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In order to receive payment on a customer account, first go to Customer  New  Customer Receipt 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Enter the date of the payment, the deposit account, the payment received, the payment method, the reference number for this payment, and any 
memo you wish to attach to this payment.  If you want to pay all the invoices and take all of the credits, check the two boxes to select all debits 
and all credits.  If you do not wish to pay all invoices or use all credits, manually check the debits and credits you wish to pay.  Click the Apply 
Credits button to apply all selected credits to the selected invoices.  Credits are applied to invoice with the oldest due date first.  Then click Apply 
Payment to apply the payment to the remaining invoices.  Payment are applied to invoices with the oldest due date first. 

 



If you wish to write off all or a portion of an invoice, enter this amount in the Write Off column.  These amounts will be excluded when payments 
or credits are applied. The write off is automatically posted to Bad Debt. 
 
 

 
 
 
 
 
 
 



Also on this payment screen you have a Legacy tab.  If you click on this tab, you are reverting back to the legacy method of applying credits.  Using 
this method, you select the invoices you wish to apply credits to and drag each credit up to the corresponding invoices until all credits you wish to 
apply have been applied.  Then you apply the payment to the remaining invoices.  In the example below I chose the first credit and drug it up to 
the invoice I have checked until I saw the blue arrow pointing to the invoice I wished to apply it to.  When I let go of the button the credit was 
applied to the invoice.  Click Save and Close to save the payment. 
 

 


