OSAS

ACCOUNTS RECEIVABLE/SALES ORDER

Write Off  Invoices to Bad Debt
1. Go to Accounts Receivable/Sales Order

2. Go to Codes Maintenance
3. Go to Payment Methods
4. Payment Method Code:  Enter WO for Write Off or hit F2 and select WO from the list.
5. Description – Write off to Bad Debt
6. Short Description – WO
7. Payment Type – 4, Write off
8. Debit GL Account – Enter the GL account number that corresponds with Bad Debt.
9. Page down.
Your new payment method has now been set up. 

Now to clear invoices that need to go to Bad Debt:

10. Go to Daily Work

11. Go to Cash Receipts

12. Batch ID-Enter Batch ID or hit F2 and look up from the list.  If you are not using batching hit enter.
13. Date-Enter to use the date displayed or enter a different date.
14. GL Period-enter to use period displayed or enter a different period.
15. Customer ID-Enter customer ID or hit F2 to look up from the list.
16. Payment Amount-Enter the amount of the check.  
17. Payment Method-Enter the payment method that was just set up for Write off’s, WO.
18. Memo – Enter a description (ie: 2012 Write Off)
The cursor will display at the left of the first invoice.  Prompts at the bottom of the screen are the different types of action available for applying invoices.

1. Move the cursor to an invoice that need to be written off.
2. Enter A to apply.  The Apply Receipt window appears; press enter to apply the total remaining to the invoice, or enter an amount to apply to the invoice.
3. Page down to save the information.
4. The above procedure (#2) is repeated until the remaining balance in the header is zero.
5. Enter C for customer to enter a different Customer ID.
At any time you can Edit, View, Goto, or look at Receipts.  These prompts are displayed at the bottom of the screen.

After all write off’s have been entered run the following report to check the information before posting.

1. Go to Transaction Reports

2. Run the Sales Journal before posting transactions because sales order will post at the same time as cash receipts.  Run the Sales Journal and Miscellaneous Credits Journal.  If invoices appear n these two reports you will want to check the reports before continuing.
3. Go to Cash Receipts Journal

4. Pick all customers, all methods of payment, and all bank accounts.  Print by one of the options.  Keep this report.
5. Post Transactions-This option will post both sales and cash receipts.  Make sure you are ready to post everything before performing this function.  NOTE-If you are using Batching, pick only the Cash Receipt Batch to post;  Sales Order will not post when using Batching
Using the WO payment method will post to Bad Debt and AR not CASH.

APPLYING INVOICES TO CREDITS

When applying invoices to credits, enter the payment amount as a negative for the amount of the credit.
Enter a payment method.

Enter the check number as the date (ie:071506)

Hit A to apply to the credit invoice.  You will have to manually enter the negative number in the apply field.

Page down.

Hit C for customer.  
Hit enter to accept the same customer ID or enter another customer ID.

Enter the payment amount as a positive amount (the same amount as the credit just applied).

Enter a payment method.

Enter the check number as the date

Hit A to apply to the invoice.  

Page down.
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