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Collect a Payment 
 
Allocating a Sales Receipt 
 
 
Select the Sales menu tab at the top of the screen and then choose the Money 
Collected menu option. 
 

 
 
 
Ensure you have the correct customer selected. If not, use the Search box at the 
top of the screen to select the required customer.  

  

 
Definition: Allocation  
 
This screen shows Sales Invoices (SI) that you have entered onto the system. It 
may also show Sales Receipts (SR) that you have entered. You can enter Sales 
Receipts, when people pay you, or when you see the money going into your bank 
account. The system needs you to Allocate or match SIs and SRs together, so that it 
knows what Receipts are paying for which Invoices. By doing this, the Invoices 
will then be cleared off this screen, keeping it all as clean and simple as possible. 
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Tick the Select boxes for the Sales Invoice(s) that you have received payment for. 
You can select as many as you like; they will be added to the total amount. 
 
The total selected amount is displayed in the Amount box below. 

  
 
 
In the Amount received section below, select the Bank account and the Date of the 
Sales Receipt that you are entering. Pressing full-stop [.] will enter today’s date. 
 
Enter any relevant details in the Their ref and Our ref boxes. 
 

  
 
 
Press Save/ Allocate. This will generate a Sales Receipt and automatically allocate 
it against the selected invoices. 
 
If the amount selected was a full payment, the Sales invoice will be removed from 
the list.  
 
 



 

Collect a Payment v7.0  
22 March 2011 

 
 
 
Entering a part payment 
 
 
To do a part payment, follow the same process but overwrite the amount you wish 
to pay in the To allocate box. 
 

 
 
 
Pressing Save/ Allocate will then take the selected amount off the Sales invoice. 
For example, in the screenshot the sales invoice was for £120, £60 was allocated 
to it, and £60 now remains on the invoice. 
 

 
 
 
Entering an unallocated Sales Receipt 
 
 
To enter a Sales Receipt without allocating it to a Sales Invoice, simply enter the 
details and Amount in the Amount received section below. 
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Press Save/ Allocate and it will appear as a sales receipt (SR) above. 
 

 
 
 
To allocate the sales receipt to a sales invoice, tick the Select boxes next to the 
corresponding invoice and receipt. You can select as many receipts and invoices 
as required. The Amount field below should equal zero. Press the Save/ Allocate 
button below and they will allocate and disappear from the list. 
 

 


