Deposits
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After confirming a deposit has been made into the company's bank account, add the deposit in Managely and apply

customer payments to the deposit.
From the main menu, browse to Accounts Receivable> Payments > Deposits.

The Deposits list page opens.

<+ AddDeposit B ExporttoExcel Ho - Show Reconciled Deposits
Drag a column header and drop it here to group by that column
Batch # Deposit Date Payments Bank Account Payment Method Reconciled Settled Deposit Amount Payment Amount
o 7 s ™ > i
3402 Aug 28,2024 3 10101 - Charter One - Primary Checking - Ohio MANUAL ¢ (v Yes) $1567.04 S156704 4
I e N 6 »
3401 Aug 28,2024 3 10101 - Charter One - Primary Checking - Ohio MANUAL € (v ves) $20154.96 s1038687 4
- . Ve Ty N
3400 Aug 26,2024 1 10101 - Charter One - Primary Checking - Ohio CREDIT_CARD [ (Uno) $123.00 si2300 S
e TN N
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3394 Jun17.2024 1 10101 - Charter One - Primary Checking - Ohio CREDIT_CARD (! o) (o) 512582 sizss2 g
v - ~ p  m
3393 Jun 13,2024 0 10101 - Charter One - Primary Checking - Ohio MANUAL (U ne) (v ves) $1.00 soo0 S o
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3392 Jun12, 2024 1 10101 - Charter One - Primary Checking - Ohio CREDIT_CARD (1 o) (o) $329.38 $32938
v - ~ »
3391 Jun7, 2024 5 10101 - Charter One - Primary Checking - Ohio MANUAL (tno) (v Yes) $2,597.00 s259700 g
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Adding a Deposit and Customer Payments

On the Deposits list page, click the Add Deposits button. This opens the Deposits detail page.

Deposits

- |

< New Deposit

Deposit Amount « 50.00

Ay

posit Rema

3000

8/29/2024 ning

Deposit Date »

Bank Account s

Add Payment

Payment Date

Payment Type «

Customer «

Payment Date

8/29/2026

Please Select

Customer Search: name - cust #

Customer

[} Customer Balance

v Invoice

. Amount =

Invoice #

Late Fee Amount

Check #

Late Fee Due:

Amount

Norecords available.

$0.00

$0.00

LateFee

Auto Apply? ﬁ -]

Memo
Memo

Auto Apply?

eposit Paymen

This page has sections for adding a deposit, adding a payment, showing the deposit payments, and totals for the



deposit, payments entered, and amount of deposit remaining.

Fields with a red dot are required fields.

New Deposit

Use this section to add the deposit:

< New Deposit

Deposit Amount » 5000 &

i

Deposit Date » | 8/29/2024

Bank Account = v

Deposit Amount: Type the deposit amount.
Deposit Date: Enter the date for the deposit. Default is today's date.

Bank Account: Select the bank account for the deposit.

Add Payment

Use this section to add payments against the deposit:

Payment Date s | 8/29/2024 B  Customer Balance: Late Fee Due: Auto Apply? ﬁ [-]

Invoice M Memo

Payment Type » | Please Select
¥ P! Memo

Customer » | Customer Search: name - cust # v Amount = soo0 4

Late Fee Amount 3000 4

Payment Date: Enter the date for customer's payment. Default is today's date.

Payment Type: Choose the payment type: Cash or Check (if you choose check enter the check number in the next
field)

Check Number: If you selected check as the payment type, type the check number.
Customer: Choose the customer.

Invoice: Select the invoice the customer is paying, if any.

Amount: Type the amount of the payment.

Late Fee Amount: Type the amount to apply to a late fee, if any.

Memo: Type a memo to associate with the payment.

Auto Apply: If set to YES, Managely applies any remaining payment amount to the customer's invoices starting
with the oldest first.



Apply to deposit: Click the button to add the customer's payment. This updates the Payment Entered Total and
Deposit Remaining. This is not enabled if a required field is missing.

Continue adding customer payments until the Deposit Remaining is zero. These are shown in the Deposit

Payments section.
When finished, click Save.

You can enter and save a deposit and then add payments later. To do this, on the Deposits list page find the deposit
in the list. Inits row, click the Batch #. From here the Deposit section cannot be changed. The bottom section

shows any payments associated with the deposit.

Deposits

< Manual - Deposit #3401

Payments Entered Total

$10,386.«

Deposit Remaining

$9,768.0s

DepositDate | August29, 2024 Reconciled Settled

$20,156 1

Number of Payments | 3

Add Payment

Customer » | Customer Search: name - cust # v Amount « $0.00 5
Payment Date » | 8/23/2024 B Memo | Memo
4
Payment Type » | Please Select v

Deposit Payments

B Exportto Excel

# g Payment Date g Customer 3 Check # g Type 3 Amount g $ Unapplied g Settled g Refunded g Apply

2492 8/29/24 Drew Jones - 1030 Cash $10154.96 $10154.96 (1 o) @ Apply

== B N

2493 8/29/24 Drew Jones - 1030 Cash $8.00 $8.00 (i no) @ Apply

2493 Drew Jones- 1030 (1 o)

2684 8/29/24 Drew Jones - 1030 Cash $223.91 $223.91 (o) @ Apply
E— 2/

1 »oM 1-3of3items & Refresh

Use the Add Payment section to add customer payments until the Deposit Remaining is zero.

Editing a Payment

On the Deposits list page, click the Batch # in a row. This opens the Deposits details page.

In the Deposit Payments section, click a payment#in a row. This opens the Payment details page.
Click the Edit button (at the top). This opens the payment for edit.

Make and save edits.

Deposits

< Manual - Deposit #3401

Payments Entered Total Deposit Remaining

$10,386.5 $9,768.00

Deposit Total

$20,154.5

Deposit Date | August29, 2024 Reconciled Settled

Number of Payments | 3

Edit Payment #2492
Customer s | Drew Jones - 1030 X v Amount $10156.96 5
Payment Date « | 8/28/2024 ] Memo | APPIIed 1015696 0f 20156 96 balance

Payment Type o




Editing a Deposit

To edit deposit details after it has been entered, on the Deposits list page, find the row with the deposit and click
the Edit (pencil) button at the end of the row. Each payment method has some different fields.

Manual payment

I

Edit Deposit
Deposit Amount $1567.04 |
Deposit Date 8/28/2024 |

Bank Account = | 10101 - Charter One - Primary Checkin.. *x v

Posted toGL sl

Credit card payment

Edit Deposit

I

Bank Account = | 10101 - Charter One - Primary Checkin.. > v

Posted to GL el

eCheck payment
Edit Deposit
Deposit Amount s1000 |
Deposit Date 712812024 |

Bank Account = | 10101 - Charter One - Primary Checkin.. *x v

Posted toGL sl




NOTE: The Posted to GL switch is YES when the deposit has been reconciled.

Deleting a Deposit

You can delete a deposit if no payments have been applied to it. On the Deposits list page, find a deposit row that
has zero payments. Click the Delete button at the end of the row.

Batch# Deposit Date g Payments Bank Account g Payment Method Reconciled g Settled @ Deposit Amount § Payment Amount 3
3358 Feb28 2024 0 10101 - Charter One - Primary Checking - Ohio MANUAL $90.00 $0.00 ﬂ. ﬁ



