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After participating in this session, you will learn ways to: 
 
-Record a down payment for a job 
-Issue a refund check to a client 
-Use an A/P balance to write off an A/R balance 
-Invoice two clients for the same job 
-Create a simple T&M invoice using A/R invoices 
-Customize an A/R report to run billing vs receipts by project manager 
-Voiding a 3-7 progress billing after it’s been paid or been voided 
-Correct way to fix a progress billing 
-Adjusting A/R aging for rounding 
-How to process a bounced check 
-How to write off small balances on invoices 
 
 
Record a Down Payment on a Job 
 
Step 1- Create Receivable Invoice for Initial Deposit 
 
-Invoice Type= Memo  
-Post to Job Deposits; subaccount using Job#/Name  
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Step 2- Enter Cash Receipt for the initial deposit 
 

 
 
Step 3- Enter Receivable Invoice for Job Billing 
 
-Post to income for full amount of invoice 
-Post 2nd line as a credit to Job Deposits account 
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Issue a Refund Check to a Client 
 
Step 1- Create A/R Credit for the refund amount 
 
-Invoice Type = Contract 
-Post to Income Account 
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Step 2- Create an A/R Invoice 
 
-Reference and apply to A/R Credit 
-Invoice Type = Memo 
-Post to Liability Account 
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Step 3- Create Refund Check in G/L 
 
-Post to liability account 
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Using an A/P Balance to Write Off an A/R Balance 
 
Step 1- Select, pay and post a vendor payment to a clearing account 
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Step 2- Post a cash receipt to the same clearing account 
 

 
 
 
Invoicing 2 Clients for the Same Job-  
 
Step 1- Create client with correct physical and billing address 
 
-Use the shipping address field for the secondary billing address 
 
Step 2- Use Form Design to create an invoice that pulls in shipping address field 
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Creating a Simple T&M Invoice using Receivable Invoices  
 
Step 1- Create Parts 
 
-Create at Menu 9-2 Estimating, for Labor and Material 
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-Create a Part for Overhead; complete billing amount 
 

 
 
-Create a Part for Profit; complete billing amount 
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Step 2- Create a Receivable Invoice using parts 
 

 
 
 
Step 3- Modify Receivable Invoice Report and System.Invoice_AR Form Design 
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Customize an A/R Report to run A/R billing vs receipts by Supervisor 
 
Step 1- Ensure supervisor is set up on menu 3-5 job window 
 
Step 2- Modify report 3-1-2 to add selection criteria- Supervisor 
-Select 3-1-2 Receivable Invoice List report and then select desired report 
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-Select “Modify Report” and report writer menu 13-3 will open  
 

 

-Click on   (Define Selection Criteria) 
-Click on A/R Table 
-Under “Fields” scroll down to “Supervisor” and double click 
-Supervisor is now listed on bottom 

 
-Save report and run report entering in supervisor’s employee # in the field 
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Correcting a posted 3-7, Progress Billing  
 
After the progress billing has been paid- 
 
Step 1- Reverse the payment in Menu 3-3-1 Cash Receipts 
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Step 2- Void posted application and make the adjustments, so it re-opens to post 
 

 
 
Step 3- Enter cash receipt 
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If the progress billing was voided incorrectly through 3-2 Receivable Invoice/Credits- 
 
Step 1- Open application in 3-7 Progress Billing and click next at bottom of window 
Step 2- Reverse billing in Current Completed column 
 

 
 
Step 3- Calculate and verify 
Step 4- Submit and post application 
Step 5- Recall and select Options, Go to Invoice 
Step 6- Void 3-2 Receivables Invoice/Credits 
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Adjusting A/R aging report for rounding- mention job is closed scenario 

 

 
 
Step 1- Enter in an A/R credit in menu 3-2 Receivable Invoices/Credits  
-Include the original invoice # in the Reference field as that will allow you to apply the credit 
towards the referenced invoice when saving 
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How to process a bounced check from a client 
 
Step 1- Open 3-3-1 Cash Receipts window 
-Select Paid Only 
-In the Paid column enter in the original paid amount as a negative value 
-Save 
 

 
 
-Create an invoice in menu 3-2 Accounts Receivables Invoices/Credits if you want to charge the 
client any bank charges for the bounced check 
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How to write off small balances on invoices 
 
Step 1- Open 3-3-1 Cash Receipts window 
-Enter amount in the Discount field 
 

 
 
 
Step 2- File and Save 
 
 
 
 
 
 
 
 
 
 
 
 


