How to Add a Manual Payment Batch

09/12/2024 6:03 pm EDT

There are times when SedonaOffice will not get transaction information about EFT payments back from Forte. When
this happens a manual payment batch will need to be entered to account for that transaction. Steps below are using
SedonaOffice version 6.2.0.x.

Overview
The steps below assume the user has the correct permissions to perform the required steps below.
Steps:

1. Open Payment Processing under Accounts Receivable
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2.In the Payment Processing Batches window - Click on New button



O Payment Processing Batches {E=2 fon ===
View Options

Show orly batches that are E,
T Baoped os ready to depost [ Grichangs B

[ Show Deposited Gatches

Read

O 5
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m} 5/17/2024 210778_CC20240517 2 21022.03 21022.03 0.00 “"Undeposited™* N RSHAWLEY

a §/17/2024 R210778_CC20240517 1 -1200.00 +1200.00 0.00 *“Undeposited** N RSHAWLEY

=] 5{13f2024 1 10.00 10.00 0.00 ““Undeposited™* N RSHAWLEY

=] 430/2024  210778_CC20240430 1 240.00 240.00 0.00 ““Undeposited™™ N RSHAWLEY

O sz 210778 cC20290918 2 13457 13457 000 “Undeposted== N RSHAWLEY +/19/202% %03:237M
m] 4{19/2024 Resubeit Payment Inv 653410 o 6.82 0.00 2682 "“Undeposited*® N RSHAWLEY 4/19/2024 4:35:10 M
a 11/28/2022 Testing o 100.00 0.00 100.00 ““Undeposited™™ N Admensstrator 11/28/2022 1:36:32PM
o 11/28/2022  More testing o 100.00 0.00 100.00 ““Undeposited™= N Admanistrator 11/28/2022 L:IT:53PM
m} 1w0/sf2022 Manual o un 0.00 11111 *“Undeposited™* N ‘Administrator 10/6/2022 12:36:27 PM

Total Entered: 20,339.14 :

3. When the New Batch Information window opens - Fill in Batch Date - Description - Tape Total - Then click Save
Button

e New Batch Information X
Batch Information
Batch Date l6/312024
Description |Customer 650 EFT payment
Tape Total |30000]00

Entered Amount |g_oc|
Remaining Amount |30000.00

Bank Information

Bank Account

Deposit Date

Recondle Date

4. The new Payment Batch will now show in the list for the Batch Date that was entered. Double-click on that batch to
open.
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Ready | Date | Descripton gty [ Tape Total | Entered Total | Balace | DepositDate | Check21 | CrestedBy [crestedon | Fundng 1d | Fundng ¢!
O 6524 210778 AMER2240605 2 7.6 7.6 0.00 *“Undeposited** N RSHAWLEY /572024 8:30:30 M
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a Af19f2024 Resubmit Payment Inv 658410 o 2682 ““Undeposited** N RSHAWLEY 4192024 %35:10PM
O w22 Testg o 100.00 “Undeposited™ N Admstator  LU/28/2022 1:36:32PM
O 1z moecetesting 0 10000 ="Undeposted N Admestator  11/28/2022 1:37:53PM
] 10/6/2022  Manusl 0 11111 *Undeposited N admrestrator 10/6/2022 12:36:27 P8
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Total Entered: 20,339.14 [reere—
e Deposts Degost | ot | mew | gose |

5. When the Payment Processing Window opens - Fill in the Customer number - Memo - Full Amount to be paid -
Payment Method - Either Auto Apply or manually fill in the amounts to be paid on invoices
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View Cheds. Import Loddox © > Close.

If there are any amounts left over - Click on the Other tab to apply the balance to Unapplied Cash to use later - Click on
Save
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6. The Payment Processing pop up will open - If ready to deposit the new payment batch - Click Yes if not ready yet
then Click No



Payment Processing

\ The last transaction completes the tape total entered.
Do you wish to tag this batch as READY to deposit 7

Yes No |

7.0Once ready to deposit the Payment Batch - Select the batch and click on Deposit
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O  sawmes  R20778 CC0240517 1 0.00 RSHAWLEY
1= 5/13/2024 pay 1 10.00 10.00 0.00 L RSHAWLEY 5/13/2024 6:05:35PM
o 43012024 210778 _CC20240430 1 240.00 240.00 0.00 L] RSHAWLEY 4/30/2024 12:47:05PM.
O 4psp0s 210778 CCN240419 2 13457 134.87 0.00 N RSHAWLEY
[m] 4/15/2024  Resubenit Payment Inv 653410 0 %82 0.00 26.82 H RSHAWLEY
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[m] 10/e/022 Manual [ n.un 0.00 11111 N Administrator 10/6/2022 12:36:27PM

Total Entered: 50,339.14 Enter Payments

8. Open the customer the payment was for and now the invoice(s) will show as paid and any overage will show as
unapplied cash on the account to be used later

S |
Diamand Pizza Balance Due: (5647.13)
oJ Customer Information Diamond Pizza - 650-Main Total Active RMR : £159.00
= Peyment Opbons 2600 ROCKSIDE RD Total Actve RAR sl,v:n.w‘
ADDED IN MAN Customer Type: Residentia
=’ Diamend Pizza - Diamond Pizza « 650-Main 3 .
F Conacts :3;{3?12 g:g;ﬁ, OH 44125 g::;::"'f“!- s/z7/2022
Stes e R
(650) Dismand Pizza RASTESTONE@GMAIL.COM :’j“'“u“ fa";“flf“‘ ;’”-“’”““-’ )
-1 (650 - 3) Cramond Pizzo-650 Son's » il
B L (SOMAN-1563) Diamond Pizza-650-1 e Ceatachs
-2 (650-2) Dismand Fizza-650-2 Title Contact Phone B E-Hail
L Activity Ledger
2ging Open Invoices  $0.00
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e oo Credit Type Date Amount  Balance
g e = 832024 647,13 647,13
- Deferred Income (Unposted)
D 680 Duamand Pizzs = ml
Diamond Fizza (Damond Pzza Balance Due: (§647.13)
) Customer Information 2600 ROCKSIDE RD Total Actve RMR : $159.00
™ Purmart Opticns [ADDED TN MAN ;umm\:m ;m:f.on|
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