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Lesson 8: Recording a Payment
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Lesson 8: Objectives
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❖ Locating Unpaid Invoices for Payment using the Unpaid Invoice link

❖ Locating Unpaid Invoices for Payment using the Record Invoice/Pmt. Link

❖ Recording Payment Information
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Select the Business Unit (Location or Country if shown), then enter the number of days old to search for 

invoices by age. Click View once the information is entered.

The easiest way to record a payment against an invoice is to pay it immediately after recording it.  

However, if you record invoices and want to pay them later, you can use the Unpaid Orders link to find 

them.

Lesson 8: Locating Unpaid Invoices
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This will bring up a list displaying Unpaid Orders. Click Order to examine the original order, click Invoice to 

see the invoice screen, and click Payment to see the 3rd party invoice listing. 

Lesson 8: Locating Unpaid Invoices

EndNextBackMenu

Page: 4

Click the Unpaid/ Paid link to navigate to the 3rd Party Payment Entry screen.
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If you want to record a payment against this invoice, click on the Record Payment link.

The 3rd Party Payment Entry screen displays information about the order and the invoice 

or invoices that have already been recorded against the order. 

Payments can be recorded/Posted in the Invoice/Payment section of the 3rd Party 

Payment Entry screen.  Enter the Date, Check #, and Amount information then click on 

the Post button. 

Lesson 8: 3rd Party Payment Entry Screen
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Another way to record a payment of an invoice is to click the Search Invoice/Pmt. 

link under the Invoicing navigation tab.  This brings up the 3rd Party PO Search 

Screen. Use this screen to find the Entity with the invoice you want to record the 

payment against.

Lesson 8: Recording a Payment
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Click on a Payment link to record a payment against an Entity that has been invoiced.

If you don’t enter a specific Entity number or enter just a partial Entity number, you will see results that 

look like the results below:

Lesson 8: Search Results
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An Unpaid link means that a payment can be recorded against the order.  Click this link to go to the 

Payment Entry screen.

After you click the Payment link, you will see the 3rd Party Invoice Listing screen.  This screen displays 

any invoices that have been recorded against the order, and will also display any previous payments 

that may have been made against the order.

A Paid link means that a payment has already been recorded against the order.  Click this link to see the 

Payment Information screen.

Lesson 8: Invoice Listing
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You will need to scroll down this screen to enter payment information into the fields below.

The 3rd Party Payment Entry screen begins by displaying information about the entity.

Lesson 8: Paying an Invoice
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Fill in the Date field, the Check # field, and the Amount field, then press the Post button to record a payment.

If the Payment amount is less than the Unpaid amount, the invoice will remain Partially Paid.  However, if you 

pay the full amount, the invoice will be marked completely Paid.  You cannot overpay an invoice.

Lesson 8: Paying an Invoice
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If you forget to fill in a field, or record a Payment amount 

that is higher than the Invoice, you will get an Error 

Message that lists any problems with your entry.

When you have correctly posted a payment you will see this 

screen.  If you want to record more payments, click the 

Enter more Payments link.  You can return to the PO List by 

clicking the Return to PO List link.

Lesson 8: Payment Messages
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Lesson 8: Complete
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Lesson 8: Payment Entry Complete!
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❖ To continue with the next lesson, please press the Next button

❖ To review this lesson, please press the Back button

❖ To return to the CBT menu, please press the Menu button

❖ To end CBT Training, please press the End button
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Thank You For Your Viewing

The Prorizon Active SCM

CBT Training Module

USA

If you have questions,

please give us a call at

001-770-579-1323

or contact us at

support@prorizon.com
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