Make Payment to Customer with Payment
Agreement
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1. From the Main Menu, go to Posting Menu / Payments, Transfers or Refunds.

2. Select Create. Enter the Division and User ID and choose Select.

3. Enter the Cust# (or press F5 to select from a list), Transaction type, Contract # (if applicable), Department,
Amount, Check #, and Reference. Note that the Payment Agreement appears on the screen to indicate the

accurate agreed amount.

Payment Disc Pasting ===
Div { Cust# 1 10088 BILLINGSLY.PETER
Transaction 21 Payments Check # 12345 -
Contract # Reference | PAYMENT - CHECK touplbRscomns
Department 128 PAYMENT - CHECK Group
Amount 51,100.00 Collections? No Terms 30 DAYS
Total Balance $8,310.26

Budget Payment Amount 1015.00
Last Pymt Date and Amount 00/00/00  50.00
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4. Select Post and New or Post and Done when finished.



