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This document will 

guide you through 

setup and procedures 

for processing your 

A/R CHARGE point of 

sale tickets.  

                               

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

When an account has been set up for a 

POS customer, you will post an A/R 

CHARGE as payment for the POS ticket 

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 

ÔÒÁÎÓÁÃÔÉÏÎ ÉÓ ÃÒÅÁÔÅÄ ÉÎ ÔÈÁÔ ÃÕÓÔÏÍÅÒȭÓ !ÃÃÏÕÎÔÓ 

Receivable account.  You can then send statements to 

the customer and post payments from the customer.  

)Æ ÙÏÕȭÒÅ ÕÓÉÎÇ %ØÅÃÕȾ4ÅÃÈȭÓ "ÁÃË /ÆÆÉÃÅΊ !ÃÃÏÕÎÔÉÎÇ 

System, General Ledger entries will be created for you 

as you update your A/R batches.   

A ledgeÒ ÉÓ Á ȰÂÏÏËȱ ÏÆ ÁÃÃÏÕÎÔÓ ÔÏ 

which debits and credits have been 

posted.   The Accounts Receivable 

sub-ledger includes charges 

transferred from POS when tickets 

are closed to A/R CHARGE.   Back 

/ÆÆÉÃÅ ÉÓ ×ÈÅÒÅ ÙÏÕȭÌÌ ÆÉÎÄ 'ÅÎÅÒÁÌ 

Ledger ×ÈÉÃÈ ÉÓ Á ȰÂÏÏËȱ ÏÆ sub-

ledgers.  which is discussed 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 payment at a later time. 
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GENERAL INFORMATION 
¶ ¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ƛǎ ƳŜŀƴǘ ǘƻ ōŜ ŀ ƎŜƴŜǊŀƭ ƎǳƛŘŜ ǘƻ ǳǎƛƴƎ 9ȄŜŎǳκ¢ŜŎƘΩǎ 5ƛǊŜŎǘ .ƛƭƭκ/ƛǘȅ [ŜŘƎŜǊ !ŎŎƻǳƴǘǎ 

Receivable system.  Execu/Tech Systems does not offer accounting instruction, guidance, or advice of any 

kind.  Please consult your certified accountant if you need assistance in understanding city ledger, direct 

billing, accounts receivables, hotel accounting protocols. 

¶ ¢Ƙƛǎ ƎǳƛŘŜ ŀǇǇƭƛŜǎ ǘƻ 9ȄŜŎǳκ¢ƻǳŎƘϰ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ǎȅǎǘŜƳǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ƛƴǘŜƎǊŀǘŜŘ ǘƻ IƻǘŜƭ tǊŜƳƛǳƳϰ ƻǊ 

9ȄŜŎǳκ{ǳƛǘŜϰΦ  LŦ ȅƻǳǊ th{ ƛǎ ƭƛƴƪŜŘ ǘƻ ȅƻǳǊ 9ȄŜŎǳκ¢ŜŎƘ ǇǊƻǇŜǊǘȅ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǳǎŜ 

the Direct Bill Guide listed with Execu/Suite Hotel Management User guides at http://www.execu-

tech.com/userguides.aspx.   

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

 

¶ Your main screen may look different than the one shown above.  If you have a Master Menu when you log 

ƻƴǘƻ 9ȄŜŎǳκ¢ƻǳŎƘΣ Ǝƻ ǘƻ ά{ŜƭŜŎǘ tǊƛƴǘŜǊέΦ 

¶ hƴŎŜ ȅƻǳΩǾŜ ǎǘŀǊǘŜŘ ŜƴǘŜǊƛƴƎ hǇŜƴ LǘŜƳ tŀȅƳŜƴǘǎΣ ŘƻƴΩǘ ǘǊȅ ǘƻ ŜǎŎŀǇŜ ƻǳǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  ¢Ƙƛǎ Ŏŀƴ ŎŀǳǎŜ 

ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ǘƻ ƎŜǘ ƻǳǘ ƻŦ ōŀƭŀƴŎŜΦ  ¸ƻǳ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ŎƻƴǘƛƴǳŜ ǘƘǊƻǳƎƘ the OK prompt.  If 

ȅƻǳΩǾŜ ƳŀŘŜ ŀƴ ŜǊǊƻǊΣ ǎƛƳǇƭȅ ŀƴǎǿŜǊ b ŀǘ ƻƴŜ ƻŦ ǘƘŜ hY ǇǊƻƳǇǘǎ ŀƴŘ ǎǘŀǊǘ ƻǾŜǊΦ  ²ƘŜƴ ȅƻǳ ŀƴǎǿŜǊ Y at 

the second OK ǇǊƻƳǇǘΣ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ  ¸ƻǳǊ ŎǳǊǎƻǊ ǿƛƭƭ ǊŜǘǳǊƴ ǘƻ ǘƘŜ /ǳǎǘƻƳŜǊ /ƻŘŜ ŦƛŜƭŘ 

so that you can post your next payment.   

¶ ¢ƘŜ ŎǳǎǘƻƳŜǊΩǎ ōŀƭŀƴŎŜ ƻƴ ǘƘŜ /ǳǎǘƻƳŜǊ 5Ŝǘŀƛƭ wŜǇƻǊǘ ŀƴŘ ǘƘŜ hǇŜƴ LǘŜƳ {ǘŀǘŜƳŜƴǘ ǎƘƻǳƭŘ ōŜ ǘƘŜ ǎŀƳŜΦ  

!ƭǎƻΣ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ōŀƭŀƴŎŜ ƻƴ ǘƘŜ 5ƛǎǇƭŀȅ !ŎŎƻǳƴǘ 5Ŝǘŀƛƭ ǎŎǊŜŜƴ ŀƴŘ ǘƘŜ 9ƴǘŜǊ hǇŜƴ LǘŜƳ ǇŀȅƳŜƴǘǎ 

screen should be the same.  They can get out of 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 directions on the document, 

AR-Fixing out of balance accounts.pdf or go to http://www.execu-tech.com/support.aspx and select 

Technical Document Library. 

¶ LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǇǳǊŎƘŀǎŜ 9ȄŜŎǳκ¢ŜŎƘΩǎ 5ƛǊŜŎǘ .ƛƭƭƛƴƎ ǘǊŀƛƴƛƴƎ 5±5Σ ƻƴ-site training, or remote training, 

please email support@execu-tech.com or phone 850-747-0581. 

 

  

http://www.execu-tech.com/downloads/userguides/Direct-Bill-Guide.pdf
http://www.execu-tech.com/userguides.aspx
http://www.execu-tech.com/userguides.aspx
http://support.execu-tech.com/FileManager/tabid/1321/Default.aspx?xsfid=1360
http://www.execu-tech.com/support.aspx
mailto:support@execu-tech.com
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SETUP 

Direct Bill / City Ledger Control File Set -up 

¶ Statement Messages Select this option to add or change the default message that prints on customer 

statements.  You can create up to five messages: for current accounts, for 30-day-old accounts, for 60-day-

old accounts, for 90-day-old accounts, and for 120-day-old accounts. 

¶ Transaction Codes This is where you go to set up codes for each transaction.   You will add charges such as 

REST or GIFT for charges transferred from point of sale.  The code must match the code you enter into the 

POS Administrator Store Record.  You can have one per company/store.    ̧ ƻǳΩƭƭ ƴŜŜŘ ǘƻ ŀŘŘ ǇŀȅƳŜƴǘ 

ŎƻŘŜǎ ŦƻǊ ŜŀŎƘ ǇŀȅƳŜƴǘ ǘȅǇŜ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ŦǊƻƳ ŎǳǎǘƻƳŜǊǎΦ  Each code may have up to four characters 

and the deǎŎǊƛǇǘƛƻƴ Ƴŀȅ ōŜ ǳǇ ǘƻ ол ŎƘŀǊŀŎǘŜǊǎΦ  [ŜŀǾŜ ά¦ƴƛǘέ ōƭŀƴƪΦ  ¸ƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ Ŧƛƭƭ ƛƴ ǘƘŜ D[ 

ƛƴŦƻǊƳŀǘƛƻƴ ǳƴƭŜǎǎ ȅƻǳΩǊŜ ǳǎƛƴƎ .ŀŎƪ hŦŦƛŎŜϰΦ   άCƛȄŜŘ ŀƳƻǳƴǘέ ƛǎ optional. 

¶ Invoice Distribution Codes These codes are not used for Direct Bill transactions.   

¶ Data Dictionary This is where you can add certain additional fields to the Customer Setup screen.     

 

You can add up to 13 additional items.  Items 1 and 2 are 20-character alpha fields; items 3 and 4 are 10 

ŎƘŀǊŀŎǘŜǊ ŀƭǇƘŀ ŦƛŜƭŘǎΣ ŜǘŎΦ  !ƭǇƘŀ ŦƛŜƭŘǎ Ŏŀƴ ōŜ ǳǎŜŘ ŦƻǊ ƴǳƳōŜǊǎ ŀǎ ǿŜƭƭ ŀǎ ƭƻƴƎ ŀǎ ǘƘŜȅΩǊŜ ǳǎŜŘ ŀǎ ǘŜȄǘ ŀƴŘ 

not calculations.  NAME is the name for that field.  This will be used in the Report Generator.  DESCRIPTION 

is what will appear on the customer setup screen.  ITEM is one of the 13 item choices listed at bottom left.  

SEQ is the sequence in which you want the item to list on the customer setup screen.  You cannot move an 
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ƛǘŜƳ ƻƴŎŜ ȅƻǳΩǾŜ ŀŘŘŜŘ ƛǘ ōǳǘ ȅƻǳ Ŏŀƴ ŘŜƭŜǘŜ ƛǘ ōȅ ǘȅǇƛƴƎ 59[9¢9 ƛƴ ǘƘŜ bŀƳŜ ŎƻƭǳƳƴ ŦƻǊ ǘƘŀǘ ƛǘŜƳΦ  

Contact Execu/Tech for specific codes such as credit limit. 

 

¶ Parameter Record Enter лм ŦƻǊ άDκ[ /ƻƳǇŀƴȅέΦ  ¸ƻǳ ƻƴƭȅ ƴŜŜŘ ǘƻ Ŧƛƭƭ ƻǳǘ άDκ[ ¢ŜǊƳƛƴŀƭέ ƛŦ ȅƻǳΩǊŜ ǳǎƛƴƎ 

Back Office.  This refers to the terminal to which you want to send the GL transactions created from city 

ƭŜŘƎŜǊΦ  hǘƘŜǊǿƛǎŜΣ ƭŜŀǾŜ ǘƘƛǎ ŀǘ мΦ  [ŜŀǾŜ άaŜƳōŜǊ .ƛƭƭƛƴƎέ ōƭŀƴƪ ǳƴƭŜǎǎ ŀŘǾƛǎŜŘ ōȅ 9ȄŜŎǳκ¢ŜŎƘΦ  CƛŜƭŘǎ п-6 

can be filled in as you wish, but typically are not used in hotel accounting.  Answer Y ǘƻ ά!ƭƭƻǿ ƻǇŜƴ ƛǘŜƳΚέ  

Answer N ǘƻ ά!ƭƭƻǿ ōŀƭŀƴŎŜ ŦƻǊǿŀǊŘΚέ   

¶ Rebuild Name Cross Reference Only do this when advised by Execu/Tech. 

Direct Bill / City Ledger Customer Setup   

¶ 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 statements.  Enter a 10-digit phone number with no 

punctuation.  For Account type, enter the letter O.  For Active account, enter Y or N depending upon 

whether this account will be used for direct bill customer processing.  Answer Y 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 this 

ŀŎŎƻǳƴǘΦ  ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ {ŀǾŜΦ 

¶ You can add additional fields to the customer screen by using the Data Dictionary. 

Execu/Touch Ά POS Administrator Settings  

¶ Store Record /ƭƛŎƪ ǘƘŜ άIƻǘŜƭέ ōǳǘǘƻƴΦ   

o For HOTEL POS master folio, enter 999999.  You can leave the next fields blank until you get to 

HOTEL Guest Charge Code.   

o For HOTEL Guest Charge Code enter a code which you set up in the Direct Bill Transaction Codes 

such as REST for restaurant charges or GIFT for gift shop charges.  You can have one code for each 

store/company.   This should match the code you set up in the Direct Bill Control File Transaction 

Codes. 

o In the HOTEL/AR Company no.  enter 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. 

¶ Payment Record You need to set up a payment code for A/R charges.  Give it a Payment Code such as 6.  

The Description must be A/R CHARGE.  Answer N ŦƻǊ ά/ǊŜŘƛǘ /ŀǊŘΚέ  ¸ƻǳ Ŏŀƴ ƭŜŀǾŜ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ŦƛŜƭŘǎ 

blank or answer them appropriate to your policies.  9ƴǘŜǊ ǘƘŜ D[ ƛƴŦƻǊƳŀǘƛƻƴ ƛŦ ȅƻǳΩǊŜ ǳǎƛƴƎ .ŀŎƪ hŦŦƛŎŜϰΦ 

  



%ØÅÃÕȾ4ÏÕÃÈΆ $ÉÒÅÃÔ "ÉÌÌ 5ÓÅÒ 'ÕÉÄÅ 
 

Execu/Tech Systems  Page 7 of 23 

 

PROCEDURES 

%ØÅÃÕȾ4ÏÕÃÈΆ Point of Sale Procedures 

¶ See the Execu/Touch User Guide  for complete instructions on POS procedures. 

¶ When closing a check or ticket in Execu/Touch go to the TOTAL screen as usual.  Select A/R CHARGEΦ  ¸ƻǳΩƭƭ 

be prompted for ACCOUNT CODE.  This will be the Customer Code that you set up in City Ledger/Direct Bill.  

Enter the Account Code and then OK.  If you do not know the account code, you can enter L then OK to 

look uǇ ǘƘŜ ŎǳǎǘƻƳŜǊ ōȅ ƴŀƳŜΦ  ²ƘŜƴ ǇǊƻƳǇǘŜŘ ǘƻ 9ƴǘŜǊ /ǳǎǘƻƳŜǊ bŀƳŜΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ 

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

Charge. 

A/R CHARGE is a payment type in Execu/Touch.  However, the transaction is a charge ǘƻ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ 

account.  The charges are transferred from POS to Accounts Receivable for direct billing and are still due. 

 

Direct Bill Procedures  

¶ Enter transactions To post manual entries in addition to the charges that transferred from POS, go to 

Direct Bill > Customer Processing > Enter transactions. !ŦǘŜǊ ȅƻǳ ǎŜƭŜŎǘ ά9ƴǘŜǊ ǘǊŀƴǎŀŎǘƛƻƴǎέ a new window 

will open.  The first column is the Customer code.  Press <Tab> to advance from field to field.  Type will be 

C for Charge or A for Adjustment.  Code will be one of the transaction codes you set up in the city ledger 

control files.  Enter the Amount.  Type a Reference and Comment as you wish.  When you get to the OK 

column, make sure to press <Tab> again to save the entry.  Your cursor will move to the next line.  When 

ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǎƛƳǇƭȅ ǎŜƭŜŎǘ Exit at the top left of your window.  If you wish, you may return to the batch 

ǘƻ ǊŜǾƛŜǿ ȅƻǳǊ ŜƴǘǊƛŜǎΦ  LŦ ȅƻǳΩǾŜ ƳŀŘŜ ŀƴ ŜǊǊor in a manual posting, you may change the incorrect item.  

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 Open Item Statements.  

²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update your batch.  See next section. 

 

  

http://www.execu-tech.com/downloads/userguides/touchdoc.pdf


%ØÅÃÕȾ4ÏÕÃÈΆ $ÉÒÅÃÔ "ÉÌÌ 5ÓÅÒ 'ÕÉÄÅ 
 

Execu/Tech Systems  Page 8 of 23 

 

 

¶ Print and Update Transaction Batch You need to update any manual entries you post such as payments.  

Go to Direct Bill > Print and update Transaction Batch.  The following is a sample batch printout showing 

both a manually-posted charge and an open item payment.  Notice that the printout lists the invoices to 

which the payment applied.  

 
 

¶ Display account detail ¢ƻ ǾƛŜǿ ŀ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ŘŜǘŀƛƭΣ Ǝƻ ǘƻ 5ƛǊŜŎǘ .ƛƭƭ Ҕ Customer Processing > 

5ƛǎǇƭŀȅ ŀŎŎƻǳƴǘ ŘŜǘŀƛƭΦ  ¸ƻǳ Ƴŀȅ ǾƛŜǿ ǳƴǇŀƛŘ ƛƴǾƻƛŎŜǎ ƻƴƭȅ ƻǊ ŀƭƭ ŀŎǘƛǾƛǘȅΦ  ¸ƻǳΩƭƭ ōŜ ǇǊƻƳǇǘŜŘ ŦƻǊ ŀ 

beginning date.  Enter the date in 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. 
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Direct Bill Open Item Payments  

¶ Normal payment on invoices:  Go 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.  Enter the payment date.  Enter a valid payment code from the transaction 

codes you set up in the control record or type /  to process a credit card through 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 payment.  Press 

<Enter>.  Your cursor wiƭƭ ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ 

 

/ƭƛŎƪ ŜŀŎƘ ƛƴǾƻƛŎŜ ǘƻ ǇŀȅΦ  LŦ ǘƘŜȅΩǊŜ ǎŜǉǳŜƴǘƛŀƭΣ ŎƭƛŎƪ ǘƘŜ ŦƛǊǎǘ ƻƴŜ ŀƴŘ ŘǊŀƎ ȅƻǳǊ ƳƻǳǎŜ ǘƻ ǘƘŜ ƭŀǎǘ ƻƴŜΦ  

They do not have to be sequential.  You can simply click the ones to pay.  Selected invoices will turn blue as 
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sƘƻǿƴ ŀōƻǾŜΦ  LŦ ǘƘŜǎŜ ŀǊŜ ǘƘŜ ŎƻǊǊŜŎǘ ƛƴǾƻƛŎŜǎΣ ƳƻǾŜ ȅƻǳǊ ƳƻǳǎŜ ǘƻ ǘƘŜ άLƴǾƻƛŎŜκǎŜǉ ǘƻ Ǉŀȅέ ŦƛŜƭŘ ŀƴŘ 

click.  The lines will turn red.   

 

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

unapplied will display in the Unapplied field.  The full payment must be applied.  If all invoices have been 

ǎŜƭŜŎǘŜŘ ŀƴŘ ǘƘŜǊŜΩǎ ǎǘƛƭƭ ŀƴ ǳƴŀǇǇƭƛŜŘ ŀƳƻǳƴǘΣ ȅƻǳ ǎƘƻǳƭŘ ŀǇǇƭȅ ǘƘŜ ǊŜƳŀƛƴŘŜǊ ǘƻ ŀƴ ŜȄƛǎǘƛƴƎ ƛƴǾƻƛŎŜ ŜǾŜƴ 

if that invoice becomes overpaid.  When the payment has been fully applied press <Enter>.  Your cursor 

will move to the OK prompt at the bottom of the screen.  Press <Enter> if everything is correct.  Your 

cursor will then move to Customer Code so that you can process the next payment.  LŦ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ 

ǎƛƳǇƭȅ ŎƭƛŎƪ 9Ȅƛǘ ƻǊ Ƙƛǘ ғ9ǎŎҔ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘΦ  LŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ƛƴŎƻǊǊŜŎǘ ƻǊ ƛŦ ȅƻǳΩǾŜ ƳŀŘŜ ŀƴ ŜǊǊƻǊ 

simply answer N at the OK ǇǊƻƳǇǘΦ  ¸ƻǳΩƭƭ ǊŜǘǳǊƴ ǘƻ ǘƘŜ /ǳǎǘƻƳŜǊ /ƻŘŜ ŦƛŜƭŘ ŀƴŘ ȅƻǳ Ŏŀƴ ōŜƎƛƴ ŀƎŀƛƴΦ 

 

 ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update your batch.  
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¶ Payment on items including a credit invoice:  Go 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.  Enter the payment date.  Enter a valid payment code from the 

transaction codes you set up in the control record or type /  to process a credit card through 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 payment.  Press 

<Enter>.  Your cuǊǎƻǊ ǿƛƭƭ ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  !ǘ ǘƘƛǎ ǘƛƳŜΣ ŎƭƛŎƪ hb[¸ ǘƘŜ ŎǊŜŘƛǘ ƛƴǾƻƛŎŜΦ  LŦ ǘƘŜǊŜ 

is more than one credit invoice to apply to this payment, you must select each one separately. 

 

The invoice you select will turn blue, as shown in the illustration above.  Return your cursor to 

άLƴǾƻƛŎŜκ{Ŝǉ ǘƻ Ǉŀȅέ ŀƴŘ ŎƭƛŎƪ ƻƴŎŜΦ  ¸ƻǳǊ ŎǳǊǎƻǊ ǿƛƭƭ ǘƘŜƴ ƳƻǾŜ ǘƻ ά!Ƴƻǳƴǘ ǘƻ Ǉŀȅ ǘƘƛǎ ƛƴǾƻƛŎŜέΦ   tǊŜǎǎ 

<Enter>.    Your cursor will then move to the first OK prompt which defaults to Y.  Press <Enter> again.  The 

ƭƛƴŜ ǿƛƭƭ ǘǳǊƴ ǊŜŘ ŀƴŘ ȅƻǳǊ ŎǳǊǎƻǊ ǿƛƭƭ ǊŜǘǳǊƴ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ 
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After you press <Enter> at the first OK prompt the line (invoice) you select will turn red and your cursor will 

ǊŜǘǳǊƴ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ 

 

Remember to select each credit invoice one at a time, processing each as shown.  Once you have selected each 

credit invoice for this payment, you can  now select the rest of the invoices to apply.  You can select them all at 

once, either by clicking each or by clicking the first ƻƴŜ ŀƴŘ ŘǊŀƎƎƛƴƎ ǘƘŜ ƳƻǳǎŜ ǘƻ ǘƘŜ ƭŀǎǘ ƻƴŜΦ  hƴŎŜ ȅƻǳΩǾŜ 

ǎŜƭŜŎǘŜŘ ǘƘŜ ǊŜƳŀƛƴƛƴƎ ƛƴǾƻƛŎŜǎΣ ŎƭƛŎƪ ƛƴ ǘƘŜ άLƴǾƻƛŎŜκǎŜǉ ǘƻ Ǉŀȅέ ŦƛŜƭŘΦ  ¢ƘŜ ƛǘŜƳǎ ǿƛƭƭ ǘǳǊƴ ǊŜŘΦ  /ƻƴǘƛƴǳŜ ŀǎ 

shown on Page 10.  ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update your batch. 
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¶ Partial payment on invoices:  Go 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.  Enter the payment date.  Enter a valid payment code from the transaction 

codes you set up in the control record or type /  to process a credit card through 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 payment.  Do not 

enter the invoice amount; enter the amount that the customer is paying.  Press <Enter>.  Your cursor will 

ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  Select the invoice or invoices for this payment.  Continue as shown on Page 

10.  LŦ ȅƻǳΩǊŜ ǇŀȅƛƴƎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ƛƴǾƻƛŎŜΣ ȅƻǳ Ŏŀƴ ǎelect each invoice one at a time, applying payment to 

each, or you can simply select them all at once and let them system apply payment beginning with the first 

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.  ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ 

to update your batch. 

¶ Over payment on invoices:  Go 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.  Enter the payment date.  Enter a valid payment code from the transaction 

codes you set up in the control record or type /  to process a credit card through 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 payment.  Do not 

enter the invoice amount; enter the amount that the customer is paying.  Press <Enter>.  Your cursor will 

ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  Select the invoice or invoices for this payment.  Continue as shown on Page 

10.  LŦ ȅƻǳΩǊŜ ǇŀȅƛƴƎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ƛƴǾƻƛŎŜΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŜŀŎƘ ƛƴǾƻƛŎŜ ƻƴŜ ŀǘ ŀ ǘƛƳŜΣ ŀǇǇƭȅƛƴƎ ǇŀȅƳŜƴǘ ǘƻ 

each, or you can simply select them all at once and let them system apply payment beginning with the first 

one selected.  Make sure to look at the top left for the Unapplied amount.  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.   The overpaid invoice(s) will continue to show as Open or unpaid until full 

payment has been applied.  ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update your batch. 

¶ Redistributing payment to invoices:  LŦ ǘƘŜ ŎǳǎǘƻƳŜǊ Ƙŀǎ ŀ ȊŜǊƻ ōŀƭŀƴŎŜ ōǳǘ ƛƴǾƻƛŎŜǎ ŀǊŜ ǎǘƛƭƭ ƻǇŜƴΣ ȅƻǳΩƭƭ 

need to redistribute payment.  Go 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.  Enter the payment date.  ¢ƘŜ ǇŀȅƳŜƴǘ ŎƻŘŜ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǎƛƴŎŜ ȅƻǳΩǊŜ ƴƻǘ 

actually receiving money but this is a required field.  You can enter P or CK for example.   The payment 

amount will be 00.00 (zero).   tǊŜǎǎ ғ9ƴǘŜǊҔΦ  ¸ƻǳǊ ŎǳǊǎƻǊ ǿƛƭƭ ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  If there are 

any credit invoices, pay those first, as shown on Page 12.  LŦ ȅƻǳΩǊŜ ǊŜŘƛǎǘǊƛōǳǘƛƴƎ ǇŀȅƳŜƴǘ ŦƻǊ ƻǾŜǊ- and 

underpaid invoices, process them as shown on this page.  You need to fully apply all of the payment. ̧ƻǳΩƭƭ 

use this method for applying payment to credit invoices and their corresponding original invoices.  When 

ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update your batch. 
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¶ Applying payment to credit invoices:  LŦ ǘƘŜ ŎǳǎǘƻƳŜǊ Ƙŀǎ ŀ ȊŜǊƻ ōŀƭŀƴŎŜ ōǳǘ ƛƴǾƻƛŎŜǎ ŀǊŜ ǎǘƛƭƭ ƻǇŜƴΣ ȅƻǳΩƭƭ 

need to redistribute payment.  This is discussed in the previous section, Go 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.  Enter the payment date.  The 

ǇŀȅƳŜƴǘ ŎƻŘŜ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǎƛƴŎŜ ȅƻǳΩǊŜ ƴƻǘ ŀŎǘǳŀƭƭȅ ǊŜŎŜƛǾƛƴƎ ƳƻƴŜȅ ōǳǘ ǘƘƛǎ ƛǎ ŀ ǊŜǉǳƛǊŜŘ ŦƛŜƭd.  You 

can enter P or CK for example.   The payment amount will be 00.00 (zero).   Press <Enter>.  Your cursor will 

ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  You must apply payment to credit invoices as shown on Page 12.  LŦ ȅƻǳΩǊŜ 

redistributing payment for over- and underpaid invoices, process them as shown in Page 14.   You will 

need to fully apply all of the payment.  

`  

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 balance.  To fix this, a zero payment will be applied to both invoices.  Follow the applicable 

instructions on the previous pages beginning on Page 10.   ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻ update 

your batch. 

¶ Crediting a payment:  Go 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.  Enter the payment date.  Enter a valid payment code from the transaction codes you set 

up in the control record or type /  to process a credit card through 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.  When entering the amount of the payment, type a ς (minus sign) in 

front of the number.  tǊŜǎǎ ғ9ƴǘŜǊҔΦ  ¸ƻǳǊ ŎǳǊǎƻǊ ǿƛƭƭ ƳƻǾŜ ǘƻ άLƴǾƻƛŎŜκǎŜǉ ǘƻ ǇŀȅέΦ  If you do not see the 

invoice(s) which you need to unpay, enter A ŦƻǊ άLƴǾƻƛŎŜκǎŜǉ ǘƻ Ǉŀȅέ ǘƻ ǾƛŜǿ ŀƭƭ ƛƴǾƻƛŎŜǎΦ  CǊƻƳ ǘƘƛǎ ǇƻƛƴǘΣ 

continue processing, following the applicable instructions beginning on Page 10.   ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ 

remember to update your batch. 

  



%ØÅÃÕȾ4ÏÕÃÈΆ $ÉÒÅÃÔ "ÉÌÌ 5ÓÅÒ 'ÕÉÄÅ 
 

Execu/Tech Systems  Page 15 of 23 

 

Reports and Statements  

¶ Transaction Batch Your transaction batch should be updated daily when possible or after manual postings 

or  Open Item Payments.  Follow instructions on Page 8.  A sample batch printout is shown below.   

 

¶  
 

¶ Customer Aged Trial Balance ¢Ƙƛǎ ǊŜǇƻǊǘ ǇǊƛƴǘǎ ŀ ƭƛǎǘ ƻŦ ŎǳǎǘƻƳŜǊǎΩ ōŀƭŀƴŎŜǎΦ 

 

 

Enter the dates as shown at 

right.  The ageing dates will 

default in one-month 

increments as shown, but you 

can enter any prior dates you 

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.  
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Sample Customer Aged Trial Balance: 

 

¶ Customer Detail Go to Direct Bill > Print 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: 

 

 

Enter the beginning and 

ending dates in MMDDY 

format.  If printing by 

customer code, enter the 

beginning and ending 

customer code to print, or 

press <Enter> to print all 

customers.  Select the 

transaction types to print 

by entering C, P, A, or 

pressing <Enter>.  To view 

a specific code (such as 

CK) only, enter that code.  

Answer Y or N to the 

remaining questions 

depending upon the 

report you want. 
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Sample Customer Detail Report: 

 

¶ Open Item Statements You can send statements monthly or at the interval of your choosing.  The Open 

Item Statements will list each open 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. 
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Sample Open Item Statement: 

Ψ[!{¢ {¢!¢9a9b¢ 5!¢9Ω ŘŜǘŜǊƳƛƴŜǎ 

ǘƘŜ ŘŀǘŜ ŦǊƻƳ ǿƘƛŎƘ άŎƘŀǊƎŜǎ ǎƛƴŎŜ ƭŀǎǘ 

ǎǘŀǘŜƳŜƴǘέ ǿƛƭƭ ŎŀƭŎǳƭŀǘŜΦ  [ŜŀǾŜ 

ά.9DLbbLbD Lb±hL/9 5!¢9έ ōƭŀƴƪ ƛŦ 

you want to show only open items.  If 

you want to show open and paid items, 

ŜƴǘŜǊ ǘƘŜ ōŜƎƛƴƴƛƴƎ ŘŀǘŜΦ  ¢ƘŜ Ψ!{ hCΩ 

ŘŀǘŜ ǿƛƭƭ ǇǊƛƴǘ ŀǎ ά{¢!¢9a9b¢ 5!¢9έΦ  

If you wish to print a specific account, 

enter that account number.  If you wish 

to print all customers, press <Enter> 

through the starting and ending 

account number field.  Then you can 

click/check to print zero balance 

accounts and/or άt!{¢ 5¦9Ω 

messages.  You can email the 

statements or print them. 
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