Managely - Multiple Ways of looking up a Payment
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There are multiple ways of looking up payment in Managely by payment number.

1. Switch the search criteria from the top drop-down from Customers to Payments (then type the payment number
and push the Enter key):

Home

Accounts Receivable «
Invoices

$  Payments

2. From the customer page under the payments tab.

The filter option (three vertical dots) can be used to filter for exact payment number.

o My Test

83,510 $150. | . e

Last Statement | September 50 2026

5 = Delivery Method | Ema:
Delivery RMR Inv
Collections Status

®Comments

Bill To Information
1

CheckNumb |  PaymentMet |

Amount Unapplied

3. From the main payments section under accounts receivable, depending on how the payment was made, it can be
found in different ways, accessing the correct option.

Home DEpOSitS

Accounts Receivable »
<+ AddDeposit & New Payment Batch B ExporttoExcel

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

Payments

Deposits Batch# [ DepositDate § Payments §  BankAccount i PaymentMethod [  Reconciled i Settled

CCieCheck 1278 E_CHECK o) (i

Unapplied 127 Sep 28,2024 3

Refunded 1270




