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A/R - Removing/Applying Disbursements
AV Ref # 538

e The need to edit previous disbursements
e Easily removing, editing or applying incorrect disbursements

There is also a video showing how to perform this function:
Remove Disbursements — AV Ref# 456

Sometimes, you will apply a payment or credit to a specific invoice and then discover it
was applied in error or you discover a customer has a credit on their account that was
never applied. Both scenarios are easy to address via the Edit Disbursement function.

1. Goto Views > Bookkeeping.

2. Click on the A/R Info & Lookup icon on your toolbar:

[ BPOS Application
File Views Received On Account Post Customers Links Set Store Help
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Clear | ROA Payment Credit Debit | RESET | Customei R Info | Batch Misc Paid Outs Vendor Rec/Post | Deposit Funds Daily Closing
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AcctLink
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3. On the Customer A/R Info screen (shown below), find your customer by clicking
on the binoculars beside the Customer # field, find your customer and double-
click to make them the Active customer.

4. Tofind a prior transaction that has already been disbursed or paid, click on the
Change Search Criteria button at the bottom:

{18 Custermer AR -
Customes & T0E25 [ ]
Hame: AdA SALES
Cantact Phane 7048852760
[M| Transactons] Summary | Days ol 1

Right click payment rows for more options.

Y Invices Paymerts Trans.

Type Date Trans & Sun# Raf # Due Date | Descrigion S i | e ‘
Cradt | 7222016 1680620 | PER ADAM 75.00 J5.00 -
Dabit | OTI22/2016, 1680629 | RN RETURM CHECK FEE. 35,99 35.9%
Dabit | 072112016, 1680626 | D& 1V, BALANCE FORWARD 12750.72

manice

Irace | OSZN012 1604811 1 1 D61 020%)| IHVOICE 03202014 180,03

180 03
Imaice T (822012 1253906 T | 091 (V2072 INVOIGE Da2E/2012 | 055,36 [ 066,36,
Inunice: 122010 1210476 2102090 INVEAGE 111212070 121345 | 1213.45
Inmice [ 0R032010 1198144] [ [ 0102080 IHVEACE 0032010 1 1213.85] I 1005 36

@

[Change Search Crieria |

(Continued on next page)
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5. On the Customer A/R Info screen (shown below), select Cleared Status = ALL.

6. Click on Find:

Customer # 70825

Name AAA SALES |
Contact 'Phone 7048952780 |

|l Transactions | Summary | Days Old|

Types [¥]All [[Payments []Invoices [|Debits []Credits

Cleared Status @ All () Cleared () Not Cleared

Payable Types Al ()ltems To Be Paid () ltems To Disuburse

Aging Status From 10/31/201 [ Future []Current []1-30 [131-60 []61-90 []90+
Cutoff Date Days Old @ By Days Old () By Date

Include A/R History Days Old ©@ By Days Old () By Date

Max Records
O

(Continued on next page)

HITS Technical Support: Mon-Fri: 8:30am-4:30pm EST
Phone: (800) 422-2032  Email: tech@aasys.com
Note: For after-hours emergency support - Use the 24/7 number provided with your software
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On the Customer A/R Info screen (shown below), locate the transaction in
guestion and right-click on it.

Select the Edit Disbursements option:

7 Custorner 4/R Indo
Cusiomes # TOB2S,
Hame AAK SALES
Cantact, |Phane 7048852760
| ransacgons | Sunenary [ Days ol
Type Date Trans & Sup ¥ Ref & Due Date Deseriglion "DT: m B:;"“;
E
| nimice 0712112010 1680622 [ERIPIN IFVOICE 07/2120016F 93,69 521
I nimice: B312/2075 16050 102G IFNOICE 031212016 4179
| niice DA12/2015 1622215 02015 TFVOICE 091122015 | yiew Imvvice Dot
| numice 121143018 1552560 01102015 CE 1215/2014 | ‘iew Disbursements
i nvice: 001113014 15320 1002012 N CE 10/11/2014 | View Disbursements For
I nimice DSR4 1504811 06102014 MVCICE 05/232014 | Edit Disbursements 11801
| niice [ENET 1497101 002014 INVOICE Q4iaranie | Creat=ROA
| numice 207/ 1477119 03102014 INVOICE 02/01(2014 | Eoit Due Date.
| numice 2112013 1424306 [TAFIE] INVOICE OG/ZU2T3 | prins Setected R
Save as FOF Ciri+Shife+P
| niice Da21/2072 10557 0102072 INVOICE 00212012 | Sz POF (Printer-Frenclyy  AlteShifeep
| numice 28/2012 1153085 09102012 IPVOICE 081282012 096,35, 1066
| numice BEI0E012 1350000 [EREFI IHVOICE 081082012 F300 .

(Continued on next page)

HITS Technical Support: Mon-Fri : 8:30am-4:30pm EST
Phone: (800) 422-2032  Email: tech@aasys.com
Note: For after-hours emergency support - Use the 24/7 number provided with your software



& ANDREOLISOFTWARE

9. Click on the Remove All Disbursements button at the bottom or to remove only
one, click on Remove Selected Disbursements.

10.You can either click on the Create Disbursements tab to disburse the payment
or you can select the Return To Customer A/R Info button:

[ Fayment View/Edit (1650523
Main | AR Summary | Create Disbursements
Trans & 1630623 | Sub #
Transaclion Dale OTi2AI2016 -

Cusiomer # TOR25 Shart Mame Aah
Harme AAA SALES
Address 1542 STATESVILLE RO

City | CORMELILS State NC | Zip 28071 =
Disbursement Summary {Select Create Disburements Tab Te Add More}
Typa Trgnr:.[;L Trans # Sub# D'Sb‘iﬁzﬂw Description Amount
Digbargernent 04/300200 4 1497101 | OTZI201E INVOICE 04/3002014 I 473.00 -

4 0.00/
Remive Selected Dishursaments Al Dishursamants
1 —
acls

Creale New Tickel | Relresh | Relurn To Customer AR Info | Frind | Hedr™

(Continued on next page)
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1. Goto Views - Bookkeeping.

2. Click on the A/R Info & Lookup icon on your toolbar:

[## BPOS Application
File Views Received On Account Post Customers Links Set Store Help

3 3 3 D -~ A % ~ = - ]
el o @ &| S| &K|CE & @ v & @ | BE
Clear | ROA Payment Credit Debit | RESET | Customef§ A/R Info  Batch Misc Paid Outs Vendor Rec/Post | Deposit Funds Daily Closing | Aging Statements | AcctLink

3. On the Customer A/R Info screen (shown below), find your customer by clicking
on the binoculars beside the Customer # field, find your customer and double-
click to make them the Active customer.

4. Find your credit transaction (could be a payment, a credit memo or an invoice
with a negative amount) and right-click on it.

5. Click on Edit Disbursements:

{0 Custoomer AR
‘Customer # 70825 |
Hame AAR SALES
Cantact Phane 7043852780

N| Transactians | Sumemary | Days o

Right click payment rows for more aptions.

Type Date Trans # Sub Rat & Due Date ‘ Descrigton L

Deits

Crant qTZ22018 TEE0GA0. T T

Debit Q712272618 GO0 I [ CHECK FEE E

Paryrant 0712112018 GE062T PAYMENT 07121116

Debit QTI21/2618 GGG I I BALANCE FORWARD. View Invoice Detall

Inmice 71212016 T6E0E2Z TNVOIGE 0772 1/2016

Inmice | 05232014 504611 T T IO CE 08/ 03014 View Disbursements i )

Inmice I QEZ2012] TAEICE| T T THVEIGE 002872012 View Disbarsaments For A1l I 1086 36

Invoice 1111272010 1210476 | 1 INVOICE 11/12/2010 1213 45

Inwice | AHAZOA0] 1186144 | I i INVDICE ONOS/2010 Edit Dist m_é | 1005 3]
Create ROA

Edit Due Date
Prin Selocted Row_.

Sawe a5 FOF CirlsSniftd

Save as FOF (Pinter-Friendly)  AlteShifte

(Continued on next page)



&) ANDREOLISOFTWARE

6. On the Payment View/Edit screen (shown below), click on Create
Disbursements Tab.

7. Click on the Fetch All button at the bottom of the screen.
8. Find the transaction you wish to disburse to and double-click.

9. When you have finished disbursing the credit, click on the Commit
Disbursements button at the bottom:

Payment View/Edit (168062T)
| Main | AR Sumrml_v: Create Dizbursements

Disbursements are NOT saved until you press Disbursements> button. Saved disbursements will only display on the Main Tab,

Type | Trans # | Sub# | Dwa Dale | Dl | IDascription Amcunt | Balance: | SApplied |

c | 16E0E30| | | OF2EEIE PER ADAM | 75.00| 75.00| -
| 1106144| | 101 VA0 10| 0ANNEI10]  INVOICE 0WVDA201 0 | 1213 45| 1005 35|

| 1210476| | 121010 TUZIE010] INVOICE 111272010 | 1213 45| 121345

| | 1353046/ | DA Va2 DSZE/E01Z)  INVOICE OB/F8I201 2 | 1066, 26| 1066, 36|

I | 1s0aE1] | e8] pEZREE) INVOICE 0SE320Md | 1180.03| 1180.03|

1 | taEDE2Z| | oAAWEOIE  OR2VE0E INVOICE ONEU20ME | 93,89 693,89

o | 1GBOEE| | D&M V2016 DFI21/2016)  BALANCE FORWARD | 1275072 12750.72| 473.00

] AGEIG2D) DA VAN G OFI22E016|  HETURM CHECK FEE 35049 3509

| Lirnil Dizbursameants Ta Amaunt Available Ta Disbursa Amraunt Available To Disburss 0oa

Right-click the table for avellable options. Deuble-click off a single ltem to pay or clear that
|Feten | [Feteh & Appiy || Feteh All CREDITS | |Feteh All|| Commit Disbursements |
;Gmla.cls' ;Gre«na Maw Ticket ;R:afrasn' ;Rxnum To Gustomer AR Info) ;an' Hap

Note — Users must have password permission to make edits to disbursements (P17). If
you need to give a user permission to have the permission setting, please contact your
system administrator.



