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What is Quick Pay?

Did you know that when you have a group of checks from a client(s) that include the invoice number on the check, the
payments can be applied in a quick succession? This is accomplished from the quick pay section of the invoice
payments wizard in Enterprise.

This article will walk users through the steps involved.

1. Begin by expanding the invoicing box from the pay/bill dashboard of Enterprise and select to (1.) pay invoices.

Invoicing

Unbilled Weekly Transactions
Unbilled Bi-Weekly Transactions
Unbilled Monthly Transactions
Unposted Hold Off Transactions

Unsent Invoice Emails

+ Start or continue an invoice run

x Abandaon an invoice run

m Email invoices

This will automatically open the invoice payments wizard.

2.Select to (2.) start a new session.

invoice payments - select session

b Select Session
Enter Payments
Post Payments

Start New Payment Session

Payment Date | 4/12/2016 i |
Description shawna.bradtg2 4/12/2016 8:10:21 AM
Bank Account | 507 - Bank of America - Bank Account

Funding Payee | AGR

2. Start New Session




3. Upon selecting this, users will automatically be advanced to the "enter payments" step of the wizard.

Once there, select the (3.) quick pay tab. Within this tab, users can simply key in (4.) the invoice number they wish to
apply payments to, the check number that should be associated with the payment, and the amount that is being paid.
Click the pay button to run this command.

*Note* To quickly jump from one field to the next, utilize the tab key on your keyboard.

invoice payments - enter payments
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enter payment amounts

Select Session

T L ETE Find Invoic?éé Lock Box Corrections
Post Payments
Invoice Number Check Number Amount
. Pa
46750 123456 1050.00 v
Default Pay Date: | 4/12/2015 @ A & O

4., After selecting to pay, the applied pay amount will be available to review from the (5.) payment summary table
within the wizard. Once you are done entering in payments, select (6.) next to move to the "post payments" step of

the invoice payments wizard.

invoice payments - enter payments
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enter payment amounts

Select Session
k Enter Payments

Find Invoices Lock Box Corrections
Post Payments
Invoice Mumber Check Mumber Amount
|| | Pay
Default Pay Date:| 4/12/2016 = A & O

-l Customer | Date | Total | Balance | Pending Bal - | Action El Reason B | Check#m| Pay Amount B

5. F 46750  JamStore 4/11/2016 5105000 $1,050.00 5000 Payment 123456 51,050.00

Total Payments: 1 Total Pay Amount: $1,050.00

payment summary

Payments Not Shown: 0

Cancel Next = Finish

*Note* Friendly reminder that each user has the ability to customize the columns that display in nearly all tables
within Enterprise. Anytime you'd like to change the displaying columns, simply right click the (7.) column header
and select/de-select from the options listed. Changes that are made will be "remembered" by Enterprise even
after logging out and logging back in.



Invoice #

P 46730

Default Pay Date: | 4/12/2016 i

- | Customer

| Date Total | Balance | Pendi

Jam Store 4/11/2016 $1,050.00 $1,050.00

payment summary

LS Y <

<

-~

Batch Id
Invoice &
Customer
Customer ID
Dept

Date

Total
Balance
Pending Balance
Action

Pmt Date
Reason

FIM Payee Id
Check #

Pay Amount

5. Click "post payments" when ready and select "finish" to exit the wizard.
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invoice payments - post payments

¥ Post Payments

post payments
| Total Payments: $1,050.00

[r « Post Payments

|F1  Print Batch Report

|5 Print GL Batch Report

A®= v

' & | Check #8 | Pay Amo... @

1]

zel

o)

l'l"\...l

123456

1 Total Pay Amount: $1,050.00

Mext =

M x

51,050.00

Finish

Cancel

*Note* In the event a payment has been applied to the incorrect invoice, you can do the following:

1. Apply a negative payment of the same amount to the invoice to 'undo’ the previous payment.

2. Apply the correct payment amount to the correct invoice.

Finish

For more information on paying invoices within Enterprise, please see the Invoice Payments Overview article.
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