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Direct Bill in the hotel industry refers to
a transfer of guest charges from the
guest folio to a customer account for
collection of payment at a later time.

City Ledgeris a hotel accounting term
which refers to accounts receivable
records typically maintained and
processed in the back office rather thai
in the front office.

Guest Ledgercontains folios. The Guest Ledger balanct
is the sum of all folios. This ledger is considered to be tl
Front Office or Front of the House ledgdf.you receive
advance deposits or if guests pay in advance, your gues
ledger typically will have acredit balance. If your guests
accrue charges which are paid at checkit, then your
ledger typically will have alebit balance. For your guest:
whose charges will be paid by a company or entity to
xEEAE Ul 0611 OAT A A OOAOA
will then transfer from Guest Ledger to City Ledger.

91 6611 OAO Ob AT A DPOI AAOO
handle wholesalers through Direct Bill. You can handle
Ui 60 OxAEOET C &A1 O PAUI AT O

This document will
guide you through
setup andprocedures
for processing your
direct bill guests anc
events.

Whatis a ledger,

anyway?

Al AACAO EO A OAI
which debits and credits have been
posted. Hotel accounting includes
City Ledger and Guest Ledger. Bac
| FEEAA EO xEAOA
Ledger which is dicussed in your
Back Office user guide.
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GENERAL INFORMATION

f ¢KAA R20dzySyid A& YSIyd G2 o6S I 3ASYSNrft 3IFdzARS (2 d
Receivable system. Execu/Tech Systems does not offer acapumgtruction, guidance, or advice of any
kind. Please consult your certified accountant if you need assistance in understaitgileglger direct
billing, accounts receivables, hotel accounting protocols

9 To display reports before printing, go to Fieelect printer > Preview (Print to your Screen):

& Execu/Tech Hotel Management System HOTEL UNIVERSAL |
File Reservations Menu FrontDesk Sales Might Audit Manager/Setup DirectBil Conde Back Office  Time and Attendance System Maintenance Help
[

Special 3 Preview (Print to Your Screen)
Log In P
Room VWiew CheckIn Display Folio PostFolic Check Out Instant House Count Housekeeping

Exit Execu,Tech
Feople/Frofile

Heservations Rooms Room Types

f hyOS @2dz2Q@S aGFNISR SyiSNARAy3I hLISy LGSY tlreyYySydaaxs
GKS OdzaG2YSNRa F002dzyd G2 3ISG 2dzi 2 FoK@omptl ¥ OS @
82dz2Q@3S YIRS Iy SNNBNE aAYLX & FyasgSNIb Fd aayS 2% 0
the secondOKLINR Y LJi = &2dzQ@S FAYAAKSR (KS GNIXyal OlAazy o
so that you can post your next payment.

 TheOdza i2YSNR& o6FtlFy0OS 2y GKS /dzad2YSNI 5SGFAf w
lfaz2x GKS OdzaG2YSNRa olflyO0S 2y (GKS 5AaLXxl e |
screen should be the same. They can get out of balanweimvays: you escaped out of the open item
payment screen prior to finishing (see above note); or your network connection was lost at a critical
moment. If an account is out of balance, you can correct it by following the directions on the document,
ARFixing out of balance accounts.mifgo tohttp://www.execu-tech.com/support.aspand select
Technical DocumarLibrary.

f LT @2dz ¢62d2 R tA1S (2 LIHz2NOKI &85 -gieu@ifingrotrénd Baéning A NB O
please emaisupport@execttech.comor phone 856747-0581.

LJZ2 N.

S
002 d

.\/,,
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SETUP

Direct Bill / City Ledger Control File Set-up

1 Statement MessageSelect this option to add or change the default message that prints on customer
statements. You can create up to five messages: for current accounts,-flay@d accounts, for 6@lay-
old accounts, for 9@ay-old accounts, and for 12@ay-old accounts.

9 Transaction Codeshis is where you go to set up codes for each transaction. T is a required code and
should already exist unless you removed(i.represents charges transferred from Guest Ledger at night
audit for each DB payment type posted to a folio.) Each code may have up to four characters and the
RSAONARLIIAZ2Y YI@& 068 dz2J 62 on OKINI OGSNBRO® [ SI &S |a!
dzy t Saa @2 dzQNB dza A y dng BackOQffice) I§aveithe Sidfieldsdlark fordrandactiorNdBde dza
¢ aAyOS GKA&A D[ SyYyGNrRSa gAtf 0SS ONBldpthmal. FNRBY FNRY

f Invoice Distribution CodeFhese codes are not used for Direct Bill transactions. YoQdony SSR ( KSY
& K 2 dizisR tfign unless advised by Execu/Tech.

9 Data DictionaryThis is where you can add certain additional fields toGlistomer Setugcreen.

lim============ STANDBRD—————————————— B Dem==————=== USER DEFINED-———————————— *
MNAME DESCRIPTION NAME DESCRIPTION ITEM SEQ
1. HNAME CUSTOMER NAME..... 1. CONTACT CONTACT NAME...... 01 01
2. FPAY FAY. NUMBER 03 02
3. 00 03
4. 00 04
o 00 05
6. 00 06
Vo 00 07
8. 00 08
9. 00 09
10. 00 10
11. 00 11
12. 00 iz
13. 00 13
ITEMS: 1-2: 20 ch. alpha 10-11: 7 ch. num.
3-4: 10 ch. alpha 12-13: § amount Ook? ¥ (Yes, (1-13)
5-9: 2 ch. alpha

You can add up to 13 additional items. Items 1 and 2 ateh2@acter alpha fields; items 3 and 4 are 10
OKIF NI OGSNJ I f LIKI FTAStRazX SioOo I f LK FTAStRa OFy [6S
not calculations.NAMEs the name fothat field. This will be used in the Report GeneratbESCRIPTION
is what will appear on the customer setup scre¢hEMis one of the 13 item choicdisted at bottom left

SEQ is the sequence in which you want the itetiistoon the customer setupcreen. You cannot move an
AGSY 2y0S 22d2Q@S | RRSR Al o0dzi &2dz Oy RStSGS AdG o

.;?.
L 4
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T

Direct Bill / City Ledger Customer Setup

)l
)l

1

(T OA1T 0O0OAT EOI A A iIMAnageatbidl OGostrol Eil® Aeitings

1

Ny
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Back Office. This refeto the terminal to which you want to send the GL transactions created from city
f SRASN® hiKSNBA&aSsE tSI@S GKAa d mo [SH@S6 daS

v
can be filled in as you wish, but typically are not used in ratebunting.AnswerYi 2 a! t € 2 ¢ 2 LISY

AnswerNGi 2 a! ft2¢6 olFftlyOS FT2NBI NRKE
Rebuild Name Cross Referen@aly do this when advised by Execu/Tech.

Go to Customer Processing > Set up customers.

Enter a valid customer code, up to 10 characters. This is the code which the Front Desk and Reservations

staff will use when entering an account code for DB payment guests. Enter the customer name and
address as you would like them to print on statemenEnter a 1@ligit phone number with no
punctuation. For Account type, enter the lett® For Active account, ent&for N depending upon
whether this account will be used for direct bill customer processing. AngweN to charge late fees.
Late Ees typically are not charged. If you wish you can enter the email address and contact name for this
F O002dzy (i @ 2 KSYy @2dzQNB FTAYyAaKSRI OfA0l {I @So
You can add additional fields to the customer screen by usin@#te Dictbnary.

Parameter Recorth y (G KS NAIKG aARS 2F @2dz2NJ AaONBSys (KS a
terminal (ky 0 € ® 9YGSNI GKS GSNXAYLIt vy dAfie©dBaddbilf ttahkhctioksS O 2
that are created at night auditThe DB transactions transferred from Guest Ledger to City Ledger will go to
GKA&d RSAAIAYIGSR GSNXYAYyLFE a2 GKFIG GKS ' kw LISNBR2Y

Y LS

terminalnumd SNE 221 |G GKS o02602Y 2F &2dzNJ 9 ESOdzx ¢ SOK

y dzY 6 S NJp L 2dzQf f dzaS 2yfteé GKS aSO2yR ydzyo SN L¥
for assistance.

Parameter Record Print OptionsClickthe Print Options button at the bottom of the Parameter Record
aO0ONBSy o Ly G4KS FASER F2NJ da. |l FEFYyOS (2 LNARyld 2y
PaymentCodes 2dz YSSR G(KS 1230Sf LI eySyidi O2RS 5. o ¢ KS

intheDSYSNI f [ SRASNI AYTF2NNXI A2y dzyf Saa @2dzQNB dzaAly3

to another accounting system, consult your Execu/Tech documentation for the interface parameters.
Fields 5 and 6 are optional. Field RisLeave field8mm o0 f | y{ ® CAStR MHZI 64! f f
Ffft26Ay3 | O02YYSyid (2 06S SyYyGdSNBR ¢KSy | 5. LI eY

should be settordzy' t S&da @2dz R2y Qi ¢l yd @2dzNJ CNRyd 5Sail FyR
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PROCBURES

Hotel and Execu/Suite Procedures z Individual Guest Folios

T

Reservations:TheGuarantee Codshould beDB. TheAccount no.will be the direct bill account code for

(iKA&d OdzG2YSN® LT 22dz RRYW QiiK§ y@'s0 GKal up 002 dz/ (F 02 R

customer by namelf the guest is to pay his/her own incidental charges, ansviterSplit Folio.

Front Deskc Check in On the checkn screen he Type paymentshould beDB. The credit limit is up to

you. This can be established peegtior you can establish a policy through the DB payment code setup in
the Manager Hotel Control Files setup merAccount no.will be the direct bill account code for this

Odza (i 2 YS NI LT &2dz R2YyQAYy| VKE aKOSOelaihday disben2rR § 5 f
by name.If the guest is to pay his/her own incidental charges, ansyiterSplit Folio. Enter the

appropriate payment code and credit limit for the secondary folio.

Front Deskc Check out:Go to Check Out and enter the roomnumdbe 12 6 S OKSO1 SR 2 dzi
automatically to the Post charges/payments scre@hecodeshould beDB. This will be the default if DB

was the code entered at reservation and chétk Press <Enter=Referencewill be the customer code.
Press<Enter> through the comment field. The amount will be the folio balance to be charged to this
Direct Bill customer. This amount will automatically populateAngountfield. Simply press <Enter> to

continue. If you wish to enter a differentamount, ysu- @ R2 &2 @ L 2dzQf f ySSR

payment code to the remaining balance if the full balance is not charged to the DB customer. If the guest
has a secondary folio, you will need to zero this folio as well with the appropriate payment code.

Night Auditt hyS 2F (GKS aaGSLA FFAEGSNI bAIKG ! dzRAG wS2NHI
When this is done, transactions will be generated in City Ledger for the DB postings done that day. Each
DB posted for each customer in front desk wdst aTOK F NAS Ay (G KS I LILINE LINR I
happens behind the scenes. Nothing will print. NOTE: Do this step only once per day.

Hotel and Execu/Suite Procedures z Groups and Master Folios

T

Group SetupGo to Reservations Menu > Reseroas Operations > Enter/ Change Group. Click/Check

G LI @ YFAGSNI F2tA2 G2 NBaSNUIFIGA2YyEé AT @2dz o6l yi
IANR dzLk O2Y LI yeQa | O02dzy i o I £ A O1 FiDiKtBeytoupdrdriiBan G S Y
as usual. EntdbBfor Type paymentand enter the customer code féccount #.

Reservations:When prompted, enter the group code for each reservatibmeGuarantee Codshould be

DB TheAccount nowill be the direct bill account code forthi Odza G 2 Y S NIp L¥ &2dz R
code,typelAy GKS a! O02dzy i y2dé FASftIRheguRstic® gay hislzedovinK S
incidental charges, answafto Split Folio. Enter the appropriate payment code and credit limit foeth
secondary folio.

Front Deskc Check in:On the checkn screen thelype paymentshould beDB. The credit limit is up to

you. This can be established per guest or you can establish a policy through the DB payment code setup
the Manager Hotel Contrdtiles setup menuAccount no.will be the direct bill account code for this

Odza G 2 YS NI LT @2dz R2YQAY]1 VRS GKOOROGHAdzy @ dO2RES

Ny
4
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by name.If the guest is to pay his/her own incidental charges, ansyiterSplit Folio. Enter the
appropriate payment code and credit limit for the secondary folio.

1 FEront Deskc Check out:Go to Check Out and enter the room number to be checked Wlhe guest has
a secondary folio with a balanceyzQf £t 6S Gl 1Sy Ftdziz2YFdAOrtte G2
codeshould bethe payment code for the secondary (incidental) folio. Process the ah#cks usual.

1 Close the Master Foliddnce the guests have checked out and all appropriate esangve been posted to

the master folio, close the master folio. Go to Check Out > Close Master Folio and enter the folio number.

The payment code will b@B.

f NightAudit LG Qa F 322R ARSI F2NJ 0KS yAIK(G | daeksure2 NI G 2
charges are being posted according to your wishes. One of the steps after Night Audit Reorganize is
G/ NBFGS DSy [ SRISNk 5ANBOG . Aff t2adAy3aéo 2 K 8§
for the DB postings done that dayadh DB posted for each customer in front desk will postharge in
GKS FLILINRPLINRFGS Odzad2YSNRa | O02dzyi o ¢ KAa KI LIS
step only once per day.

NOTE: Adjustments and corrections should be done withifolio at Front Desk rather than within the

Direct Bill customer account. This way, everything will stay in balance. If the guest has already checked out,
you can open a master folio for the correction. Make the correction, and then make the appropiB

LI 8YSyid G2 1T SNR 2dzi GKS F2tA20 ¢tKSy 6KSy G(4KS bA

GKS FLIINBLINARFGSR GGNXyalOtazy gAff LkRad G2 G§KS Odz

7 A

DB is gpaymenttype to a folioin the front office. However, the transaabn is achargeli 2 i K Odza G 2
account. The charges are transferred frayuest ledgetto city ledgerand are still due.

Direct Bill Procedures

9 Print and Update Transaction BatcBach transaction generated from Night Audit for DB payments will
appear i a batch on the terminal designated in tRarameter RecordToreview the batch prior to
updating it, then answeNo(il 2 & 52 @&2dz gAaAK G2 dzZRIGS oF G§OK
updating it, and then print it again answerigsi 2 dzLJRF S F FGSNJ 22 dzQP3S NB DA
the batch on your screen by goingEmter Transactionsin addition to updating the night audienerated
transactions, you need to update any manual entries you pAstample batch printout is dhage 13

9 Enter transactionsso to Direct Bill > CustomBrocessing > Enter transactions to view your current batch
or to enter new transactions. The preferred method of making corrections or adjustments is to post them
into a folio at Front Desk and then posting a DB code into the folio. However, thereenagumstances
in whichto post charges directly into City Leddger ! F (i S N9 & (& $INJI& (ENIESySd: vidiowivally & £
open. Any items in the current (not updated) batch will display. In the illustration below, the first three
itemsweretransferred from guest ledgdr ¢CKS FT2dz2NIK AGSY g+ a Yl ydz ff
fourth item is a credit. Again, you should post this type of correction or adjustment in front desk, but if

Ny
4
PageB of 23
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you wish to post it directly intoity ledger, this is the proper way. The first column is@istomercode.
Press <Tab> to advance from field to fieldipewill be C for Charge or A for Adjustmei@odewill be one
of the transaction codeyou set up in the city ledger control fileEnter theAmount. Reference on items
generated at Night Audit, will be the folio number followed by the transaction sequence for that folio.
Commentwill be the room number followed by the guest name. @msactions you post manually, you
may enter a Reference and Comment of your choosing. When you get @ibelumn, make sure to

LINBaa f¢koph F3IAFLAY G2 al @S GKS SyiNRo . 2dzNJ OdzNA
selectExitat the top left of your window. If you wish, you may return to the batch to review your entries.
LF &2d2Q@3S YIRS 'y SNNBNJAY | YlydzZZft LRadAy3as &2

change a customer code once it has been entered. You neistiedthe line and reenter it. If you see an

error in a transaction that was transferred from front desk, the correction should be made in the folio and

GKSY F 5. LIe&YSyid LRaiSR (2 27 Fiépsteyouribach 2 KSy @& 2
BATCH: 00004
TERMINAL: 1

Amount |Reference Comment

1 OB C | 102908 | T 110,00 | 01007-0001 207 KNIGHT, KAREN
2 OB C | 102908 | T 110,00 |01008-0001 209 -SMITH, SARAH
2 B C | toza0a | T 110.00 | 01012-0001 214 -DOUGLAS, DAVID
7 B C | 102908 | T 410.00 | 010120001 214 -DOUGLAS, D/CRED v
[
Display account detaTo@A S¢ | Odzad2 YSNRa | 002dzy it RSGFAfT X 32

SAALX & | O02dzyi RSGFAT® 2dz YHe GASE dzy LI AR AV

beginning date. Enter the thin the following format:. MMDDYY or select the date from the calendar. To
view all activity regardless of date, press <Enter> or click OK at the date prompt.

g DISPLAY ACCOUNT DETAIL HOTEL UNIVERSAL = IDIiI
Customner code; I"’"BE

Mame: [&BC COMPANY
Address: [222 MAIN 5T

I Date first entered: I

JATLANTA, Ga 40222 Diate last activity: |5£1 7/90
Phore: I """""" Drate lazt payment; I'ID’GD-"'D8
DATE TvFE REFEREMCE CODE COMMENT AMOUNT PalD
10/259/08 CHGEE 01007-0001 T 207 -ENIGHT, EAREN 110.00 110.00 ﬂ
10/29/08 CHGE 01008-0001 T 209 -SMITH, SARZH 110.00 110.00
10/25/08 CHGE 01012-0001 T 214 -DOUGLAS, DAVI 110.00 .00
10/29/08 CHGE 01012-0001 T 214 -DOUGLAS, D/CR 110.00- .00
10/30/08 PMT = PLYMENT 220.00-
Balance Due: 160.00-

.\/ J
L 4
L Paged of 23
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Direct Bill Open Item Payments

1

4 OPEN ITEM PAYMENT ENTRY HOTEL UNIVERSAL

Normal payment on invoices(Go to Direct Bill €ustomer Processing > Enter Open Item Payments. Enter
the Customer code. Each open item will display. Open items are all items/invoices that are unpaid,
partially paid, or overpaid. Enter the payment date. Enter a valid payment code fromatisaction
codesyou set up in the control recoror type/ to process a credit card through ShiftEor reference you
may put a check number or reference of your choice. However, if you re processing a credit card
transactionthrough Shift4 leave the reference field blank. Enter the amount of the paynitneiss
FIOYUSNRpHO® 2dzNJ OdzNE2NJ gAft Y2@S (2

5

=10l x|

Exit |

ABC COMPANY

Balance: |22D-':":'
Applied: I
Unapplied: I

UMPAID IMWVOICES

10/23/05

214 -DOUGLAS, DaVID
214 -DOUGLAS, D/CRED

Customer code:; I-"—‘NBE 4
Fayment date: I'I':B':“:"3

01012-0001

10423708

LY B2A0S8kas|

Fayment code:
Feference:

Payment amoLnt:

P
IEK f4443
|-22D.EIEI

Ihvnicedzeq to pay:

Invioice number:

[vioice date:

Invioice amount;
Faid:
Unpaid:

Amaunt bo pay

thiz invoice: I
U=undo payment
Ok7 Y AM:

okrremy |

Click item to zelect! deselect. 'Ok’ Box when done

/| fA01 SIOK Ay@2A0S (2 LIeo L¥ GKS&QNB
They do not have to be sequential. You can simply click the ones t@pscted invoices will turn blue as
shown above. Ifthese arethecoBdi Ay @2A O0S&>X Y2@0S &2dzNJ Y2dzaS (2
click. The lines will turn red.

PagelOof 23
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The amount of the payment applied to invoices will display in&ppliedfield at top left and any amount

unapplied will display in thelnappliedfield. The full payment must be applied. If all invoices have been
aSt SOGSR YR GKSNBQa aiGAatt Iy dzyl LILX ASR | Y2dzy (3
if that invoice becomesverpaid When the payment hakeen fully applied press <Enter>. Your cursor
will move to theOKprompt at the bottom of the screen. Press <Enter> if everything is correct. Your
cursor will then move to Customer Cosle that you can process the next paymeht¥ & 2 dzZQNB T Ay

smgf @8 Ot A01 9EAG 2NJKAG f9a0PF 2y &2dNJ 15862 NRO®

simply answeN at the OKLINE Y LJ{ & L 2dzQf £ NBGdzNYy G2 (GKS [/ dzaG2Y
=/
E xit |
ABC COMPANY
Balance: |220.00 UMNPAID INWOICES
2pplied: |22D.DD 5 )
i I— 1] ooo1
Unapplied: /.00 01008-0001
e 01012-0000 | 10429008 |214 DOUGLAS, DAVID _
Customer code: JBEC ENN 01012-0001 | 10/29/0% | 214 DOUGLAS, D/CRED 110.00-

Papment date: [10soos
Payment code: P
Reference: W
Payment amount: 22000

lrvoice/zeq to pay: I —d

Invoice number: I—

Irwoice date: I—

Ivoice arnount: I—

P

Unpaid: I—
Amount bo pay

this invoice: W
J=undo payment
Ok [N

Ok [N lﬁ_

| Click. item to select! deselect. 'Ok’ Box when done

2 KSy @2dzQNB T A yupdafe SorrbatddlS YSY o SNJ G 2

,\/),
’j Pagellof 23
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1 Payment on items including a credit invoic&o to Direct Bill > Customer Processing > Enter Open Item

Payments. Enter the Customer code. Each open item will display. Open items are all items/invoices that

are unpad, partially paid, or overpaid. Enter the payment date. Enter a valid payment code from the
transaction codeyou set up in the control recoradr type/ to process a credit card through Shift&or

reference you may put a check number or reference of your choice. However, if you re processing a cred

card transaction through Shift4 leave the reference field blank. Enter the amount of the payRress
FIOYUSNpHO® . 2 dzZNJ YO@NBA@NG HIIf {0 2 2188 i@ alLd KA a
is more than one credit invoice to apply to this payment, you must select each one separately.

Q OPEN ITEM PAYMENT ENTRY HOTEL UNIVERSAL
Exit |

B alance: |22':'-EIEI

=10 x|

ABC COMPAMNY

UMPAID INWVOICES

Applied: I Irvoice [ ate Dezcr IFvce-tmt | Amt-Paid
Urapplied: I— 01007-0001 | 10/29/08 | 207 -KMIGHT, KAREM 110.00
: 01008-0001 | 10/29/08 | 209 -SMITH, SARAH 110.00
010712-0001 214 DOUGLAS, DaVID 110.00

0707 2-0001 214 DOUGLAS, DACRED 110.00-

Customer code; [ABC

Payment date: IW
Payment code: IF'—
Reference: W
Payment amaunt: IW
Irrenicedseq to paw I—

GAY

|nwoice number:
Invoice date:
|Fvoice amount;
Faid:

Unpaid:

[ioTzomT
T
B
[oo
T

Amount ko pay

thiis irvoice: I'1 10.00

U=undo payrment
Ok? [/

akzpey |

| Click item to zelect! deselect. 'Ok’ Bowx when done

The invoice you select will turn bluas shown in the illustration abov&eturnyour cursor to
GLYDP2A0SKk{SIlj 2 LI e&¢ FyR OfA0]1 2yO0OSo
<Enter>. Your cursor will then move to the fir€IKpromptwhich defaults toY. Press <Enter> again. The
line will turn red and ydzNJ OdzNE 2 NJ g A f £ NBGdzNy G2

Pagel2of 23
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After you press <Enter> at the fit@Kprompt the line (invoice) you select will turn red and your cursor will

NBGdNY G2 aLy@2rA08kasSl G2 LIa¢od
i

E xit |

Balance: |33U-UU
IUnapplisd: |33':'-|:":|

ABC COMPANY

IMPAID IMYOICES
Diezcr
207 -KMIGHT, KAREM
209 -5MITH, SaRaH
214 -DOUGLAS, DaVID
214 -DOUGLAS, D/CRED

[rvoe-bmt | Amt-Paid
110,00
110,00
110.00
110.00-

Date
10/29/08
10/29/08
10/29/08

Invoice
010070001
01 008-0001
0101 2-0001
0707 2-0001

Cugtomer code: 110.00-

Fayrment date:

Fayment code:

Reference:

Fayment amaount;

Inwolcedseq ta pay:

|nwoice number:
Iwoice date:
|Fvoice amount;
Paid:

Unpaid:

[ioTza0T
T
T —
T
R

Amount ko pay

thiis irvoice: I"l 10.00

IJ=undo payment

Ok [N IY_

okzrem: |

Click, item to zelect/ deselect. "0k’ Box when done

Remember to select each credit invoice one at a time, prosgssich as showrOnce you haveelected each
credit invoice for this payment, you carow select the rest of the invoices to apply. You can select them all at
once, either by clicking each or by clicking the first one and dragging the mouse to tBeylaStd hyOS &
““““ GKS NBYFAYAY3d Ay@2A0Sas OftAaA0] Ay GKS alL
shownonPagel0. 2 KSy & 2 dzQNB T A yupdai SoRrbathNB YSY o6 SNJI (2
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Execu/Tech Systems Direct Bill/City Ledger User Guide

1 Partial payment on invoicesiGo to Direct Bill > Customer Processirignter Open Item Payments. Enter
the Customer code. Each open item will display. Open items are all items/invoices that are unpaid,
partially paid, or overpaid. Enter the payment date. Enter a valid payment code framatisaction
codesyou set up in the control recoror type/ to process a credit card through ShiftEor reference you
may put a check number or reference of your choice. However, if you re processing a credit card
transaction through Shift4 leavae reference field blank. Enter the amount of the paymeb not
enter the invoice amount; enter the amount that the customer is payiRgess <Enter>. Your cursor will
Y2@3S (2 4Ly @25lecttrednBdice di ipvoitads fdrihid paymeB@ontinue as showon Page
100LT @2dzQNB LI @Ay3a Y2NB GKIy 2yS Ay@2A0Ss &2dz
each, or you can simply select them all at once and let them system apply payment beginnitige iitst
one selected and continuing until the payment has been fully applied. The partially paid invoice(s) will

continue to show as Open or unpaid until full payment has been applied.Sy & 2 dzZQONSE FAY A &KS

to update your batch

1 Overpayment on invoicesGo to Direct Bill > Customer Processing > Enter Open Item Payments. Enter

the Customer code. Each open item will display. Open items are all items/invoices that are unpaid,
partially paid, or overpaid. Enteiné payment date. Enter a valid payment code fromttla@saction
codesyou set up in the control recoror type/ to process a credit card through Shift&or reference you
may put a check number or reference of your choice. However, if you re processing a credit card
transaction through Shift4 leave the reference field blank. Enter the amount of the paymerniot

enter the invoice amount; enter themount that the customer is payindlress <Enter>. Your cursor will
Y2@S G2 4Ly @ 2SelécbthednSoice di iBvoitds fdrdhid payment. Continue as sbovidage

100LT 282dzQNB LI @Ay 3 Y2 NBectiedch igvoi® yrid at & §ié 2appliSgspaytnéntio OI

each, or you can simply select them all at once and let them system apply payment beginning with the
one selected. Make sure to look at the top left for tieappliedamount. You will need to fiy apply all

of the payment. If the payment is more than invoices, you will need to overpay an invoice by applying the
unapplied amount to an invoice. Theerpaidinvoice(s) will continue to show as Open or unpaid until full

payment has been applied. KSy @& 2 dzZQNB T A yupdafe gorrbatddBE YSY o SNI G 2
Y Redistributing paymenttoinvoicest ¥ G KS Odzai2YSNJ KIFa | 1T SNB ol f

need to redistribute payment. Go to Direct Bill > Customer &ysiag > Enter Open Item Payments. Enter

the Customer code. Each open item will display. Open items are all items/invoices that are unpaid,
partially paid, or overpaid. Enter the paymentdateKS LJ @ YSy i O2RS R2SayQi
actuallyreceiving money but this is a required field. You can eRtarCKfor example. The payment
amount will be 00.00 (zero)t N3 &aa f 9y G SNpH® 2 dzNJ O dzNA Afkkkrédvef €

5

any credit invoices, pay those first, as showrPeme 12L F & 2 dzZQNB NB RA & ( N&nd dzii A

underpaid invoices, process themstswnon this page.Youneed to fully apply all of the payment.2 dzQf f

use this method for applying payment to credit invoices and thairesponding original invoicedVhen
@ 2dzQNB T A YA a KBRSYouNEBt¥hS Y6 S NI (0 2

( 77?\
L 4
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Execu/Tech Systems Direct Bill/City Ledger User Guide

f Applying payment to credit invoicest ¥ G KS Odza G2YSNI KFa T SNB o6t yoO:
need to redistribute paymentThis is discussed in the previous sect®n,to Direct Bill > Customer
Processing > Enter Open Item Payments. Enter the Customer code. Each open item will display. Open
items are all items/invoices that are unpaid, partially paid, or overpaid. Eméepayment date. The
LI 2YSyd O2RS R2SayQid YFGGSNI aAyOS &2dzQNB y24 | Odd
can enterPor CKfor example. The payment amount will be 00.00 (zero). Press <Enter>. Your cursor will
Y2@S (2 aig Jeyo@rdudtapplyj payment to credit invoicesshown oPage 12L F & 2 dzQNB
redistributing payment for overand underpaid invoices, process them as showRdge 14 You will
need to fully apply all of the payment.

ABC COMPANY
Balance: |00 UNPAID INVDICES
Applied: I g Invce-dmt  Amt-Faid
u I_ 1 MO02-0000 | 10/23/08 | 214 -DOUGLAS, DAVID [110.00
ERpC PRl 010120007 | 10/29/08 | 214 DOUGLAS, D/CRED  |110.00

Customes code: IEE
Pagment date: |103008
Fayment code: IP
Reference: IF‘ED'E-
Payment amaunt: I-m
Irvecice/s2q to pay: I

In the above illustration, the customer has an original invoice and a credit invoice in the same amount.
These will continue to show up as open unpaid items until payment is applied even though the customer
has a zero balare. To fix this, a zero payment will be applied to both invoices. Follow the applicable
instructions on the previous pages beginningRage 102 KSy & 2 dzQNB TA yupda€SRI NBY
your batch

1 Crediting a payment:Go to Direct Bill > Customer Processirignter Open Iltem Payments. Enter the
Customer code. Each open item will display. Open items are all items/invoices that are unpaid, partially
paid, or overpaid. Enter the payment date. Enter a valid payment code fromatigaction codegou set
up in the control recorar type/ to process a credit card through Shift&or reference you may put a
check number or reference of your choice. However, if you re processing a credit card transaction throug
Shift4 leavehe reference field blankWhen entering the amount of the paymenttype ac (minus sign) in
frontof the numbert NBaa f 9y i SNH . 2 dzNJ OdzNA AfNdu downbtee e FS | 2
invoice(s) which you need to unpay, enfef 2 NJ QS W BRI (2 LI &¢ G2 GASs | f
continue processing, following the applicable instructions beginningame 10.2 KSy & 2 dzZQNB T A y A
remember toupdate your batch
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Reports and Statements

9 Transaction Batchyour transaction batch should be updated daily when possible. We recommend
updating the batch the morning after night audit has created transactions from Front Desk DB postings an
after manual postings in City Ledger sashposting Open Item Payments. Follow instructionBage 8
A sample batch printout is shown below. Make sure to save this printout. This is your only record of
specific invoices paid by a specific payment.

AMOUNT COUNT ERROR: AMOUNT COUNT
f CustomerAged TrialBalancé KA & NB L2 NI LINAyda | fAadG 2F Odzad2\
- CUSTOMER AGED TRISL BALANCE

Enter the dates as shown at

. . . Enter report 'as of' date [MMD DY) |100108
right. The ageing dates will

default in onemonth E niter first [latest] ageing date [MMDDYY); |90
increments as shown, but you Enter second ageing date (MMDDYY), |B0108
can enter any prior dates you Enter third (oldest) ageing date (MMDDYY). [70108

wish. If you wish to print only
one custome, you must sort
by customer code rather than
by customer name.
Click/select the last three
criteria as you wish.

£ Sort by custamer name

" Sort by customer code

Beginning custamer code; I
Enditig custamer code; I

[™ Prirt zero balance accounts
[ Print delinquent accounts only

W Active accounts only

Pagel6of 23
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SampleCustomer Aged Trial Balance:

T
HOTEL UNIVERSAL

DATE PRINTED: 10/31/08 ~n m 4 a o " - n T RT ey R AR A

DATE PRINTED: 10/31/08 CUSTOMER AGED 1RIA BALANCE PAGE:

R el LU e

TIME PRINTED: 13:15 AS OF: 10/01/08

> 0
o ™

AACAIINT E ATICTAMDD M2 DUAN
ACCOUNT # CUSTOMER NAME PHONE
T B AAMDAMY e A
HnoL ABC COMPANY v
AYD DTAANM DDDoC ~
AX AMERICAN PRESS @  ========w=w=- 0
nnn 5 AAMDAN o e_2 s
BBB BBB COMPAN 504-555-4444 0
" " 0
Ul 1 | \ -
600.00- 500.00- 100.00-
VD mAmAT & AN AN - 0N
NG VIALS oUV. VU= JUV. VU= AUV UV { Y

1 Customer DetailGo to Direct Bill > Print Customer Detail. You can print this report by cust@amer or
customer code (this is the order in which the customers will print on the report). If you want to print detail
for one customer only, select Code. The following screen will then display:

— Print Cugtomer Detail

Enter beginning date.............. [rARA DD I'I oo1oz

_ e Enter the beginning and
Enter ending date................. [k D D) ending dates in MMDDY

format. Ifprinting by

Enter beginning customer code... <Enter:=all: I-":"-BE customer code, enter the
Enter ending custorner code...... <Enter:=all: |-":"-E': beginning and ending
customer code to print, or
Frint [Clharges.[Flayments [&]djustments, < E nter: =all; I press <Enter> to print all
customers. Select the
E nter charge/papmt code to printdinclude <E nter: =all: I transaction types to print
by entering C, P, A, or
Print cuztomer tatalz only’? [les, [M]o: IN pressing <Enter>. To view

a specific code (such as

Print DMLY custamers with balance due? [v]es, [M]a: IN CK) only, enteritat code.

Answer Y or N to the
Show OMLY customers with detail to print? [ves, [M]o: IN . .
remaining questlons
depending upon the
Continue? [es, [M])o: IH P gup

report you want.

,\/ J
/?
< Pagel7of 23
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SampleCustomer DetaiReport

o BOTRN
DATE PRINTED:

R DS
TIME PRINTED:

~rIEmAMD
CUSTOMER

e R R I

Anm AN AR TIIETMDUTE Al
V.UV ADJUSTMENTS: .00

mmetr BAATAVMAR. 1£0 AN i a0 AN 2R Trram . nn
PREV BALANCE: 160.00- CHARGES: 220.00 ADJUSTMENTS: .00

1 Open Item Statement¥ou can send statements monthly or at the interval of your choosing. The Open

ABARE. BON I S A
PAYMENTS: 220.00- BALANCE:

m
—
on
=3
p-

'

et
o
)
<

]

Item Statements willist eachopen item, including unpaid, overpaid, and partially paid invoices. The
statement also will print the total new charges and the total payments since the last statement.

~ CUSTOMER OPEM ITEM STATEMEMNTS

Enter 'LAST STATEMENT' date [MMDLD™):
Enter BEGIMMING INYOICE' date (MDD |33008

Enter statement ‘45 OF' date (MDD (103108

Enter ztarting account number, <Enter:=all: I
Enter ending account number, <Enter:=all: I

[ Prirk zera balance accounts

[ Print PAST DUE' messages

Print Statements | E mail Statements Cancel

wptr{e {¢!¢9a9bc¢ 5
0KS RIFIGS FTNRY 6KA
a a0 G Swilkgldulate. Leave

. 9DLbbLbD LbzxhL/
you want to show only open items. If
you want to show open and paid itemg
SYGdSNI G6GKS 0S3aAyyA
RFGS oAttt LINRARYyG |
If you wish to print a specific account,
enter that account mmber. If you wish
to print all customers, press qter>
through the starting and ending
account number field. Theyou can
click/check to print zero balance
accountsand/ioct ! { ¢ 5 9 Q
messages. Youmramail the
statements or print them.
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SampleOpen Item Statement:
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