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Payments and Allocations

Lack of capital is one of the primary reasons that businesses are unable to flourish.
Positive cash flow is critical for Divine Chocolates to run smoothly. Christina has
invested a lot of time ensuring her start-up would attract and keep new customers. Now
she’ll need to ensure payments received from customers are on time and posted
correctly as this later becomes the funds she’ll need for her business expenses.
Through use of Accounting, we’ll explore how to record and manage payments.

There are two places Divine Chocolates can record payments:

e Sales Invoice: By opening an invoice, Divine Chocolates can record a
payment for an individual invoice directly from the Sales Invoice screen,
marking it as paid updating any outstanding amounts.

e Banking: Payments can be recorded to an invoice from the Customer
Receipt option for individual invoices but more conveniently used to cover
multiple invoices. Payments can be allocated to more than one invoice at the
same time. If an overpayment is sent, the remaining amount can be recorded
here as a credit on account, as well.

Learning Objectives

By the end of this lesson, you will be able to:

« Record a payment against a single invoice

« Allocate payments to an account for future use
« Un-allocate a payment or receipt

« Process a refund

« Payment/Invoice Management
« Create Credit Notes
« Allocate stand alone payments/credit notes

visual conventions as part of your learning experience to guide learners through the

gﬁg NOTE Throughout the duration of the course, you will encounter important icons and
chapters. Some of the cues are indicated here.
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Important Information / Important
Note / Additional Information

Exercise

End of Exercise

Check Your Knowledge

Summary

End of Lesson

Page |3

Item where caution and attention is required or
additional insight and information is provided.

Your opportunity to practice a concept.

Indicates the end of an exercise.

Review questions at the end of a lesson to check
your understanding and ability to implement
concepts.

Overview of the most important items covered in a
section or lesson,

The end of the lesson.
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Recording Single Payments

Lisa Smith has received her first bill in the amount of 607.38$ for the wedding favors.
There are a myriad of expenses for Lisa’s wedding so her parents have opted to make a
partial payment instead of paying the balance in full.

¢ Navigate to the Sales Invoice screen and locate her invoice.

- &~ Atlants Bexer Resuce = Help

Sales Invoices «

Create, verw. e manage the smeces yoo send b your cutomen

e Divine Chocolates has received a cheque for 100$ from Mr. Smith. Click on
Record Payment.

AMOUNT PAID AMOUNT OUTSTANDING

$0.00 $607.38

Print \

Email =
# Edit B Add credit note
H: Copy 8 Print packing slip
& Download %  Void

Activity

MAR 05, 2018- 2:05PM
Created
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e Amount Received: You'll notice the Amount Received box pre-fills with the full
amount. Input Mr. Smith’s partial payment of 100$.

Record Payment X

Amount received £07.38
Remaining balance $0.00

Discount 0.00 \

Payment date 03/05/2018
Paid into Chequing (1050) -
Method Electronic v
Reference (optional) Partial Paymend |

Record $607.38

e Discount: Lisa already received a discount of 10% from the grand opening
which is reflected in her invoice, so we won’t add any additional discounts at this
time. We'll leave 0.00%.

e Payment Date: The payment date defaults to today’s date. It can be changed to
reflect the date the payment was received.

e Paid Into: Select the bank account the payment will be deposited into,
Chequing, Cash On Hand etc. Accounting has two accounts within banking,
that appear in the drop-down menu, already created when Divine Chocolates
was set up. Other bank accounts, i.e. chequing, loan, credit card, can be added
within the banking module, which we will explore in another lesson. Christina
would like this payment to go into her chequing account. Select Chequing.

e Method: Select how the payment was received by the customer, Cash, Cheque,
Electronic, Credit/Debit card, or PayPal. Mr. Smith paid by cheque.

e Reference: Add any reference notes. Type: Partial Payment. You can also use
this field to indicate what the payment is for.
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Summary  Sales T Eapenses T Comtacty T ProductafiServiers  Basking  Journal Mepoeting T Setting °

Sales Invoice: SI-1 M s @

View, edit or mandge your Sales Invoice.
Too Lisa Smith {Waedding | \ ;’;&‘E'B -\‘-‘OU'-';US‘S.;!UaI'g

1 payment on Mar 05, 2018

Shverw e brow it umed {o be o We'd love your fesdback

Once payment is received, a confirmation will appear at the bottom of the screen in
green, Payment Successfully Created. A notification will appear at the top
highlighted in orange, Part Paid. If the invoice was paid in full the notification would
read Paid. There is an additional notification above the Record Payment, showing
‘1 payment on Mar 05, 2018’.

Un-allocate a receipt or payment from an
Invoice

There may be times when you need to un-allocate (or unlink) transactions, for example,

if you've allocated a payment on an account in error. You may also need to do this if you
need to edit or void an invoice to which you've allocated a payment or credit note. It can

be done within the invoice or the banking module. For purposes of this lesson, we’ll look
at un-allocating a payment within an invoice.

Lisa Smith’s wedding is only a few short weeks away. With all the exciting activity going
on, the wedding is approaching faster than the Smith’s realized. If you recall from the
terms and conditions on the invoice, Divine Chocolates requires a 50% deposit/payment
before they're able to proceed with the order/services.

“Final changes to custom orders must be made 7 days in advance. 50% deposit
required. Remaining balance due upon pickup.”
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Christina has called Mr. Smith to notify him additional payment is required. To prevent
any delay in processing the future bride’s order, Mr. Jone’s has decided to make
payment in full, directly from his bank to Divine Chocolates. He’s requested the $150
payment be left on his account as a credit for future use. If the credit doesn’t get applied
towards wedding favors or other catering services, Divine Chocolates can send Mr.
Smith a refund after the wedding.

e Pleased with Mr. Smith’s prompt payment, Divine Chocolates will need to un-
allocate the original 150.00$ payment from the account. Directly from the
invoice, navigate to and click on the the blue hyperlink in the top right:

‘1 payment on Mar 05, 2018’.

AMOUNT PAID AMOUNT OUTSTANDING

$100.00 $507.38
I 1 payment on Mar 05, 2018 I

¢ When the Payments and Allocations box launches, the details of the payment
appear. We see Mr. Smith’s partial payment was made on March 5, 2018 for
100.00% and still has a remaining balance of $507.38.

Payments and Allocations X

A detailed breakdown of payments and allocations.

Discount

Mar 03, 2013 Customer Receipt Partial Payment 100.00 0.00 _'\
Total Paid/Allocated / 100.00 0.00
Total $607.38
Paid/Allocated $100.00
Qutstanding $507.38
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From here, we can un-allocate the payment associated with this invoice and
apply the payment as a credit to Mr. Smith’s account OR click on the blue pencil
to send Mr. Smith a Refund. In this case, we are going to un-allocate the
payment associated with this invoice and leave the payment on Mr. Smith’s
account. Click on the blue hyperlink in the Amount column 100.00$.

The Customer Receipt/Payment box appears. Accounting automatically
selects the payment box in the line item (with a check mark) below assuming this
is the transaction you want to un-allocate. If there are multiple payments, select
the one you would like to un-allocate.

Customer Receipt «

received from your customers 3nd Alocate it 1 0ne 5 More outstanding iNvoices, or Save it 34 3 payment S0 Scount to allcate ater

Uncheck the transaction to un-allocate it from the invoice. In doing so, you'll
notice the ‘Paid’ amount moves to the ‘Outstanding’ amount and increases the
amount owed. By un-allocating the full 100$ payment, the outstanding balance
returns to $607.38.

The Left To Allocate box updates to reflect the 100$ payment being un-
allocated (or the amount no longer associated with an invoice). This is the
amount that will be allocated to Mr. Smith’s account as a payment towards future
invoices.
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Customer Receipt @

Record maney received from your customers and allacate it to one or more outstanding invoices, or save it as 2 payment on account to allocate later.

Customer Paid into Bank Account™ Method™ Date Received™ Reference (optional) Amount Received™
Lisa Smith (Wedding ) Chequing Cheque - | 03/05/2018 Partial Payment 100.00

Due 520.94 Balance 100.00

[ 03/05/2018

Left to allocate

‘Cancel

e Click Save. A natification will appear indicating Mr. Smith’s payment is being un-
allocated from the invoice. Further, it will require confirmation to ensure you want
to save the unallocated amount (100.00$) as a payment on his account.

Confirm

/L ou have not allocated the full smount of the
receipt/payment. Do you want to save the unallocated
amount as a payment on account?

= =]

e Click Yes. The invoice status reverts from Part Paid to Awaiting Payment. The
Amount Paid and Amount Outstanding also returns to the original amounts of
0.00%$ and 607.38% respectively.

Sales Invoice: SI-1 BEEE  ~vairinc pavment @
View, edit or manage your Sales Invoice. \

AMOUNT PAID AMOUNT OUTSTANDING
To: Lisa Smith (Wedding ) $0 00 $607 38
Invoice Address Delivery Address Invoice Date Due Date Record Payment
200 Ediston Avenue 200 Ediston Avenue Mar 05, 2018 Apr04,2018
Toronto ONM3N 1H7 Toronto ON M3N 1H7 Due in 30 days
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Un-allocate partial payments/amounts

To un-allocate a partial payment from an invoice as opposed to the entire
payment amount, input the partial amount in the Amount Received box. In
doing so, this will unallocate the partial payment and can be allocated to another
invoice on Mr. Smith’s account at a later date.

Customer Receipt @

Record maney received from your customers and allocate it to one or more outstanding invaices, or save it as a payment on account to allocate later.

Customer Paid into Bank Account™ Method** Date Received*™ Reference (optional) ives
< Chequing Cheque ~| | 03/05/2018 Partial Payment Y
Due 520.94 Balance 100.00
Zpl.w This allacation -
B  Date Number Reference Type Total OQutstanding Discount Paid
03/05/2018 si-1 Inv 607.38 607.38 /£ 000 # 0.00

Left to allocate 50.00

Save Cancel

e Click Save. As with above, A notification will appear indicating a payment is
being un-allocated from the invoice. Further, it will require confirmation to ensure
you want to save the unallocated partial payment as a payment on his account.

Confirm

You have not allocated the full amount of the
receipt/payment. Do you want ta save the unallocated
amount as a payment on account?

N
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Payments and Allocations - Refunds

Instead of un-allocating a payment (detaching the payment from an invoice and
recording a payment on an account) you can refund the money to the customer. In
this example, Mr. Jones decided he didn’'t want to leave the payment on his account
for future use, he’d prefer a refund of his over-payment.

e Click on the pencil icon and select Refund Payment.

Payments and Allocations X

A detailed breakdown of payments and allocations.

R

Mar 03, 2018 Customer Receipt Partial Payment 100.00

Total Paid/Allocated 100.00 0_07
Total $607.38

Paid/Allocated $100.00

Qutstanding $507.38

e Input the correct date of the refund, the account the refund is being paid from and
a reference. Click Save for the refund payment to be sent.

AmendC}omer Receipt: $50.00 X

(®) Refund payment - Money is returned to the customer.

Refund date Paid from bank account Reference (optional)

03/09/2018 Cheguing (1050) v

Unallocate - Detach the payment from this invoice, and record as a payment on account.
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Payment/Invoice Management

In the beginning of this lesson, we learned how to record an individual payment on
an invoice. Once the payment has been completed there are several options
available within the invoice screen.

Summary  Sales T Eapenses T Comtacty T ProductafiServiers  Basking  Journal Mepoeting T Setting °

Sales Invoice: SI-1 M s @

Wi, et or mandge your Sales owoice

AMSOUNT PRID AMSOUNT DUTSTANDING
$100.00 $507.38

1 paymant oo Mar 05, 2018

Toc Lisa Smith (Wedding |

Emall & it
B Addcreditnote

=
+
o Cony @ Print packing sfin
&

Total (101 00 ems) $607.38

Show e bow it used (o be o We'd love your fesdback

Email ™ Print

# Edit B Addcreditnote
B: Copy @ Print packingslip
& Download 7 Void

Email: To email an individual invoice, reflecting payments made and outstanding
amounts, click the Email icon. To expedite and automate invoicing, they can be
sent in batch form but for purposes of this lesson, we’ll email only one.

When the dialogue box appears, you'll notice Janes wedding coordinator is
automatically cc’d on the correspondence.
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Email Invoice X

This iswhere you can send your invaice to your customer as a2 PDF file attachment.

To** | Ismith@yopmail com /
Cc

JaneJoneWeddings@weddings.com
W] Copy to me (Christina.Lopez&8208@sageone.com)

Subject** Invoice# 51-1 from Divine Chocolates

Message** Thank you for your business - we're pleased to attach your invoice in PDF.
Full details, including payment terms, are included.

Ifyou have any questions, please don't hesitate to contact us.
Kind regards,

Divine Chocolates

TIGPT2R92%

Edit your email defaults in Settings

m Cance'

If you recall, when adding Jane Jones to Lisa Smith’s contact record, we selected
the Cc’d into emails box to ensure Ms. Jones was included on all correspondence.

Activity Contacts and Addresses Payment Details Options Motes
Parents of the Bride - Invoice Address [an| & Lisa Smith [ | & Jane Jones o £
Sales Wedding Planner

B2 Ismith@acl.com

N Cc'dinto emails .
200 Ediston Avenue B Janeloneweddings@weddings.com
Toronto OM M3M 1H7

- Cc'd into emails
Canada (CA) [ 3938404902
o) 3894820494
New Contact +

Edit: To make any changes to an existing invoice, click Edit. The invoice will
launch in full edit mode to make any changes necessary. You will receive a
notification, Invoice already issued if an invoice has already been sent to the
customer. If that's the case, you'll want to send them an updated invoice with
any edits/updates made.
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Sales Invoice: SI-1

2 changes to invoice detsils or valies

NOTE: If you have received any payments on the account, they will need
to be unallocated first for Accounting to allow the invoice to be edited. If
you try to edit an invoice that has a payment associated with it, you'll
receive the following error message when trying to edit it:

Edit X

You can't edit this invoice because a payment has
been made against it.

o Copy: You can easily duplicate an invoice to avoid rekeying one that is
identical or nearly identical. Simply click Copy. In doing so, you can make
any necessary changes, update quantities etc. or keep the invoice just as it is.
When done, click Save, Save and Email, Save and Print, Draft Invoice etc.

0 Save the invoice. This will update ledger accounts
o Save and email the invoice. This will update ledger accounts and
email the individual invoice to the customer.

0 Save & Print the invoice, which will update ledger accounts and print
out a physical copy

o0 Save & New will update ledger accounts and start creating a new
invoice.
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o Draft Invoice will not update ledger accounts. These are invoices not
ready to be sent with non-posting transactions, also known as ‘Delayed
Charges'.

o Pro-Forma Invoice will not update ledger accounts. These are
invoices not ready to be sent with non-posting transactions, or
‘Delayed Charges’

New Sales Invoice ©

Crwate 3 rvmw inviies 19 send 16 your cuttames T tesich for o b crmate 3¢

Customer™

Lins Semith (Vmdding

NOTE: It's important to note, if you copy an invoice that contains inventory
insufficienct to be fullfilled, a notification will appear with a red
Q exclamation mark in the Qty/Hrs column. By hovering over the
notification, you'll see the quanity in stock and the insufficent amount.
You'll need to return to Products/Services and adjust stock levels before
the invoice can be sent.

Qty in stock: 50.00
You cannot fulfil this
invoice as you do not

have enough in stock.
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Copy Invoice / Update Pricing

When copying an invoice, you'll receive a notifcation asking if you want to use the
default product price associated with the customer or update them. In this instance, the
originial invoice used the Sales Price. If you recall from our previous lesson, you can
create up to 10 different prices for products and services.

Update Invoice Prices? pd

The default product price for Lisa Smith (Wedding ) is Sales Price. Do you want to update

this invoice to use Lisa Smith (Wedding }'s default productgffices, or keep the prices
currenthy listed?

[ Keep Current Prices

The last two options on the invoice are Download, to download a PDF of the invoice to
print or email to the customer and Print: Launches a new window to print the invoice or
download a PDF.

Number: SI-1 Deliver To
Issued: 03/05/2018 200 Ediston Avenue

Due: 04/04/2018 Toronto ON M3N 1H7

Divine Chocolates
100 Chocolate Way
Toronto ON M4B 1B3

Lisa Smith (Lisa Smith) Canada
200 Ediston Avenue 7389729929
Toronto ON M3N 1H? Christina.Lopez88208@sageone.com

GST/HST 123456789 RT 1234

ttem QtyHrs  Price/Rate Discount Sales Tax Amount
. 37.50

MCWB-100 Milk Chocolate Wedding Bells 50.00 7.50 (tooow%) HST1300% 337.50

WH -

White Wedding Favor Boxes with

B . K .

oxes 2 White Bows 50.00 150 HST 13.00% 75.00

oz.

DEL - 200 Delivery Service 1.00 125.00 HST 13.00% 125.00
Subtotal 537.50

Comments

Ms. Smith, our delivery service will arrive at your reception venue at 5:00 HST 13.00% 69.88
.| ff ing Tz . They'll fi . Thank
p.m. to drop o )fuur wedding favors. They'll require refrigeration. Than \nvoice Total 507.38
you for your business!
Total to Pay $607.38

Terms and Conditions
Final changes to custom orders must be made 7 days in advance. 50%
deposit required . Remaining balance due upon pickup.
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Credit Notes

A credit note can be utilized for customers who have returned goods and can be done
easily directly from the original invoice. You can also create a stand-alone credit note
and link it to any outstanding invoice at a later date. Similar to an invoice, you can print
or email the credit note to the customer.

Whenever a sales credit note is created, stock/inventory will track the movement upon
the return as Negative Goods Out. Accounting automatically increases stock levels
as goods have been returned.

Two of the chocolate wedding favors made for Lisa Smith’s wedding arrived broken.
Divine Chocolates will process a Credit Note on her behalf.

e To create a Credit Note associated with an invoice, from the Sales Invoice
dashboard, select the invoice within the list you want to create a credit for. In this
case, Lisa Smith.

« When the invoice launches, navigate to the management features box and click
Add Credit Note.

sage
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=
Sales Invoice: SI-4 Jusenr  awams i @
View, edit or manage your Sakes Imvoice.
AMOUNT PRID AMOUNT OUTSTANDING
To: Lisa Smith (Wedding ) $0 00 $847.50
Invaice Addrass Dalivery Address Inwaice Date Duue Date Referance Take Card Payment
200 Ediston Avenug 200 Edisten Avenue May 02 2018 Jn0L 2018 Smith Wedding
Toronte ON M3N 1H7 Taronto DN MIN TH7 Due in 28 diys \
Record Payment |
s fiHr 1 Hac 3 oLt
B 100 00 ™ Qo0 §7 30 TO00
e A Boo% HET 1300% B Emil & Frint
mai in
Terms & Conditions Subtotal 75000 # Edn @ Addereditnote
W look forveard (o ereating deficious wedding lavors for your wedding
i Tax Breakdown o Copy & Print packing slip
HST: 750,00 @ 13.00% 97,50 ;
Final changes to custom ordert mist be made 7 daytin advance, 50% < & Download o Void
depasit required . Remalning balance due upon pickup.
Mates Total (100 nems) $847.50

Mis, Smith, our delivery service will arrive at your reception venue at
wedding favars, They'll require refrigeration.

Thank you for your business!

e In doing so, the credit note launches with the all the same details of the original
invoice. It looks identical to the invoice except it's notated at the top with New
Sales Credit Note. We only want to credit Lisa Smith for the two damaged
chcocolates, navigate to the Qty/Hrs column and type ‘2’.

I New Sales Credit Notelo
Create 3 new credd nole to send b your custarmes. To search for or to create start b9
Custamer Credit Cate™ Reference Address™ Delivery Address

ovosaois | [H 00 Ediston Averwe 4 200 Cdiston Averwe
Toranto OH M3H 1HT Torarta GH M3N 1HT

HST 13,000

= | Milk Ehocolste Wedding Bells

HST 13.00%

W | whiteweddingFi | || White Wedding Favor Boes with vhite Baws 4000 - Sales - Products

HST 1300%

W | Dtlivery service [l | * || Delivery senvice A001 - Sales - Services

HET 43004

N T |

e Since the credit note allows for editing, you can add products/services, tweak
guantities you are applying a credit note for, amounts, address, notes etc. Once
complete click Save. This creates a customer allocation transaction.
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Stand Alone Credit Notes

We discussed credit notes associated with an invoice in great length above as well as
how to un-allocate them if necessary. There is one additional feature within the Sales
Invoice dashboard that enables you to create a stand-alone credit note, or a credit
note not associated with an invoice. These are one-off credit notes.

Exercise

Lisa Smith has decided she’d like to have special boxes printed with the wedding party’s
names to put her chocolates in as wedding favors. Since Lisa will be using some of her
own boxes, Divine Chocolates is going to offer a credit.

e To do this, navigate to New Invoice and click New Credit Note:

& - DivineChocolates (Owner) ~ Help i

New Invoice 7

f
Reference Amou | New Credit Note

12.00 156 ©
537.50 69.88

e Fillin all pertinent info and type a description in the Description box what the
credit being issued is for. Type: Customer Supplied Boxes.

e Inthe amount type 25.00$. We won't credit for sales tax so be sure and select
No Tax in the Tax Rate field.
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Accounting D - & - Diviee Chocolates [Cwmer] = Heln B

I Sales Credit Note: SCR-21 I

Summary Sales T Expenses ¥ Contadts ¥ Products & Services Uarking Fournals Reporting *  Settings °

At Ex Tax 2300

m Smvobkmal v Cancet |

e Click Save. The stand-alone credit note now appears on Lisa Smith’s account
where it can be save on her account towards a future balance or sent to her in the
form of a refund.

Credit Note Refunds

Lisa Smith would like a refund as opposed to a credit on her account. Click on Record
Refund.

ISales Credit Note: S'I':I'\‘.-Z:I.I-"-‘"-I AWAITING DAYMENT

View, editor manage your Sakes Credit Note.

A 5

Toc Lisa Smith (Wedding]

% AMOUNT 81D

AMMCUNT QUTSTANDING
(LU & &

Oyt ieeRate | x - & Downksd B Vaid

'
Activity
Mats Subtotal 2500
[ ay 95
Tax Breakdows ¥
Created
Total 1iten 25.00%
Sherw me how it used tobe... = Wird lowe your feedback
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e The amount of the refund pre-fills. Select the account the refund should be Paid
From, and the Method. Select Electronic. Click Refund 25.00$

Record refund X
Amount refunded 2500
Date refunded 05/07/2018 | [
Paid from Bank Of Montrieal - Chequing (1050)

Method Electronic

Reference (optional)

Refund 25.00 $

e Once the refund is complete, a Refund Created Successfully notification appears in
green at the bottom. Additionally, the sales credit note changes to Paid and 1
payment is reflected under the Amount Paid:

Summary  Sales ¥  Expenses *  Contects ¥ ProductsGServices  Danking  Journals  Reporting v Settings °

Sales Credit Note: SCR-21 o SN ©

Wiew, ecit or manage your Sakes Credit Note,
o Alrm t Mot e : 0 AMOUNT PAI AMOUNT QUTSTANDING
dd another credit note | View alf crodit nates
2500% 0.00%
1 paymant an May 07, 2018
To: Lisa Smith (Wedding) 4
& Eman = Prine
Address Delivery Address Cradic Date
200 Edison Wy 200 Edison Way May 07,2018 £ Ed W Copy
Toranto ON L4T1AZ Toroeto ON L4TIAZ
& Downlosd ]

Activity
Subtotal 2500 i
Tax Breaktown Created
Total i1 e 25.00%
Stucrw ime hew B osed b0 be. < W't love your feedback

ﬂ Lesson

Since Divine Chocolates will be sending multiple invoices to fulfill Lisa Smith’s order,
they won'’t charge for Delivery on every order. Therefore we need to provide a credit for
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the delivery charge she was invoiced for. We don’t want to apply a credit for the Milk
Chocolate Wedding Bells or the White Boxes they’ll be delivered in.

« As such, click on the trash can icon to remove those items from the Credit Note
and ensure Ms. Smith still gets billed for those. This will leave the Delivery
Service as the only item on the Credit Note Ms. Smith will receive a Credit Note
for in the amount of 141.25$.

New Sales Credit Note o

e T B T 5 15 0TR30E & P CUEI SRS, T Ty i tht i b

.........

Prechuet | Sevvicn (=3 g Accoeat® Ot st

Dot

« Once complete, let’'s send Lisa Smith an email notifying her of the credit posted
to her account. Click Save and Email.

Email Credit Note 4= X

This is where you can send your credit note to your customer as a PDF file attachment.

To™ | Ismith@yopmail.cam

Cc | JaneloneWeddings@weddings.com

| Copy tome (Christina Lopez85208@sageone.com)
Subject™  Divine Chocolates - Credit Note (SCN-1) for $141.25, on 03/06/20138

Attach B Credit_Note SCN-1_Divine Chocolates.pdf

Message™ | Thank you for vour business - we're pleased to attach a credit note for you in PDF.

“You can use this credit note to count towards future purchases with us.
Ifyou have any questions, please don't hesitate to contact us.

Kind regards,

Divine Chocolates

7389729929

Also printa copy of this credit note Edit your email defaults in Settings

« Both Lisa and her wedding planner will receive a copy of the credit note on the
account.
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Credit Note

Number: SCN-1 Deliver To
Issued: 006/2018 200 Ediston Avenue
Toronto ON M3N 1H7

Divine Chocolates

100 Chocolate Way

Toronto ON M4B 183

Lisa Smith (Lisa Smith) Canada
200 Ediston Avenue 7389729929
Toronto ON M3N 1H7 Christina L ne.com

GST/HST 123456780 RT 1234

ftem QtyHrs  Price/Rate  Sales Tax Amount
DEL - 200 Delivery Service 1.00 12500 HST 13.00% 125.00
Subtotal 125.00
HST 13.00% 16.25
Credit Note Total 14125
Paymants Mada $141.25
Total to Pay $0.00

The Sales Credit Note (SCN) will appear as a line item on the Sales Credit Note
dashboard:

Summary  Sabs T Dxpenses ¥ Cootects T ProductsGServices  Uanking  Journsls  Repocting ¥ Settings °

Sales Credit Notes «

Creae, 3% the credi ¥ YRR USOAETS

008 1 selected Q From |O20az01a [B) 7o 0302015 Mo »

Credit Note
S B e

03062018 Lisa Smith

« To access Sales Credit notes at a later date, simply select Sales Credit Notes
from the Sales tab in the menu at the top of the screen:

Summary Sales ¥ Expense ¥

Quotes & Estimates

Sales | &)

Sales Invoices

Create, viey ites yd
Sales Credit Notes

Dof 1seleq Quick Entries

Credit Note
& . Number

[] SCN-1 03/06/2018

Credit Date




Page |24

When returning to the Sales Invoice dashboard, it has been updated to reflect the
Sales Credit Note changing the status to Part Paid:

Summary  Sales = Expensss ¢ Contacts ¥ Products & Sarvees Banking  Journals Reporting = Settings

Sales Invoices «

Create. view and manage the invoices you send 1o your customens.

(od Tselecred (s} From | 030473018 To o0& [H Mora = Soarch Now Involen v

03052018 LisaSmith

03057018 LikaSmith

A notification of the credit note appears at the top of the screen highlighted in orange as
Part Paid:

-
Sales Invoice: SI-1 Bl (wariiis ©
Wiew, edit or manage your Sales Invelce. \
P

To: Lisa Smith (Wedding ] AMGUNT PAID AMOUNT DUTSTANDING

$141.25 $466.13
Ivoice Date Dhue Date ) 1 paymant an Mar 06, 2018
Mar 05, 2018 Ape D4, 2018

200 Ediston Avenus
Toconto ON M3N 1H7

QryHrs
: Wedding Bxiis 50,00 7.50 3730 4388 20 B Email & Print
Lk N, 10.00% HST 1300%
# @ Addcreditnote
* white Wedding Faver Daees with White Dows 00 130 o 2.3 500
Sakes - Products (40001 0.00% HST 1300% » Copy & Print pecking slip
®» Delrery Serner 100 12500 aoa 1523 12500 i Download
St « Services (SO01) oo HET 11008 o
Terms & Conditions Subtotal 53750
Final changes to custom arders must be made 7 days Inadvance. 50% deposit required  Remaining balance Includes & discount of 37,50 Activity
due upon pokun.
Tax Breakdown
Notes HST: 537.50 @ 13.00% 4388 M
Mz, Smith, our defiv 1 archvt at your at 5:00 pum. to drop off your wedding MAR G5, 2008 2504
favors. They'll requi ke you f 1 Created

Total (10100items) £607.38

e The credit note is reflected to the right of the invoice in the Amount Paid of
141.25%. It has been reduced from the orignal amount owed, 607.38% to the
Amount Outstanding 466.13$.

e To review the credit note or to un-allocate it, if done in error, click the blue
hyperlink ‘1 payment Mar 06, 2018’ to be navigated to the Allocations screen:

Payments and Allocations X
Adetailed breakdown of payments and allocations.

eference | m
0

IMar 06,2018 Allacation - Crn SCN-1 141.25 0.0
Total Paid/Allocated 14125 000
Total $607.38
Paid/Allocated $141.25

Qutstanding $466.13

Sage
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e This should look familiar as we just learned how to review and un-allocate
payments in a previous lesson. From here, Divine Chocolcates has two
options. They can Void the Credit Note or they can un-allocate or ‘un-link’
the Credit Note (customer allocation transaction) from this particular invoice.

¢ To un-allocate a Credit Note posted to the account, click on the blue
hyperlink $141.25 in the Amount column.

Account Allocation: Lisa Smith (Wedding )

e 3

o v 46613 # 14125
) RE0A0E SCN-1 Crn 14125 noo F <141.25
\ Left o Allucste @00

m | Caneed

e Clear the check boxes for the invoice and the Credit Note you want to un-
allocate.

e It's important to note, you must ensure an invoice is selected along with the
credit note or notes you want to unallocate. You must have 0.00% in the Left
To Allocate box for the record to be unallocated and saved. Otherwise you
will receive the following error message:

iy o P iy o P 3

This field must be zero

before saving the

SN

@ Thereis1error m Cancel

NOTE: If you allocated multiple transactions at the same time, and you
only want to unallocate one invoice and Credit Note, the remaining

g g transactions are unaffected. If the Credit Note covered multiple invoices,
click the Credit Note. Change the amount Paid and click Save. For
example, if the invoice was for $50 and the credit note was $100, the
amount Paid should be $50.
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e Click Save.

We've successfully un-allocated the Sales Invoice and Credit Note which are now
outstanding. You can make any changes as required, or if the Credit Note was
allocated to the wrong invoice, you can now allocate it to the correct invoice.

The customer record is updated in the activity section as seen here and a
notification appears at the bottom on the screen in green, that the allocation has
been successfully deleted.

&~ Divine Chocolates [Owner] = Help I

Sumimar ¥ Sales ¥ Expenses ¥ Contacts ¥ Producls & Services Banking Juarnals Reporting Setlings °

Hel: Wedding

-$141.25 $479.69 $479.69

EHLOIT LT ERLON TERMY LA EME: e ants,
$1,500.00 30 Days 05 Mar 2018 $239.85
Activity | Contactsand Addeesses  Payment Detalls  Optlons. | Motes

i 5elected Tvpe to search From 0205/2018 [ 7 03/07/2018 Type | Al * | Status | All - m
.

Customer Allocation

You've just seen how account Allocations can be done directly from an invoice or

Credit Note. If you've created stand-alone credit notes or payments on account for a

customer or vendor, you can allocate these to one or more invoices using the Account
Allocation option directly from within the Contact record. Navigate to to Manage and
select Account Allocation:

sage



Page |27

Lisa Smith (Customer) @ #

Ref: Wedding

P —— ORI SALLS 0 DATE SALLS THIS YLAR £3
$269.69 -$141.25 $479.69 $5479.69

CRECATLMIT CRETT TREMS LasT saLE AVERAGE SALE
$1,500.00 30 Days 05 Mar 2018 $239.85
Paysant Datails

troe Al

Statements

Account Allocation

Stand-alone Credit Notes or Payments

e If you've created stand-alone credit notes or payments on account (meaning,
those not associated with an invoice as above) for a customer or vendor, you can
allocate these to one or more invoices using the Account Allocation option.

e You can only use this option to allocate (or link) outstanding transactions
together. You can’t use it to record a payment or a receipt. If you have
received any money in or are paying money out, you must record it using the
Customer Receipt or Vendor Payment option from Banking which we will
explore further in another lesson.

Account Allocation: Lisa Smith (Wedding) «

Allcats cubslanding imoiees, erodt notes ind payments on sccount Supsther withpubexording s neceipt The dte of e mast recent bransicton being allocsted will be vsed o3 your slocation dat
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We have two remaining featuers we haven't discussed on the completed invoice form:

Print Packing Slip

The packing slip or delivery list can be inserted inside a package itemizing the goods
being shipped. This is different than the shipping label which is attached to the outside
of the package for shipment.

Accounting has a nifty feature within SETTINGS > INVOICE FORM SETTINGS
Q’* that allows you to customize packing slips. For the features to be enabled, they

3

must be selected within Terms & Conditions with a checkmark, as shown

below:

e Add Delivery Notes for customer

e Show a Signature Line: for customer signature upon delivered items

e Show a Picked Column: column used to check off items that have been
picked from inventory and fulfilled in the order

e Show Document Notes

e Show Contact Details

TERMS & CONDITIONS

Standard terms of sales for your customers, such
as payment due details. You can edit these further Thank you for your order. Please refrigerate immediately
when you create each document. upen arrival.|

Invoice Delivery Note Quote Estimate

Show signature lines on Packing Slip
Show picked column on Packing Slip

Show document notes on Packing Slip

AR YL N

Show contact details on Packing Slip

~
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Packing Slip
Humbar: Si-1 Delivar Tor
Date: 030572018 200 Ediston Avence
Torento ON M3N 1HT
Divina Chocolatas
100 Chocolabe Wiry
Toronto ON M4B 183
Lisa Smith {Lisa Smith) Canada
200 Ediston Avenue 7369729929
Toronlo ON M3N 1HT Cheisting Lopez88208@sagecne.com
GSTHST 123456780 RT 1234
itam Qtyihrs Pickd
MCWE-100 Milk Chocokite Wesdding Bells 50,00 O
WH -
Baxes?  Whits Wedding Favor Boxes with White Bows 50,00 m]
ar
DEL - 700 Delivery Service 1.00 O
Comments

Ms, Seith, our delivery service will arrive at your reception venue at 5:00
pm, 0 drep off your wedding Tavors. Thesyl require refrigertion. Thark
you foar your busingss!

Contact Detalls
Name: Lisa Smith Moblle: 3938404902 Emall: lsmithi@iacl.com

Terms and Conditions
Thank you for your order. Please refrigerate immediately upon arrival.

Void
The last feature on the invoice just created for Divine Chocolates is Void. If an invoice

is created in error, you can easily Void it. Accounting will not allow you to delete it for
sequential numbering and tracking purposes. Input a reason and click Void.

Void Sales Invoice? X

Are you sure you want to void SI-2?

In order to keep the sequential numbering for
invoices and credit notes they will be voided not
deleted. If you wish to continue, you must enter
your reason for voiding.

Reason for voiding this Sales Invoice...

“You have used O of 200 characters

==
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Doing so will change the status to Void on the Dashboard:

One  Accounting & - DivineChocolates (Owner) - Help

Summary  Sales »  FExperses *  Contacts v+ Products&Services  Banking  Journals  Reparting »  Settings

Sales Invoices

Create; view and manage the Invoices you send to your customers.

ot 2 uesected Q From 02072018 [ To oaoreoie B More v Search |

03/05/2018 Lis Semith

DI05/2018 Lisa Semith ¥ &07.3¢E

g 2 NOTE: It's important to note if an invoice has been reconciled you won'’t be
able to void the invoice. We'll discuss how to do this in a later lesson.

N Check Your Knowledge

Answer the following questions about the material covered in this lesson.

Short Answer

Write a short answer to the question below.

1. Why might you need to un-allocate a payment or receipt?

Multiple Choice

Mark the correct answer(s) to the question below.

2. What are two areas you can record a payment?

A. Banking

B. Customer Contact dashboard/Payment Details Tab
C. Settings within Online Payments

D. Sales Invoice
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. Where would you go to un-allocate a payment on an account?

A. Customer Contact record, Payment Details tab

B. From the invoice, navigate to and click on the blue hyperlink in the
invoice management box to the top right of the invoice. It would say,
‘1 payment on Mar 05, 2018".

C. Vendor Details
D. Settings, Credit Card Payments & Adjustments
. Once unchecking a transaction to un-allocate it from an invoice, the Paid amount
moves to the amount and the amount owed.
A. Total / Decreases
B. Pending / Suspends
C. Payment Details / Changes
D. Outstanding / Increases

. There are two types/ways to process a credit note. What are they?

A. Customer Contact record, Payment Details tab
B. Refunds and Returns tab
C. Stand-Alone (From Sales Invoice Menu/Credit Notes), and Directly from
an Invoice
D. Settings, Financial Settings & Adjustments
. When un-allocating a credit note, you must have in the for
the record to be unallocated and saved.
A. 0.00%$ / Left to Allocate
B. Ample reserves / Bank
C. A 30-day notice to the customer / Notes Section
D. A bank account / Banking module

. Creating an invoice/credit note and recording payment/refund from within an invoice
automatically creates a transaction allocation. To link a one-off payment or stand-
alone credit note to associated invoices/credit notes, you can use the

option from within the .

A. Refund / Banking Allocation

B. Account Allocation option / Contact Record
C. Customer Management / Profile

D. Banking / Payment Settings

. To view all Credit Notes in Accounting, navigate to:

A. Reporting tab, Run a Credit Notes report

B. Sales Invoice dashboard, Select More and then Credit Notes from within
the drop-down menu

C. Exports tab

D The Sales tab and select Credit Notes from the menu
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9. Christina is mailing some chocolates to a customer. In printing the packing slip, she
noticed the signature line and picked column is missing from the packing slip? Why
might that be?

A. It wasn’t indicated when setting up the inventory item

B. Packing Slips aren’t a feature in Accounting

C. The items were set to Inactive

D. It wasn’t indicated with a checkmark in the Delivery Note tab within the

Invoice Form Settings/Terms & Conditions

True or False

Enter ‘T’ for True or ‘F’ for False for each of the affirmations below.

10. Accounting is unable to process partial payments

11. A Discount can be applied while creating an invoice AND while recording a
payment

12. To edit an invoice that have payments on the account, the payments need
to be unallocated first

13. You can copy and save an invoice with depleted inventory

14. A stand-alone credit note IS associated with a particular invoice

15. Once a refund has been recorded, the status changes to UNPAID

16. You can delete an invoice in Accounting

@ End Of Lesson
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Please note:

Every effort has been made to ensure that the information
provided in this educational series is accurate, up-to-date, and
complete, but no guarantee is made to that effect. URLs and
additional resources 'Beyond the Classroom' are continuously
changing. Because the software is customizable in a number of
ways, the language used in this guide may be different from
what you 'see' when you work with your company's data file(s).

©Sage Software 2018. No part of this document may be copied, photocopied,
reproduced, translated or reduced to any electronic medium or machine-readable form,
in whole or in part in any manner without the permission of ©Sage Software. Any other
reproduction in any form without the permission of ©Sage Software is prohibited. All
educational materials contained on this site are protected by United States copyright
law and may not be reproduced, distributed, transmitted, displayed, published or
broadcast without the prior written permission of ©Sage Software.
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