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The Unapplied Payments list helps companies manage unapplied payments. From this listing, you may view all
customers with unapplied payments and apply to invoices from the listing.

If a customer has more than one unapplied payment, each unapplied item is listed and the user can select which
payment to apply to invoices.

When applying an unapplied payment, the software will automatically apply as much of the payment as
possible to the oldest invoices first.

Viewing the Unapplied Payments List

To access the Unapplied Payments list, from the main menu, select Accounts Receivable > Payments > Unapplied
Payments.

The Unapplied Payments List opens.

The Balance Due column displays the total of all open invoices minus any unapplied credits on the customer’s
account. If the Balance Due is zero or a negative value, you cannot be able to apply the unapplied payment.

The Unapplied Cash column displays the available amount that may be applied to invoices.

You can sort the grid area by clicking on any of the column headers.



Unapplied Payments

ﬁ Export to Excel
Drag a column header and drop it here to group by that column
Customer ] City ] Balance Due ] Unapplied Cash
+ Unassigned Mobile Payments - 000000 NOWHERE 50.00 2
Ar Donoson. Bill - 1029 Chagrin Falls $2,81114
+ Jones, Drew - 1030 Chagrin Falls $527,253.04 511,844.00
+ Securo - 1032 Chagrin Falls $90.00 $1321
+ Parsons, Alan - 1033 Chagrin Falls $50,022.64 $7.29477
+ Cocker. Alta - 1034 Parma S14,479.61 54.00
+ Waters. Roger - 1035 Kent $40,155.34 $1150.00
+ All Electronics - 1038 New York $31.948.06 $5,322.85
+ Grossman, Matt - 1039 Aiamni $13,021.38 $1,204.88
+ Batterson, Josh - 1052 Lyndhurst 548,538.73 5103.28
+ testy testy - 1073 Cleveland 586.84 $10.00
+ testy, testy - 1125 Cleveland $0.00 $4,000.000,010.00
+ Smith Residens. Bob - 1365 Orange $0.00 $4.00
+ Jo Smith Residence. bo - 1482 Irvine $0.00 $52.00
+ Jo Smith Residence, calvin - 1483 Irvine $0.00 $5.00
+ Jo Smith Residence. Garth - 1487 Irvine $0.00 $2.00
+ Kingston. Bruce - 1541 Chagrin Falls 52,450.00 53500
Total
Total: $604,273.55 $4,000183,933.07
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Clicking the “+” sign to the left of a customer displays all unapplied payments for the customer.

Unapplied Payments

ﬁ Expart to Excel

Drag a column header and drop it hera to group by that column

Apply a Payment

While viewing the Unapplied Payments listing, click the “+” sign to the left of the customer for whom you want to



apply an unapplied payment.
Locate the payment to be applied, and then click the Apply button.

The software automatically applies as much of the payment as possible to the oldest invoices first.

Unapplied Payments

ﬁ Expart to Excel

Drag a column header and drop it hera to group by that column
Customer B ity £ Balance Dus
Donoson. Bill - 1028 ChagrinFalls
Unay
S450.00
$1100.00 ' S Apply
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