ‘Accounts Receivable Review’ window that displays all transactions for the selected payor. The

same window can also be opened by double clicking on an amount in the ‘Balance’ column on the Payors Management window. See
help documents for the ‘Accounts Receivable Review’ on that window.



Using ‘Double Click’ to Edit Payor or Review Payor Transactions
“Double Click” - Hold your cursor over desired payor or amount and quickly click your mouse button twice.

Double click on a Payor ID, Payor Name, or other Payor information to opeRouble click on an amount in the ‘Balance’column to open
the window to Edit that payor. the “Accounts Receivable Review” window. The window
will open displaying the transactions that total to the
amount clicke
@y |Pavor Lists |Receifables Entried = |Invoices/Statemdnts | Trardaction Reparts |Deposits = |Job Bilings |Eilker Records » SF 5|

&8/ B] =] 2] towe] ]

Add New: AR Invoice Entry |

Payors and Rece

Find Papor Code-»

Fird M arme->

Select Tazk

Ty Fdkey]  PapgfID Adgl New Payor

Contact Hame(s]  Office Phone “Balance

T Select j.ﬁ.LF\.MO ITLE ALAMO TITLE COMPANY
Taszk
[ [Select _~ |BankpFam Bank of America (B68) 449-2273
Tazk
Select jBLﬁ\ FISHMN JSHM ARD SUE BLACK CUSTOMER hn and Sue (5121 234-5675
| |Task Black
Select jBROWNJF\C JACK AND JILL BROMWN A (CUSTOMER  Jack and Jil (B66) A65-600G $150.16
| |Task Brown
Select jCOMPF\SSBF\N Compass Bank & |LENCER $0.00
T azk,
[ |Select jFANT.ﬁ.STI FANTASTIC BUILDERS, TNC, £ MISC $0.00
Tazk
Select jJONESFRF\.NC FRAMCIS JOMES &  EMPLCHEE $75.00
T azk,
[ |Select jKINGT.ﬁ.M TAMARA KING £ EMPLOVEE $143.50
Tazk
Select jMISC MISC & MISC $0.00
| |Task
Select jSMF\LLGEORG GEORGE AND MARY SMALL A CUSTOMER  George and Mary | (5120 333-3333 $0.00
Tazk
| [Select jSMITHﬁ\PRIL APRIL SMITH &  EMPLCHEE $175.00
Tazk
[ [Select jSMITHJIMBF\ Jim and Barbara Smith & |CUSTOMER Jim and Barbara | (512) 333-3333 $0.00
Tazk
| [Select jTREUINO GILEERT TREWIMC & OWNER (FITVTI0-77E7 $0.00
Tazk
[ [Select v |urknom LINKMC W £ MISC $0.00
| |Task
*The Balances shown may include entries with future dates! TOTAL $583.66 |

Fantastic Builders, Inc. %
Record: 4] 4] 1 k| eL]r] oF 14
RY L .
Tip! You can use the ‘Navigation’ buttons at the bottom of the window to move from record to record!




Buttons on the Window / Save to Excel or Word
Stored Pop Up

*Send Data To Excel, Word, Documents Calculator Tutorial Help Documents
etc. (explained below) \ IV|0VIe Info

Payors and Receivables Management i m B |
Find Paor Cadess | FLACKIGHN ~JOFN AND SUE BLACK Py Ty ——

Home

[

Opens window that can be
used to posted new Accounts
Receivable invoices.

Fird Mame-> JOHM AMD SUE BLACE. - ELACKJOHMN

To zee AR Invoices that tokal ko the amount shown for a payor, double click opdfie Balance. To zee all AR Invoices, double click on TOTAL.

Select Tazk

(Trv Fd key] Payar 1D \‘ﬂ'“j':I MNew Payor Contact Mame(s]  Office Phone *Balance
Opens window for setting up a new Payor,
*Send Data to Excel, Word, etc- Use the
button that looks like an open folder to save
the data displayed on the window as an Exc%iter selecting a folder to save the file to, type NOTE TO REMOTE USERS:
or Word file. To save as an Excel file, selectn an appropriate name for the file. Then click IF you save a file to ‘My Documents’
one of formats that end in xls. To save as &€ OK button. on the Remote Server, you will not be

The file will save to the selected folder anoable to open ituntlitis downloaded to

you can use it with the appropriate Excel qyourown computer. Please follow the
Word program. Instructions in the ‘Remote User

Guide’about downloading files from the

server to your own computer.

IF you navigate to your own computer
to save the file, then downloading as
mentioned above will not be necessary.
HOWEVER, it CAN be faster to
quickly save to My Documents on the
server and then download later. This
File name:  {payarsList] xls will avoid waiting for the program to
calculate AND download at the same
time.

Word file, use the Rich Text Format (*.rtf).

Qutput To @E]

Select Format:

Cancel

JQF‘:.-‘JD':IS dgetDataForFormOutput, xls
2 rptaLchaNOFAccts, s
JRthDbs'-.-'ar nceSubCostswithactualFast. xls
JTestRepDrtF riMissionServer . xls

WML el

£ b

wt

Jave as Lype:! |Min:r|:|5|:uFt Excel (*.xls)




Toolbar on Payors and Receivables Management Window

See Brief Toolbar Descriptions below.For Quick Selectionof a button on a toolbar, try holding down the Alt key on your keyboard and
pressing the underlined letter shown on the button. If there is a drop down of selections associated
with the button, just press the underlined letter for your selection on your keyboard.

%l El dth |Payor Lists |Receivables Entries = |Invoices/Statements |Transackion Reports |Deposits ~ |Job Bilings |Filker Records * =7 T Remove Filker/Sort .

Payors and Receivables Management | B @] = 2| Home | x|
Eid Pavor Codes |FLACKIJOHN - JOHH AND SUE BLACE | |

SAA Mewe &R Trvenicre Fotee |

8l z A-Z Sort - Sort records shown on the window in ascending order (A to Z, 1 to whatever, etc.). First decide
which column should be used for the sort. Then click on anything in that column. Then use the sort button
on the toolbar.

Z-A Sort - Sort records shown on the window in descending order (Z to A, whatever to 1, etc.). First decide
which column should be used for the sort. Then click on anything in that column. Then use the sort button
on the toolbar.

e Binoculars (Find) - Use binoculars to find data within a column. First click in the column you want to
search. Then click the binoculars. Type in what you are searching for. Then click the ‘Find Next’ button.
If a match was found, it will be highlighted on the list of records. Click the Cancel button when you are
finished searching.

Example: Click on any name in the ‘Contact Names’ column. Then click the binoculars on the toolbar.
To find payor contact names that have the last name Brown, use asterisks on either side of the word.

Find and Replace

Find l Replace ]

Find “What: |*|:|rl:|wn* - v Find Mext )

Cancel

Laok In: | 4P _WMDR_CONTACT |
Match: |'-.-'-.-'|‘u:||e Field j
Search: Al -
[ Match Case I_\Search Fields s Formatted
AN

Hint: It can help to uncheck the ‘Search Fields as Formatted’ box first.

Continue to next page for more toolbar information.



Toolbar on the Payors and Receivables Management Window - continued

Filtering Records : . , . , : :
g Filter Records->Filter By Selection- Use this button to filter and display only records with

|Eilker Recards = | W Remove FikerfSort the same data that is in the field where the cursor is on the screen. The number of filtered

Tz Filter By Selection — rgcords will be displa_lyed on th_e bottom left of the screen with th(_e word “Filtered” in parenthe-
sis. To remove the filter and display all records, click fRerfove Filter/Sort’ toggle button

on the Toolbar.

Filter Excluding Selection

Filter Records->Filter Excluding Selection- Use this button to filter and display only records
that do NOT have same data that is in the field where the cursor is on the screen. The number
of filtered records will be displayed on the bottom left of the screen with the word “Filtered” in
parenthesis. To remove the filter and display all records, clickRbebve Filter/Sort’ toggle

button on the Toolbar.

Example:
Step 1 - To display only payors marked as CUSTOMER types, click on ‘CUSTOMER” in the Type column for one of the payors.
Select Tazk A-bchive
[Try F4 key) Payor 1D Add New Payor [ nactive Coftact Mame(s)  Office Phone *B alal
| [Select _~ |BankoFam Bank of America # LEMDER. (853) 449-2273
Tazk
| [Select jBL.ﬂ.CKJOHN JOHMN AMD SIE BLACE & (CUSTOMER John and Sue (512) 234-5678
Tazk Black.
P [Select = [BROWNIAC  |JACK AND JILL BROWN & CUSTOMER  Jack and Jil (853) B55-3555 $3,
| |Task Erowen
Select jCOMPASSE.ﬁ.N ompass Bank & LEMDER.
Tazk
| [Select - |F.'5.NTF'.STI FAMTASTIC BUILDERS, IMC, & MISC

Step 2 - Click Filter Records, Then Filter by Selection
After clicking ‘Filter By Selection’, only the CUSTOMER payors are displayed. The bottom of

the window will show how many “filtered” records are displayed. To return all payors to the
window, use théRemove Filter/Sort’ button.

This feature can be used on any data in any column. For example, you could click on a zero
amount in the ‘Balance’ column, and Us#er Excluding Selectionto display only payors that do
NOT have a zero in the ‘Balance’ column. (ie, will display only payors that have balances)

HeHLLYE

Filker Records - | T Remove FiIter,l'Su:urt\

=7 FEilker By Selection

Filter Excluding Selectio

QEISEL | dEk

[Try Fd key) Fayor 1D [-lnactive Contact Mame(s]  Office Phone B alance
select jBLF&CKJOHN JOHM AMD SUE BN CLISTOMER. John and Sue (512) 234-5673 $0.00
[ azk Black

ielect jBRDWNJ.ﬁ.C JacCk AMD JILL BROWYN USTOMER Jack and il (5a35) a55-0858 $3,078.00
[azk. Bronn

aelect jJLII"-.IEE JUME 5 TEST ADD PAYOR JSTOMER June S $1,480.00
[azk,

select jSMITHJIMB.ﬁ. Jim and Barbara Smith IISTOMER Jim and Barbara | (512) 333-3333 $0.00

[azk

@ T ] of 4 (Fikered) >




Toolbar on the Payors and Receivables Management Window - continued

Payor Lists REPORTS-=> Sorted Lists » Grouped Lists * Go To Payors | Receivables Management

@ |Payor Lists Payor /Customer Lists - Criteria and Reports

. Lse the Toolbar at the top of the window to view CHS Payor fCustomer List Reports.,
Payor Lists - Good for H vor/ a

Excel Export - Opens

window to print payor view Al PATOR i 7| feser
lists based on selected PAYOR TYPE [CUSTOMER « [SHAREHOLDER  «|  FReset
criteria, OR to send ACTIVE? aCTIVE + [INACTIVE | FReset
payor data to an Excel Save 4z Excel
spreadsheet. Help Spreadsheet
documents are available To make changes to the Payor's setup record, Double Click on the Edit Field for a Pavor in the list below,
on the window. Payor ID | Edit | Status | Payor Mame |PAYOR_TYPE| Street City
| P | ALAMOTITLE |Edit & SO TITLE COMPANY MISC &=tin
| |BAMKOFAM |Edit & BAMK OF AMERICA, LEMDER P.O. Box 53155 Phoenis
BLACKJOHM |Edit | A JOHMN AMD SUE BLACK CUSTOMER 1000 Somewhers St &=tin
| |BROWNJAC |Edit & JACHK AND JILL BROWR CUSTOMER 100 BROADWAY AISTIN
| |CcOMPASSEA|Edit A COMPASS BAMK, LEMDER
FAMTAST |Edit A FAMTASTIC BUILDERS, IMC. MISC
|| JOMNESFRANC Edit | & FRAMCIS JOMNES EMPLOYEE AISTIN
KIMGTAM  |Edit A TAMARL, KNG EMPLOYEE SAMNTAS FE
| |mMisC Edit | MISC MISC
|| SMALLGEOR(Edit & CGEORGE &hD MARY ShMALL CUSTOMER 1000 SOMEWHERE DR, AISTIN
| |SMITHAPRIL |Edit & SPRIL SMITH EMPLOYEE AISTIN
SMITHJIMBA |Edit | A Jit AMD BARBARAL SMITH CUSTOMER 1000 Somewhere D, &=tin
|| TREVIND Edit | GILBERT TREWIMG ChMER
UMKMOWER | Edit | & LIMBCC MISC

Record: 14| < | 1 k| e re] o 14 < |

Other buttons on Payors and Receivables Management toolbar
Use other buttons on the toolbar to navigate to other features in the program. Help instructions for the windows that open

will be available on those windows.

|Receivables Entries ~ | |Invoices/Stakements | Transackion Reports |Depasits = ||Job Bilings |Filter Records » K Remove Filter/Sort
L — =) — — -
Mew Accounts Receivable Entry W 3 . .
AddEdit Deposits I_I - | ? | Home | % |
Edit } Review Receivables Entries EANFOEAM | Deposit Reparts
" — svwrrrwre=ll AR Tnwnire Fokew |

Setup Becurring Receivables Entries




