
Receiving A Payment

Select Sales Button

The Sales Screen Shows All Sales To Date and Highlights
Outstanding Accounts In Red

Search For Client By

Invoice No Single Client

Click On Drop Down Buttons
Then Double Click On Date

Ranges Required

Click In Check Box
Then Type Invoice No
Into Space Provided

Click In Check Box
Then Click On Search Button

Select Client

OK

All Payments For Chosen
Date Range Are Shown

Select Client And Click On
Payment Button

Payment Form Opens

Press Enter
Key

Client Account Is Highlighted
Then Click On Payment

Button

Highlight Client Then
Click On Payment

Button

Date Range

Client Form
Opens

Enter Payment Media From Drop Down Menu OK

For Multiple or Part Payments Un-Tick Line Item, Enter Payment amount and Re Tick Line Item/s
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