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When an account has been set up for a
POS customeryou will post an A/R
CHARGE as payment for the POS ticke
when you close the ticket.

A Direct Bill Accounts Receivable system will allow

you to transfer guest or customer charges from point

of sale so that you can process them from the back
office. When you post an A/R CHARGE in POS, a
OOAT OAAOEI T EO AOAAOGAA EI
Receivable account. You can then send statements to
the customer and post payments from the customer.

) £ Ul 06 0A OOET ¢ %@AAOT4AA
System, General Ledger entries will be created for you
as you update your A/R batches.

This document will
guide you through
setup andorocedures
for processing your
A/R CHARGE point
sale tickets.

Aledgld EO A OAIT T E¢
which debits and credits have been
posted. The Accounts Receivable
sub-ledger includes charges
transferred from POS when tickets

are closed to A/R CHARGBack
| FEEAA EO xEAOA
Ledgerx EEAE EO sdb O
ledgers.which is dscussed in your
back office user guide.

Accounts Receivables contains separate customer accounts for
companies or individuals who have established credit with your
company so that you can bill them and collect paymextta later time.
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Receivable system. Execu/Tech Systems does not offer accounting instruction, guidance, or advice of any

kind. Please consult your certifiedcacintant if you need assistance in understandiity ledger direct
billing, accounts receivables, hotel accounting protocols

f ¢KA& 3IdzARS FLILX AS& (2 9ESOdx ¢2dzOKun LIRAYyG 2F &l €S
OESOdxk { dA (1 SK® t AF| BRdzZNR t B2 dzNJ 9 ES Odzxk ¢ SOK LINR LIS NJj &
the Direct Bill Guiddisted with Execu/Suite Hotel Management User guiddgtat//www.execu-
tech.com/userguides.aspx

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

& Execu/Tech Hotel Management System HOTEL UNIVERSAL |

S 4
/T‘
L/
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File Reservations Menu FrontDesk Sales Night Audit Manager/Setup DirectBill Condo Back Office Time and Attendance System Maintenance Help
1

EECedgii =gl  Select Printer

Special 3 Preview (Print to Your Screen)
Log In A

Exit Execu/Tech
Feople/Prafile

DEER G

Room View Checkin Display Folio Post Folio  Check Out Instant House Count  Housekeeping

Reservations Rooms Room Types

Your main screen may look different than the one shown above. If yaidadaster Menu when you log
2y 02 9ESOdx ¢2dzOKZ 3J2 G2 a{ St SO0 tNAY(HISNEO®

hyOS @2dz2Q@S aidlNISR SyYyGSNAy3a hLlSy LGISY tleySydaax

GKS Odzali2YSNRa I 002dzyid G2 3ASG 2dzi ®BSOK@omptl I OS @

82dz2Q@%S YIRS Iy SNNBNE adAYLX @& yasgSNIb i yvayS 27F i

the secondOKLINR Y LJi = @2dzQ@S FAYAAKSR (KS GNIXyal Olrazyo
so that you can post your nepayment.

¢tKS Odzali2YSNRa o6lflyO0S 2y GKS /dzadi2YSNI 5S4l Af wSL

lfaz2r GKS OdzaG2YSNDRDa olfly0S 2y (GKS s5AiaaLxXle 1 0OCQ
screen should be the same. They canaigtof balance in two ways: 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 directioreatotument,
ARFixing out of balance accounts.mifgo tohttp://www.execu-tech.com/support.aspand select

Technical Document Library.

LT &2dz 62dZ R fA1S (G2 LIzNDOKLI &85 -atet@ifingxotrénidee Sadnindgg A NB
please emaisupport@execttech.comor phone 856747-0581.

D2 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,-flay2d accounts, for 6@lay-
old accouns, for 90day-old accounts, and for 12@ay-old accounts.

9 Transaction Codeshis is where you go to set up codes for each transactiéou will add charges such as
REST or GIFT fdrarges transferred frorpoint of sale. The code must match the code yeater into the

POS AdministratdBtore Record You can have one per company/store. 2 dzQf f G2 FRR

Yy SSR

O2RS&a T2NJ SIFOK LI e&@&YSyid i egrdé céde da® hate uplts ol sh&dstters N2 Y O
andthed&t ONR LJGA2Y YIF& 0SS dzJ 42 on OKIF NI OGSNERO® [ S @S
AVTF2NYLEGAZ2Y dzyf SEau BEREISR depteydl £ @B hTFAOS
1 Invoice Distribution Code3hese codes are not used for Direct Bill transactions.
9 Data DictionaryThis is where you can add certain additional fields toGlistomer Setugcreen.
L=—=======s==== STANDARD - ————————————— * Demm——ee====== UVSER DEFINED-——————————— *
NAME DESCRIFTION NAME DESCRIPTICON ITEM SEQ
1. NAME CUSTOMER NAME..... 1. CONTACT CONTACT NAME...... 01 01
2. FAX FAY., NUMBER 03 02
3. 00 03
a. 00 04
5. 00 05
6. 00 06
7. 00 07
8. 00 08
9. 00 09
10. 00 10
11. 00 11
12. 00 12
13. 00 13
ITEMS: 1-2: 20 ch. alpha 10-11: 7 ch. num.
3-4: 10 ch. alpha 12-13: § amount ok? ¥ (Y)es, (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 GeneratoESCRIPTION
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

7

Pos
/g/

3
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AGSY 2y0S &2d2Q@S I RRSR Al odzi &2dz Oy RStSGS A
Contact Execu/Tech for specific codes such as credit limit.

 ParameterRecordEntern m T2 NJ aDk [ [/ 2 YLJ yte é2ddzi ,@2Dde [2 yef BNIWAS/S R
Back Office. This refers to the terminal to which you want to send the GL transactions created from city
f SRISN® hiKSNBA&ASsE tSIH@S GKAa 4G mo [ SI @S6 Ga§
canbe filled in as you wish, but typically are not used in hotel accountmgwerYii 2 G ! t € 2 6 2 LJ
AnswertN(i 2 a! tt2¢ olftlyOS FT2NBI NRKE

1 Rebuild Name Cross Referen@aly do this when advised by Execu/Tech.

Direct Bill / City Ledger Customer Setup

1 Go to Customer Processing > Set up customers.

1 Enter a valid customer code, up to 10 characters. This is the code which the Front Desk and Reservation
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 statements. Enter-dij@ 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 proaggs AnswelY or N to charge late fees.

Late fees typically are not charged. If you wish you can enter the email address and contact name for thi
F O002dzy (i @ 2 KSy @2dz2QNB FTAYyAaKSRI OfA0l {I @So
1 You can add additional fields to the customer screen by ubm@ata Dictionary

Execu/Touch A POS Administrator Settings
f StoreRecord f A O1 GKS &l 2GSt¢ odzitGz2y o
o0 For HOTEL POS master folio, enter 999999. You can leave the next fields blank until you get to
HOTEL Guest Charge Code
0 ForHOTEL Guest Charge Caheer a code which you set up in the Direct Bill Transaction Codes
such aRRESTor restaurant charges dIFTfor gift shop charges. You can have one code for each
store/company. This should match the code you set uphie Direct Bill Control File Transaction
Codes
o0 Inthe HOTEIAR Company noenter 01 (zero one) unless you have more than one company or
store. If you have more than one store, enter the store/company number for your A/R processing.
1 PaymentRecordYou need to set up a payment code for A/R charges. Giveayment Codesuch as.

¢l 2

O»
< <
(@]

The Descriptionmust beA/R CHARGEAnsweNF 2 NJ a/ NBRA G / | NRKE . 2dz OFy f

blank or answer them appropriate to your policiesy G SNJ G KS D[ Ay TF2N¥YIGA2Y A

T
L 4
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PROCEDURES

%D AAOT 4 PoihoEFale Procedures
1 See theExecu/Touch User Guider complete instructions on POS procedures.

1 When closing a check or ticket in Execu/Touch go to the TOTAL screen as usuah/[SE€eARGE , 2 dz

be prompted for ACCOUNT CODE. This will b€tiseomer Codéhat you set up in City Ledger/Direct Bill.
Enter the Account Code and th@K If you do not know the account code, you can eitdren OKto

lookuld GKS Odzai2YSNI 68 yIYSd 2KSy LINRBYLIGSR G2 9yl

name or the beginning letters. A listing will display. Select the correct customer to proceed with this A/R
Charge.

A/R CHARGE apaymenttype in Execu/Touch However, the transaction isehargeli 2 G KS Odza (2 Y

account. The charges are transferred frdd@©®So Accounts Receivabl®r direct billingand are still due.

Direct Bill Procedures

1 EntertransactionsTopost manual entries in addition to the chagthat transferred from POSo ¢o
Direct Bill > Customer Processing > Enter transactio®sii S NJ & 9 ygzii § 81 6 DB ned Widdowk 2 v 2
will open. The first column is tHaustomercode. Press <Tab> to advance from field to fielgpewill be
C for Charge or A for Adjustmer@odewill be one of theransaction codegou set up in the city ledger
control files. Enter theAmount. Type aReferenceand Commentas you wish\When you get to th©K
column, make sure to press <Tab> again to save the entry. Your cursor will move to the next line. When
@ 2dzQNB T Ay A aB@aRtbe tép lefy dfJfodr wiaddvi. 3f Qoill wish, you may return to the batch
G2 NBOASg @&2dz2NJ Sy i MhirSaardnual hostingd ydulrtapichangelthB iBicorregt iteB1NINJ
However, you cannot change a customer code once it has been entered. You must delete the line and re
enter it. These transactions will appear in the Customer Detail as well as on the Opertdtemets.
2 KSy @2dzQNB T A yupdafe SorrbatddSSeSNE edlibnii 2

ABC COMPANY CHARGE
TERMIMAL: 1 Balance= 128.65- RESTAURAMT CHARGES
Senq Type | Date Code Amount (R eference Comment
1 C | 110308 |REST 2450 |POSO025221 RESTAURAMT CHARGES Y

\/v )
—
L/
Execu/Teclbystems Page7 of 23
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9 Print and Update TransactioBatchYouneed to update any manual entries you post such as payments.
Go to Direct Bill > Print and update Transaction Batch. Thevialjas a sample batch printoshowing
both a manuallyposted charge and an open item payment. Notice that the printout lists the invoices to
which the payment applied.
DATE:11/03/08 TIME:12:15 ACCOUNTS RECEIVABLE TRANSACTION EDIT REPORT PAGE 1
T BATCH SEQ CUSTOMER DATE TYPE CODE AMOUNT REFERENCE COMMENT
1 1  ABC ABC COMPANY 24.50 2050025221 RESTAURANT CHARGES
1 2 BBC ABC COMPANY 55.85- CK 4321  PAYMENT
INVOICES PAID 9.40
21.95
24.50
BATCH TOTALS- VALID AMOUNT COUNT ERROR: AMOUNT COUNT
AR R R R R RS :HAPGE 2 L
REST 24 1
EEREAE R AR A ?;“:"V‘EHT :'; :
##%44+ BATCH UPDATED *###++
f Display accountdetat 2 @A Sg | Odzad2 YSNRa | CGHue FrocésSng b A f >
5AaLX e | O002dzyi RSGFAT @ .2dz YIe @ASg dzy LI AR Ay
beginning date. Enter the date in the following format: MMDDYY or select the date from the calendar. T
view all activity regaréss of date, press <Enter> or click OK at the date prompt.
Customer cade: |4EC
WName: |2BC COMPANY
Address: | 222 MAIN 5T
| Drate first entered: I
|ﬁ3«TL&NTﬁ1\, Ga 40222 Date last activity: |11£I33£08
Phane: I """""" [rate last payment: I
DATE TvPE REFEREMCE CODE COMMEMT AMOUNT FalD
11/03/08 CHGE POS002511% REST 5.40 .00 ;I
Balance Due: 150.60-
[~
Execu/Teclbystems Pages of 23
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Direct Bill Open Item Payments

T

ﬁ" OPEN ITEM PAYMENT ENTRY
E wit |
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Normal payment on invoicesGo to Direct Bill > Customer Processing > Enter Open Item Payments. Enter
the Customer code. Each open item will display. Opendtare 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 cardhtough Shift4 For 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 payfesgs
<Enter>. Yourcursorivift Y2@S (2 aGaLy@2A0SkaSsSl (2 LI &¢o

ABC COMPANY

Balance: |55-85
Applied: I
Jnapplied: I

UMPAID INVOICES

Custarner code:
FPayment date:
Fayment code:
Reference:
Fapment amount:

Inwoicedzeq to pay:

ABC

-
_—
Ce
[s585

Imvoice nurmber:
[rwvoice date:
Ivoice amount:
Paid:

Unpaid:

Amount to pay
thiz invaice:
U=undo payment
Ok? [r/N]:

o

Ok? [ /N

—

Click itern to zelect! dezelect. 'Ok’ Box when done

/£ A0

Execu/Teclbystems

SIFOK Ay@2Ai0S
They do not have to be sequential. You can simply click the ones t@pgcted invoices will turn blue as

G2 LI eod LT GKS&QNB

(j// )
( 0’

481 dSyin
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K26y | 020Sd LT GKSasS IINB (GKS O2NNBOU Ay@2A0Sa
click. The lines will turn red.

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

unapplied wil display in theJnappliedfield. The full payment must be applied. If all invoices have been
aSt SOGSR YR GKSNBQa aitGAatt Fy dzyl LILX ASR | Y2dzy i3
if that invoice becomesverpaid When the payment has been 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 Cosee that you can process the ngpayment.L ¥ & 2 dzZQNB T Ay
aAYLX & Oft A0l 9EAG 2NIKAG fr9aldp 2y &2dzNJ 1Se062 NF
simply answeN at the OKLINE Y LJ{ & 2dzQf £ NBGdzNYy (2 GKS [/ dzAaG2Y

5

Q’ OPEN ITEM PAYMENT ENTRY
E xit |

ABC COMPANY
Belree |FBIE UMPAID INVOICES
Applied: |55-EE 5 i ) Descr

51149 | 1

Unapplied: I-DD

Cuztomer code: I-""‘BE
Fayment date: I'”E"ID8
Payment code: IP
Reference: I':K 4321
FPayment amount: |'55-E5
|hvoicesseq to pay: I =

|nwoice number: I—

Inyoice date:; I—

[nvaice amotnt; I—

paic |

rpaid: I—
Arnount bo pay

thiz inwvoice: IW
|J=undo payrment
Ok [N

Ok? [Ny

| Click item to zelect! deselect. "0k’ Box when done

RESTALJRANT CHARGES

2 KSy 82dzQNB T A yupdak SoRrdhatddB YSY o SNI {2

e'?; )
( O’
Execu/Teclbystems PagelOof 23
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4 OPEN TTEM PAYMENT ENTRY HOTEL UNIVERSAL
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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 dispfasn i@ms are all items/invoices that

are unpaid, partially paid, or overpaid. Enter the payment date. Enter a valid payment code from the
transaction codeyou set up in the control recordr type/ to process a creditard through Shift4 For
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
<Enter>. Your®dWB 2 NJ g Aff Y2@S G2 aLy@2Aa0S«kaSl G2 Lk
is more than one credit invoice to apply to this payment, you must select each one separately.

eé o

o

Exit |

ABC COMPAMNY

B alance: |22':|-EIEI
Applied:
Unapplied:

UHPAID INWVOICES
Deszcr
207 KNIGHT. KAREM
209 -SMITH, SARAH

IFvce-dmt | Amt-Paid
110.00
110.00

[rate
10/23/08
10/29/08

Irvoice
01007-0001
01008-0001

11072-0001
11072-0001

10/23/08 | 214 -DOUGLAS, DAVID

214 -DOUGLAS, DACRED

110.00
110.00-

Cuztomer code:

Fayment date:

Favment code:

Fieferance:

Payment amount:

lrvoice/zeq to pay:

|nwoice number:
lrvoice date:
|nvoice amount:
Faid:

Unpaid:

oo
T
E
[oo
T

Amount ko pay

thiiz irvoice: I"I 10.00

U=undo payment
Ok? [/

Ok [N I_

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

The invoice you select will turn bluas shown in the illustteon above. Return your cursor to
GLYDP2A0SKk{SIlj 2 LI e&¢ FyR OfA0]1 2yO0OSo . 2dzNJ OdzNA
<Enter>. Your cursor will then move to the fir€Kprompt which defaults toY. Press <Enteragain. The

fAYS gAff GdzNYy NBR |yR &2dzNJ OdzNE2NJ gAftf NBG dzZNy
(j// )
"O’
Execu/Teclbystems Pagellof 23

it

2 N

02



~ ~ ~

wWdAAOT 41 OAEA $EOAAO

After you press <Enter> at the fit@Kprompt the line (invoice) you select will turn red and your cursor will
NEBGdzZNYy G2 aLYy@2A0SkaSl 2 LI e&éo

ﬁ' OPEN ITEM PAYMENT ENTRY HOTEL UNIVERSAL
E xit |

B alanice: |33D-':“:'
Applied: I'”DDD
Unapplied: |33':'-':":I

=loix|

ABC COMPANY
UMFAID [MYOICES

[rezcr

207 -KMIGHT, KAREN
209 -5MITH, SaRAH

214 -DOUGLAS, DAVID
214 -DOUGLAS, D/CRED

[hvce-Amt | Amt-Paid
110,00
110,00
110,00
110.00-

[ ate

10/258/08
10/25/08
10/258/08
1042908

q |rvoice
010070001
01 003-0001
010712-0001
07107 2-0001

A —

110.00-

Ecy

Cugtomer code:

Fayrent date:

Fayment code:

Fieference:

Payment amourt:

Inwoice/zeg to pay:

|nvoice number:
lFvoice date:
|nwoice amount:
Faid:

Unpaid:

[iozaT
T
Fem
T
R —

Amount to pay
this irvoice: I"l 10.00

U=unda payment

Ok? ey [0

okzremy |

Click item to zelect dezelect. "0k’ Bow when done

Remember to select eadatnedit invoice one at a time, processing each as shdumce 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 clickingthe®sfS ' yR RNJ 33Ay3 G(KS Y2daAaS i
4SSt SOGSR GKS NBYIFIAYAYy3d Ay@2A0Sasx Ot A0l Ay (GKS alL
shownonPagel0. 2 KSy & 2 dzQNB T A yupdat SokrbatdiB YSY 6 SNJ 2
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1 Partial payment on invoicesiGo 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,
partialy paid, or overpaid. Enter the payment date. Enter a valid payment code frotratigaction
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 paymentot
enter the invoice amount; enter theamount that the customer is payinderess <Enter>. Your cursor will
Y2@3S (2 4Ly @25lecttrednBdice ai ipvoitads fdréhid payment. Continue as sbovidage
100LT 22dzONB LI @Ay 3 Y2 NBectiedch igvoi® yri at & §ié 2appliSgspaytnéntio OI
each, or you can simply select them all at once and let them system apply payment beginning with the firs
one selected and continuing until the payment has been fully applied. The partially paickiisyovill
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 Itemddg/mEnter
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 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 fieldrik. Enter the amount of the paymenDo not
enter the invoice amount; enter the amount that the customer is payiRgess <Enter>. Your cursor will
Y2@S G2 4Ly @ 2SelécbthednSoice di iBvoitds fdrdhid payment. Continue as sboviage
100LF @2dzQNB LI @Ay3a Y2NB GKIFy 2yS Ay@2A0Ss e2dz Oy
each, or you can simply select them all at once and let them system apply payment beginning with the firs
one selectd. Make sure to look at the top left for tignappliedamount. You will need to fully 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 SNJI G 2

f Redistributing payment to invoicest ¥ G KS OdzAG2YSNI KIa | TSNRB ol tl yOS
need to redistribute payment. Go to Direct Bill > Customer Processing > Enter Open Iltem Payments. Enter
the Customer code. Each open item will display. Open items are all itemisés that are unpaid,
partially paid, or overpaid. Enter the paymentdateKS LJ @ YSy i O2RS R2SayQi YI |
actually receiving money but this is a required field. You can &eCKfor example. The payment
amount will be 00.00 @0). t NS &aad f 9y iGSNpH® . 2dzNJ OdzNB Afkhkergaved £ Y2 OS
any credit invoices, pay those first, as showrPeme 12L F & 2 dzZQNBX NBRA A G NAnd dzi A y 3 |
underpaid invoices, process themstsown on this page.Youneed to fully apply all of the payment.2 dzQf f
use this method for applying payment to credit invoices and their corresponding original invéites
@ 2dzQNB T A YA a KBRSYouNEat¥hS Y6 S NI (0 2

<,

—*
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f  Applying payment to credit invoicesL ¥ G KS Odzai2YSNJ Kl a T SNB ol ftlyo:
need to redistribute paymentThis is discussed in the previous sect®n,to Direct Bill > Customer
Processing > Enter Open Item Payments. EheCustomer code. Each open item will display. Open
items are all items/invoices that are unpaid, partially paid, or overpaid. Enter the payment date. The
LI 2 YSyd O2RS R2SayQid YIFGGSNI aAyOS &2dzONH. w6 i | O d
can enterPor CKfor example. The payment amount will be 00.00 (zero). Press <Enter>. Your cursor will
Y2@S (2 4Ly @2Yodiustapplyj payiment tolerédid idvoices shown oPage 12L F & 2 dzQ NS
redistributing payment for overand underpaid invoices, process them as showRdge 14 You will
need to fully apply all of the payment.

ABC COMPANY
Balanc I LINPAID INVOICES

e |00
Applied: |
U — 1020000 | 10/29/08 | 214 -DOUGLAS, DAVID (110,00
LRI A 010120000 | 10/29/08 | 214 -DOUGLAS, D/CRED [110.00-

Cuestomeer code IEE
Payment date: [103008
Payment code: [P
Refstance: IHEDIE.
Payment amaunt: Im
Invoice/seq to pay I

In the above illustration, the customer has an original invoiad @eredit 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 balance. 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 Processing > Enter Open Item PaymentsthEnter
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
upin the control recordr 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 leave the reference field blank¥hen 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, enfefF 2 NJ a Ly @2 A OSkaSlj (G2 LI eé¢ (G2 GAS
continue processing, following the applicable instructions beginningame 10.2 KSy & 2 dzZQNB TA y A
remember toupdate your batch

=

Ry
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Reports and Statements
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9 Transaction Batchyour transaction batch should be updated daily when possibégter manual postings
or Open Item Payments. Follow instructionsege 8 A sample batch printout is shown below.
TIME:12:45 IVABLE TRANSACTION EDIT
CUSTOMER DATE TYPE CODE AMOUN
ABC T D/CRED
ABC P - PAYMENT
TI333333: .;.:\ﬂ{z:;': 3
1
f Customer Aged Trial BalandeK A & NB L2 NI LINAyda | fAadG 2F Odzad2\
- CUSTOMER AGED TRIAL BALANCE
Enter the dates as shown at
- . . Enter report 'as of' date [MMD DY) |100108
right. The ageing dates will
. i i NERhE
default in onemonth Enter firzt [latest] ageing date [MMD DY)
increments as shown, but you Enter second ageing date (MMDDYY), |80108
can enter anyrior dates you Enter third [aldest] ageing date MMDDYY): |[70108

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

& Sart by customer name

" Sort by customer code

Beainning custamer code; I
Enditg custamer code; I

[ Prirt 2ero balance accounts
[ Frint delinguent accounts anly
v Active accounts only

Execu/Teclbystems
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SampleCustomer Aged Trial Balance:

HATET INTUDDGORT

HOTEL UNIVERSA
¥
L

=
n - ¥o

b onTIREN: SATAI0G AT

)ATE PRINTED: 10/31/08 CUSTOM

%

R et o
E PR e 13:15 A® AT
o SAOANS e e L .,.“} J ~

DEBIT BALANCES A

1T DALANCES = 2

1 Customer DetailGo to Direct Bill > it Customer Detail. You can print this report by customer name 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 Cugtaomer Detail

Enter beginning date.............. [kARA D DT I-I ootos

_ e Enter the beginning and
Enter endingdate................. (MR DD%T: ending dates in MMDDY

format. If printing by

Enter beqginning cuztomer cade... <Enter:=all; |-"3'-B': customer code, enter the
Enter ending custorer code...... <Enter:=all: |-"'\'-B': beginning and ending
customer code to print, or
Frint [Clhargez, [Flayments [&]djustments, < E nter: =all; I press <Enter> to print all
customers. Select the
Enter charge/paymt code to print/include <Enter:=all I transaction types to print
by entering C, P, A, or
Print cuztommer tatalz only? [les, (Mo IN pressing<Enter>. To view
a specific code (such as
Print DMLY customers with balance due’? [v]es, [M]o: IN EK) Only;entzrtth:t] code.
Show OMLY custorners with detail to print? [ves, [M]o: IN nsvv.er or 0 €
remaining questlons
depending upon the
Continue’? [1'es, [M]o: IE P g up

report you want.
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SampleCustomer DetaiReport

HOTEL UNIVERSAL

DATE PRINTED: 10/31/08 CUSTOMER DETAIL REPORT PAGE: 1
TIME PRINTED: 15:41 FROM:10/01/08 THRU:10/31/08
CUSTOMER DATE TYPE CODE REF COMMENT AMOUNT PAID
ABC  ABC COMPANY PREVIOUS BALANCE.... 160.00-
10/2%/08 CHG T 01007-0001 207 -KNIGHT, KAREN 110.00  110.00
10/2%/08 CHG T 01008-0001 209 -SMITH, SARAH 110.00 110.00
10/29/08 CHG T 01012-0001 214 -DOUGLAS, DAVID 110.00
10/2%/08 CHG T 01012-0001 214 -DOUGLAS, D/CRED 110.00-
10/30/08 PMT P PAYMENT 220.00-
LA AR R I“"JO:CES PAID AR R R R R R R
10/29/08 T 01007-0001 207 -KNIGHT, KAREN 110.00
10/29/08 T 01008-0001 209 -SMITH, SARAH 110.00

R R R R R

PREV BALANCE: 160.00- CHARGES: 220.00 ADJUSTMENTS: .00 PAYMENTS: 220.00- BALANCE: 160.00-

#44%% GRAND TOTAL *##4#

PREV BALANCE: 160.00- CHARGES: 220.00 ADJUSTMENTS: .00 PAYMENTS: 220.00- BALANCE: 160.00-

1 Open Item Statement¥ou can send statements monthly or at the interval of your choosing. The Open
Item Statements willist each open item, including unpaid, overpaid, and partially paid invoices. The
statement also will print the total new charges and the total paymeirtsesthe last statement.
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~ CUSTOMER OPEM ITEM STATEMEMTS

Enter 'LAST STATEMENT' date [MMDDY):
Enter BEGIMMHING [MVOICE' date (MDD ):

Enter statement ‘A5 OF date (MDD

Enter ztarting account number, <Enter:=all:

E nter ending account number, <Enter:=all

93002

102108

—
—

[™ Frint zero balance accounts

[ Print PAST DUE' messages

Print Statements E mail Statements

Cancel

Yir{e {¢!'¢9a9bc¢ 5
0KS RFGS FTNBY @KA
adlrdSySyidaée giatt O
. 9DLbbLbD LbzxhL/
you want to show only open items. If
you want to show open and paid itemg
SYyiSN) GKS 6S3aAyyA
RFGS Attt LINAYyOG |
If you wish to print a specific account,
enter that account amber. If you wish
to print all customers, press qter>
through the starting and ending
account number field. Theyou can
click/check to print zero balae
accountsand/iot ! { ¢ 5} 9 Q
messages. You can email the
statements or print them.

SampleOpen ltem Statement:

Execu/Teclsystems
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