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Customer payments and miscellaneous cash receipts can be entered in the cash receipts journal or as part of entering a bank deposit. Many users find deposits to be easier to use because the deposit keeps a running total of the amount applied to invoices. Customer payment and non-customer payments can be posted in the same deposit or cash receipts journal. You do not have to separate them. 
Bank Deposits
Bank Deposits for Customer Payments
1. In the Search box, enter Deposits, and then choose the related link.
2. On the Home tab, choose New.
3. On the General FastTab, fill in the required fields 
1. No. The unique identification number for the deposit. You can set the system to generate the number for you or have it set to allow manual numbers. Manual numbers allow for more descriptive ID numbers if desired. 
2. Bank Account No. Select the bank account this deposit will be applied to.
3. Total Deposit Amount. Enter the amount of the total funds to be deposited to the bank. The deposit cannot be posted until the sum of the deposit lines equal the value in this field.
4. Posting Date. Enter the posting date for the deposit.
5. Document Date. Enter the document date for the deposit. 
6. Global Dimensions. These codes are optional. Enter codes if applicable. 
4. On the Lines FastTab
1. In the Account Type field, choose Customer.
2. In the Account No. field, choose the customer’s account number.
3. The Document Date field will auto populate from the General header. 
4. In the Document Type field, enter Payment.
5. In the Document No. field, enter the check number.
6. In the Credit Amount field, enter the amount of the check.
7. Global Dimensions for customer payments applied to invoices are not required. These columns will auto populate if codes are set on the customer’s card. 
5. In the Lines FastTab Functions menu, choose Apply Entries or Shift+F11 to open up a list of the customer’s open receivables. 
6. Select the line to pay.
7. On the Home tab, Process group, select Set Applies-to ID. Repeat this step for each customer invoice to be paid by this check. 
1. If this is check includes a partial payment. Complete step 7, but in the Amount to Apply column, change the amount to the actual amount being applied to this invoice. 
8. Once all receivables for this customer’s check have been cleared, choose OK in the lower right of the screen. 
9. Repeat for remaining deposit items. 
10. Notice in the header as you add lines, the Total Deposit Lines increases and the Difference field decreases. (If for some reason it does not update on the Actions tab, Page group, choose Refresh.) Once the Difference field is zero, you may Post the batch. 
Note: If the customer’s check includes taking a credit memo, select the credit memo just like you would an invoice. 
Bank Deposits for Non-Customer Invoice Items
Most commonly, bank deposits that are not applied to a customer’s invoice are applied to a G/L Account. These instructions will show how to apply to a G/L Account, but would apply to any of the other Account Type listed. The Account No. field change depending on the Account Type selected. 

1. Complete the General FastTab as instructed for a customer payment. 
2. In the Lines FastTab
1. In the Account Type field, choose G/L Account.
2. In the Account No. field, choose the G/L Account to apply this payment to.
3. The Document Date field will auto populate based on the information entered in the header.
4. In the Document Type field, choose Payment.
5. In the Document No. field, enter the check number.
6. In the Credit Amount field, enter the amount of check.
7. In the Global Dimensions fields (show columns if not already showing) enter the appropriate codes. 
3. Notice in the header as you add lines, the Total Deposit Lines increases and the Difference field decreases. (If for some reason it does not update on the Actions tab, Page group, choose Refresh.) Once the Difference field is zero, you may Post the batch. 
Cash Receipts Journal
Create a cash receipt line for each customer payment and a single line offset line for the bank account.
Cash Receipts for Customer Payments
1. In the Search box, enter Cash Receipt Journal, and then choose the related link.
2. Select the relevant batch in the Batch Name field.
3. Fill in the Posting Date field.
4. In the Document Type field, select Payment..
5. The Document No. field is filled in by the number series assigned to the batch. If a number series is not set up, type a reference number for this field.
6. Use the External Document No. field to store an identifier such as the customer's check number. If the column is not visible, open the shortcut menu for the column headings, and then choose Choose Columns to add it.
7. In the Account Type field, select Customer.
8. Select the proper Account No.
9. In the Amount field, enter the amount of the check. 
10. In the Bal. Account Type field, select Bank Account.
11. In the Bal. Account No. field, select the bank account number. 
12. In the Applies to Doc Type field, select Invoice.
13. At this point the check can be applied to one or multiple invoices either in full or partially.
1. Single Invoice-Full Payment
1. In the Applies-to Doc. No. field click on the down arrow to open the customer’s list receivables.
2. Highlight the invoice you want to apply the payment to. 
3. Choose OK in the lower right of the screen. 
OR
4. If you know the invoice number enter it in the Applies-to Doc. No field. 
2. Single Invoice-Partial Payment
1. In the Applies-to Doc. No. field click on the down arrow to open the customer’s list receivables.
2. Highlight the invoice you want to apply the payment to. 
3. In the Amount to Apply column, enter the amount to be applied to this invoice. 
4. Choose OK in the lower right of the screen. 
3. Multiple Invoices-Full Payment
1. On the Actions tab, in the Functions group, choose Apply Entries.
2. For each line to which the payment is to be applied, select the line, and on the Navigate tab, in the Application group, choose Set Applies-to ID. 
3. When you have finished all the lines, choose the OK button.
4. Multiple Invoices-Partial Payments
1. On the Actions tab, in the Functions group, choose Apply Entries.
2. On each line to which the payment is to be applied, on the Navigate tab, in the Application group, choose Set Applies-to ID. 
3. Enter a value in the Amount to Apply field. Enter the partial amount as a positive number.
4. Choose the OK button.
14. Post the journal
Notice after the payment is applied the column Applied Yes/No (if showing) now contains a check mark. This is a visual help to show the payment is really applied. 
Cash Receipts Journal-Miscellaneous Payments
1. In the Search box, enter Cash Receipt Journal, and then choose the related link.
2. Select the relevant batch in the Batch Name field.
3. Fill in the Posting Date field.
4. In the Document Type field, select Payment..
5. The Document No. field is filled in by the number series assigned to the batch. If a number series is not set up, type a reference number for this field.
6. Use the External Document No. field to store an identifier such as the customer's check number. If the column is not visible, open the shortcut menu for the column headings, and then choose Choose Columns to add it.
7. In the Account Type field, select G/L Account.
8. Select the proper Account No.
9. In the Amount field, enter the amount of the check. 
10. In the Global Dimensions columns, enter the dimension codes required.
11. In the Bal. Account Type field, select Bank Account.
12. In the Bal. Account No. field, select the bank account number. 
13. Post the batch.
To View Customer Ledger Entries
1. In the Search box, enter Customers, and choose the related link. 
2. Browse to the card for the relevant customer to see the ledger entries.
3. In the Customer card window, on the Navigate tab, in the History group, choose Ledger Entries.
Correct Customer, Wrong Invoice
[bookmark: _GoBack]From time to time, cash is applied to the wrong invoice. These instructions correct that regardless if the cash was applied by a deposit or a cash receipts journal. 
1. Unapply the ledger entry.
1. In the Search box, enter Customers and then choose the related link.
2. Open the relevant Customer card.
3. In the Customer card window, on the Navigate tab, in the History group, choose Ledger Entries.
4. Select the relevant ledger entry, and on the Actions tab, in the Functions group, choose Unapply Entries.
Alternatively, on the Navigate tab, in the Entry group, choose Detailed Ledger Entry.
5. Select the Application entry, and then on the Actions tab, in the Functions group, choose Unapply Entries.
6. Choose Yes at the confirmation message.
2. Apply the right ledger entry.
1. On the Navigate tab, in the History group, choose Ledger Entries. Select the line with the entry that will be the applying entry.
2. On the Actions tab, in the Functions group, choose Apply Entries. In the Apply Customer Entries window, you can see the open entries for the customer.
3. Select the lines with the entries that you want the applying entry to be applied to. On the Home tab, in the Process group, choose Set Applies-to ID. Three asterisks (***), or if you work in a multi-user system, your user ID, are entered in the Applies-to ID field.
4. For each line in the Amount to Apply field, enter the amount you want to apply to the individual entry. If you do not enter an amount, the program automatically applies the maximum amount. You can see the specific amount in the Applied Amount field at the bottom of the Apply Customer Entries window.
5. On the Home tab, in the Process group, choose Post Application. The Post Application window appears with the document number of the applying entry and the posting date of the entry with the most recent posting date.
6. Choose the OK button to post the application.
7. If the posted application has resulted in closed customer ledger entries, the Open field is cleared for these ledger entries.
Correcting an Underpayment or “Writing Off” Balances
These instructions are to correct an underpayment by small amounts that you are basically “writing off”. 
1. If you’ve not yet done so, apply the customer’s payment to the invoice. 
2. Create a credit memo using the line type as G/L Account. Choose the account to write the balance off to. 
3. Apply the credit memo to the open balance of the invoice using the apply ledger entry function. 
1. Open the customer’s card.
2. On the Navigate tab, in the History group, choose Ledger Entries. Select the line with the entry that will be the applying entry.
3. On the Actions tab, in the Functions group, choose Apply Entries. In the Apply Customer Entries window, you can see the open entries for the customer.
4. Select the lines with the entries that you want the applying entry to be applied to. On the Home tab, in the Process group, choose Set Applies-to ID. Three asterisks (***), or if you work in a multi-user system, your user ID, are entered in the Applies-to ID field.
5. For each line in the Amount to Apply field, enter the amount you want to apply to the individual entry. If you do not enter an amount, the program automatically applies the maximum amount. You can see the specific amount in the Applied Amount field at the bottom of the Apply Customer Entries window.
6. On the Home tab, in the Process group, choose Post Application. The Post Application window appears with the document number of the applying entry and the posting date of the entry with the most recent posting date.
7. Choose the OK button to post the application.
8. If the posted application has resulted in closed customer ledger entries, the Open field is cleared for these ledger entries.
Correct an Overpayment
Overpayments are applied to the customer when entering cash deposits or receipts. To correct an overpayment you can either refund the customer (See Entering Customer Refunds) or enter a sales invoice with the line type of G/L Account. Choose the account to apply the overpayment to. Then apply the invoice to the credit memo using the following instructions. 
1. Open the customer’s card.
2. On the Navigate tab, in the History group, choose Ledger Entries. Select the line with the entry that will be the applying entry.
3. On the Actions tab, in the Functions group, choose Apply Entries. In the Apply Customer Entries window, you can see the open entries for the customer.
4. Select the lines with the entries that you want the applying entry to be applied to. On the Home tab, in the Process group, choose Set Applies-to ID. Three asterisks (***), or if you work in a multi-user system, your user ID, are entered in the Applies-to ID field.
5. For each line in the Amount to Apply field, enter the amount you want to apply to the individual entry. If you do not enter an amount, the program automatically applies the maximum amount. You can see the specific amount in the Applied Amount field at the bottom of the Apply Customer Entries window.
6. On the Home tab, in the Process group, choose Post Application. The Post Application window appears with the document number of the applying entry and the posting date of the entry with the most recent posting date.
7. Choose the OK button to post the application.
8. If the posted application has resulted in closed customer ledger entries, the Open field is cleared for these ledger entries.


For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Deposits” or “Cash Receipts Journal” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh933887(v=nav.71).aspx (Deposits) or  http://msdn.microsoft.com/en-us/library/hh169403(v=nav.71).aspx (Cash Receipts)
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