aACE Software

Receiving Payments from Customers

Last Modified on 01/19/2023 11:02 am EST

This guide explains where customer payments can be received. It is intended for general
users.

While the process is similar throughout aACE, you can receive customer payments from
three starting points:

e Start from the order
¢ Start from the open invoice
e Start from a new receipt

For an example of how this feature can help your team, read our feature highlight

Note: Payments using credit cards will attempt to authorize on saving. If approved, the card
will be charged and the authorization code will appear. If the charge is declined, a dialog
appears informing you of the decline. For more details, read about credit card

authorizations and charges (https://aaceé.knowledgeowl.com/help/understanding-credit-card-processing).

Start from the Order

1. Navigate from Main Menu > Order Management > Orders.
2. Usethe QUiCk Search (https://aace6.knowledgeowl.com/help/using-the-quick-search-bar) bar to locate the order

you wish to work with.
3. At the detail view in the Payment Due section, click Add ( g3 ).
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Mewde Edt# Deleted Print/S  Actions A
Order: 60220 ' Highbridge Academy 06/29/22 oreN @
Production Order MBfBG enment Job Costs & Approvals Notices & Tasks [ Emals i Docs &
Bill To * Ship To End Customer + ﬂlﬂiukﬂu & Comments
Custemer (B4l Te) » B 9 cuseneros Ship To Comparry = B 9 sheTyee  Ship Date
Highiridge Academy Highbridge Academy Complete  O7/05/22
Stephanie Medina R — Stephanie Medina R
1144 East Market 5t ate Card Wi 1144 East Market 5t enntory 8
Akron, OH 44316 HBAEx [ Akron, OH 44316
Biling Terms Shipping Terms
et 30
Description Additional Info
Order Thems
Code Deseripeion Quarkity BO 05 S0 Uit Cost Subcots Unit Price Totdl  Margin
TECH-001 L Fr g -+ 1 2,590.71 0.00 2,936.14 2,536.14 1% =~
Subtotal 2,936.14 12%
Adjustrment 0.00
Total 2,936.14 12%
Sales | Billing | Fulfillment Shipping Shipping 24.99 8,00
Qrcar Typst: Payment ACCount RECurTing Transaction > CLrTery Ex Rate Tax ouT 0.00
Production uso 1 2,936.14 11%
3 Payment Due 293614 @
# Dt Al Asgn By AH Asgn To | MH Traciking Status Quote {}

4. Atthe Enter Payment dialog, fill in the payment details and click Apply Payment.

Enter Payment

Apply Payment

Amount Due 2,936.14
Credit Available 0.00
Payment (Amount or Percent) » 2,936.14
Balance after Payment 0.00

Payment Method @ CREDIT CARD () DEBIT CARD () CASH () CHECK () ACH (O WIRE () BILLME () OTHER

Credit Card

Approval Code

Note: By marking the flag beneath Receipt Notes, you can receive the current payment

Receipt Notes

Payment is a Deposit

Cancel Apply Payment

asa dEQOSit (https://aaceé.knowledgeowl.com/help/handling-customer-deposits).

Start from the Open Invoice
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1. Navigate from Main Menu > Accts Reveivable > Invoices.

2. Usethe QUiCk Search https://aaceé.knowledgeowl.com/help/using-the-guick-search-bar’ bar to locate the
invoice you wish to work with.

3. At the detail view in the Receipts tab, click Add ( g3 ).

-
aoe imvoices 2]

Hewsdp Edit # Deete¥ Prints  Acions A

Invoice: 60068 | Berkshire Magnet High School 06/30/22 opeN @
Invoice Details notces £} Tasks [ Emals B Docs
Bill To * Deseription B ©
Custorner (B Ta) > | Contadt >
|Berkshine Magnet High Jack Kincaid
Rocur Transaction > Orger =
60237 | Berkshire Magnet High Additional Info
Cust PO #  Biling Terms  Brvolce Due Pent Expectad
Net 30 o7730/22 7oz O
Invoice Items
Code Description Order Quantity Unit Price Uit Adj Tofal Tax Frofile
= WEBK-CUR Cursive Handwriting Workbook = 60237 30 7.00 000 210,00 OUT -
Subitetal 210.00
Agjustment 0.00 @
| _meesipts | Adjustments  Refunds Totml 210.00
Date Paryment Ref Mema Aot Shipping 0.00 0.00
= Tax ouT 0.00 | | Exempt
Grand Total 210.00
Balance 210.00 100%
o Degt Al Asgn To AK Tracking Status  To Ba Sent a
[

aACE creates a new receipt record, auto-filled with information from the invoice and
related records (see below for details).

‘soe Receipts &
Receipt: 60015 Memo 06/30/22 = eenoing O
Customer Payment Details | Hotices ) Tasks B Emais i Docs
<
Payment Info Bank Info
Campany > Aot Bark Account >
Berkshire Magniet High Schacl q 210.00 a
Pt Method Reference # B customer Credi Card ctification Status Depesit On Deposit Status Batch Bank Rec Stabus > Reconcied
LT
Invoices
Inwice: Date Titie Crder Suggested Balance X Amount Adjustrment Total M
= GD0GE o 06/30/22  Berkshire Magnet High School = 0T = 210.00 210.00 0.00 210.00 ¥
Tatal Alocatisd 0.00 &
Out af Balance 21000 O
Apply Overpayment as Credit 0.00
& Office Al 0| Tracking Status Pt Taken By AH Cancel m
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4. Enter the payment information.
5. Click Save.

Start from the Receipt

When you select a company for a receipt, aACE auto-fills the Invoices section with
information from this company's open invoices. aACE also draws invoice data from child

companies and related locations. This means you may see a number of records suggested in
the Invoices section.

You do not have to process receipts for all suggested invoices. aACE will ignore any listed

invoices that have an Amount of $0.00. You can also manually remove an invoice by clicking
the Delete icon ( % ) at the right side of a line.

1. Navigate from Main Menu > Accts Receivable > Receipts.
2. Atthelist view, click New > Customer Payment.
3. At the new receipt record detail view, select the Company.

Receipts

Receipt: 60017 Chadwick High School INV60006 06/30/22 = eenomnG
Customer Payment Details | Motices Tasks G Emais Docs
L]
Payment Info Bank Info
Compairy > T Bawik Account >
Chadwick High School 0.00
Pmint Method Reference & n Customer Credit Card Deposit On Deposit Status Bakch Bank Rec Stabus > Reconcied
032 O
Invoices
Inwoice Date Titie Crder Suggested Balance X Amount Adjustrment Total M
L= G0006 L D607 22 Chadwick High Schacl » G000 = 545.76 X 0.00 0.00 0.00 X
Total Allacated 000 &
Out of Balance .00
L #  Oifice A || Tracking Stitus Fmnt Taken By AH cancel m

4. Remove invoices and fill in receipt details, as needed.
5. Click Save and Post.
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