Cash Posting Cash Posting

Cash posting is a process by which the payment gets received from customers, towards due payment and other
accounts in the invoice system. Cash team receives the cash files and applies the payments in the WinFashion ERP.
During cash posting, overpayments are immediately identified and necessary refund requests are generated for

obtaining approvals. Also underpayments/denials are informed to the customer.

There are two ways to do Cash posting in WinFashion:-

1) Cash Posting(Payment) through Invoice
2) AR (Accounts Receivable) Cash posting

I

CASH POSTING THROUGH INVOICE:-

This method allows you to post a payment while entering an invoice.

NOTE: This function is for 1 payment to 1 invoice.

In other words, This Cash posting is done through Invoice Module. Once the payment entries are made in ‘Invoice’, Balance
amount gets transferred to the ‘AR Cash Posting’ which is the second way of doing cash posting entries.

Go to Invoice on the toolbar

If you are retrieving an existing invoice , go to List button > Click on Get Date button then choose the invoice
from the list by clicking on once of them - Click on Select button

If you are creating a new invoice, click on the New Button - enter all of the necessary information>then
click on the Save Button.

In the Invoice Detail screen, Left-Click on payment button.

Payment screen pops up with an empty details.

Click new button in detail screen to enter the payment details.



e Enter Reference No , Paid amt ( which is editable and can be partial or full payment ) , Payment Code such as
via ‘Check , Wire Transfer , Post Payment etc , Paid Date , Memo , Batch No. , Bank No (Bank Transit No. , Invoice
No.

NOTE: - Payment Code details must be set up in the ‘Payment Code table’ in WinFashion to be able to choose from
in Cash Posting & Invoice.

e Click on ‘Save’ button to save the payment details
NOTE: - If there is any partial payment done before, we could edit & delete

e If you need to go back to the Invoice, Click on the Invoice button (the row of button in the middle of the screen). The
invoice button also reverts to the payment button.

e If you want to delete the payment details , select the row and click on delete button in the invoice detail

screen
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ID AR CASH POSTING

This command allows you to show cash postings/payments received from a customer for a multiple invoices. You will be able to
view a customer and all of their outstanding invoices. This command allows you to post one payment to several invoices.

NOTE: This function is for 1 payment to several invoices.

e Click on File of the menu bar
e Select Cash Posting
e Enter the Customer Code OR Select the Customer Code from a List Button.



Customer Name, Address, Credit Limit, Terms as well as Contact List information will be displayed in Screen
from Customer Master

The list of invoices that are open will also be displayed on the screen

Enter a Batch No. This batch no will be used to keep track of all the cash applied for a particular point of time.
Note: - We can also use date as the batch#.

In the Payment Section, Select the Payment Type such as ‘Cash’, ‘Check’, ‘Wire Transfer’ etc., Payment Date
(which is defaulted to current date which can be changed if applicable), Reference No. (Check# or Wire
Transfer#), Check amount, Memo, Bank No (It can be bank transit number)

NOTE: - Payment type details must be set up in the ‘Payment Code table’ in WinFashion to be able to choose
from in Invoice & Cash Posting.

SAmt to Pos
Once you enter the Check Amount, ‘Amount to Post’ﬂm‘m
in the screen.

and ‘Remaining’ Amt’ i field will be populated

Underline the invoice that you wish to apply cash posting to and double — click on the payment field.

After doing so, The Balance field will be deducted from the amount entered and Remaining field will be zeroed
out.

Click Save and Ok button to refresh the screen.

NOTE - To enter payment for the next invoice from the invoice list:-

Example: - If the first invoice payment is being paid as ‘$1000’, this amount will get deducted from balance field
$15110.03 so balance will be ‘$14110.03" .

Similarly for the next invoice, if the invoice total and balance amounts are $4225.32, and if you enter the $1200 in the
‘Check Amount’ and auto apply it , ‘Total amount would be treated as ‘2200’ (1000 from the 1st invoice and 1200 from
the second invoice ) which will be subtracted and that amount will be displayed in the payment field as $200 (i.e
$1200-$1000) and balance will be $4025.32 which was previously $4225.32 ($4225.32 — $200 = $4025.32) 2935.27

For invoice 3 , invoice total and balance is $2935.27 and if you enter 1500 in the ‘Check Amt’ and auto apply it (click

on the auto apply button in the 3rd invoice) , then the payment field will have $300 dollar as payment (i.e , $1500



(3rd invoice) -$1000 (15t invoice ) + $1200 (2rd invoice ) = $300) which will be deducted from the balance field so the
balance will be $2635.27.

For invoice 4 , invoice total and balance is $3040.95 , if you enter $500 in the ‘Check Amt’ and auto apply it (click on
the auto apply button in the 4 invoice) , then the payment field will have $-1000 dollar as payment (i.e , $500 (4th
invoice) -$1000 (1st invoice ) + $1200 (2nd invoice )-$300(3rd invoice = -$1000) which will be added to the balance field
so the balance will be $4040.95 (as per “-‘ ‘= ‘+’in mathematical logic).

£Amt to Pos SRemaining|
Please make sure you check the Amount to Post E& Remaining field i

before proceeding to the ‘Auto Apply’ button
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Cash Posting List Button (Customer List Button)

Customers are the most important people of every business and it is a must to organize and maintain information related to
customers. The Customer portion of WinFashion allows you to store and manage your customer information in a flexible and

efficient manner.

WinFashion "Customer" list holds customer address, phone number, credit limit, purchase history, balances and more. You can
view several reports based on a customer with a click of a button. Also, each customer can have more than one address (shipping
address) listed in this section (Remember the address that you put in the main customer screen is the mailing/billing address).



¢ Go to Cash Posting

o Click on the List Button which will list all the customer from the Customer Master.

o To select a particular customer from the list. Double — click on any particular record or Highlight and click ‘select’
button’.

e Customer Information will be displayed in the Cash Posting Screen.
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OK Button

e The OK button allows you to continue with the command(s). For example,. After you enter the payment details, click
on the OK button.



Save Button

e The Save button is used to save the record to the table/list (click Save).

Exit Button

e The Exit button is used to exit from the current window (click Exit).
e If there is any unsaved work, the program will ask if you want to save your work. (Click Yes to save and exit, No not to
save and exit, Cancel to cancel Exit and you will not exit the program).

Receipts Report Button:-

Receipt report displays the report of all the cash payment done for invoices in a particular point of time which is used as a cash
receipt.

Open any existing cash posting from the list or generate cash payment for a particular customer and click on ‘Receipt Report’
button.
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Deposit Report Button:-



Deposit Slip displays the amount being deposited for a particular customer to a particular bank which contains Date, Account#,
Bank Name, Customer Name, Amount, Payment Code etc.
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Apply Payment Discount (if applicable) | #fply Discounts

Apply Discount is the discount which is usually given to a customer who makes the payment before terms due. This
Discount is entered in the invoice section under ‘Discount’ field. To use this button:-

Go to 1nvoice button, Check the terms field and enter the discount% in ‘Disc%’ field.

e (Customer’s payment terms come from the terms code table.



Based on the terms that the customer has, WinFashion (if you press the “Apply Payment Discount” button in
cash posting) will calculate how much will be discounted from the total invoice amount.

For example, if a customer has a N30 as terms in customer master, then the customer has the option to pay in
30 days to receive a 10% discount. If the customer does not pay within in 30 days, and then there is no discount.
This 10% discount will be calculated from the invoice subtotal and will be displayed in ‘Paid’ section (Cash

Posting) when we click on Apply Payment Discount button.
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Orderfio] 68 BLUE DRAGON BLUE DRAGON ”_LHSN to str? J BoxMode[One 8w ] [ |
imvoice Date] 0311215 V.55 ST. 3RO FL. |46 W_55 ST 3RD FL ”Factored? | ) PeksHold
g Facts] =
DueDate] M5 |Biewvomk [ Jioo1e |NEW YORK v fiooTe Ph:|(212) 307-5329 | BoxingRule
CustPioN [Ri] [ 0 USA ApprvCode: Fax:[Z1Z) 307-0825
s.agise X Terms|N20 - INET 20 DAYS Factor] [0 % SubTotal |515,57735 —
[ = L . ShigerDUPS  loups Acct] “DISCOUNT 3% | v 2 UFS Exporteddl
Eimteils x frtiote e UPS100 [ Freignt: 00 [lAsnice 128 BOL %
21 w MemoCode] + [ShipRef# User! \ ool 0
L 3
oo[CurneyjusD ][ Season 14FA |4 WH|0D v|  Meren: v T “lmesE CC TroutD %
Cash Invoice Totak 51511003 RA® ShipperNo. Pai
20 00l_754 : =
CR Apply v : k LoadiD Vendorho: 2
0.00 AmtDue:  S15.110.03Forr Batch Factor Batch#
Disc.Days|  [oiscs|  SoofFos: EDI Stat] |GoH [] picks | 66 return reason [Ereatea]winsot__pariziis 18:56.00_|
Rovas: 0 wneT tend i - Pl aal_Iatncir # nhe1nT irAmtealainenfhamaie ta-caan
File Report Graphs Utility Window EDI AfP PrintScreen WinDesign WinPattern Email WebLink Help
g & = & + ¥ i B = [
Samples ryle Cuztomer  $ales Order  Pick Ticket Invoice FeamPack  Cur Ticket ImplExp PurchOrder  Rawldat Procesz Color Coder  Vendors Calendar Caleulater Dircetory Exit!
4 Cash Posting (Multi Invoices)
Customer  [BLUEDRAGON || List E‘a‘c“l:l oK Save Exit Mew | SaveDetal Delete Delail Receipts Rpt| Deposit Rt
Nam%f—; [[i}l12.21.1999 2 USERS
0 Addr[-5 FL E
i
| TR 0|
[Fax | usert
[iRicHaRD oRAL 28 |212)307-0825 | Userd| SalesRep[ -
[ZRma | [ userd ‘SakasRe:I
Payment
[ Type]  Date  |Ref¥ (Check¥) [ checkamf Currency Memo [BatchNo [pankNo |
[cHK v 06/04115 | | [usD ] | [ |
Apply Discounts —-fitert | [ |Alllvoices [ |Credits [ |Payments [ SAmtto Pus Acdio CF system  Currency Rounding Write-OfF
W Pt
[¥lNV  [VIRET [¥]MCR  [v|MDB || CRFatiEK I AutsApply Approve 2Excel
Inv Date | Due Date | Terms | Store & Fame e Paid|  Payment[l ml CustPO# [Payment Note [Reason | Dbjcrd] Rept [ Rep2
; oo , 10 X T 00 31 i
AL 100078 [ 031315 N30 I 00 %4225 37| $217.80 34,007 52| $0.00] 00| 54,225 32| DISCOUNT 3 DAN
AN 100107 | 031815 | O N30 oo $2935.27| $151.30 $2,783.97| $0.00] 00| $2935 27| [*DISCOUNT 31 DAN
A [V [ 100128 [ 031915 N30 | 00 $3,040.95| $15675|  $2,83420 $0.00 00 53,040.95 FDISCOUNT 31 DAN

Filter Condition



This is one of the most useful function in WinFashion. This function is used to filter out the data and display it in the screen. For
example

If you want to view only records which contains only invoice and no chargeback, then click on ‘INV’ checkbox and right click on
the filter button OR vice — versa

If you want to view a particular invoice from the list of invoices. Say ‘100065’ , Left click on the filter button , a pop up window
opens up , Select the ‘invoice no’ as under columns and enter ‘invoice no="10001" in the blank section ‘. Click verify to check if the
filter statement is right and ok button to filter.

NOTE: - To remove the filter, Click on the filter button again and remove the filter statement, Click ‘OK’.
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Samples Style  Customer SalesOrder PickTicket  lnvoice ScanfPack  CutTicket  ImpfEzp  PurchOrder  Fawblt  Process  ColorGodes Wondors  Calendsr  Coleulater  Directory  Exitl

Lot Cash Posting (Multi Invoices)

Customer  |BLUEDRAGON | List B‘“‘”‘: oK Save Exit Ne Save Detall | Delete Detail |Receipts Rpt| Deposit Rpt

Hamell= 12.21.1598 2 USERS

[Phone. |
li212) 207-5328 |SalesRepil Al
| |SalesRe;
Specify Filter E
[ Type  Date  [Ref¥ (Check¥) [ checkam currency ftemo [Batchi
[CHK o[ 06/04/15 | | [Uso T |
invoiceno =100065 ok
Apply Discounts | Fiter® .| -
[y [VIRET [v]MCR AutoApply Appi Cancel
[piv [Type | Invoice # [nv Date [Due Date [Terms [ Store Inv_Total [ Payment Disc] Het Total[ | Pad[  Paymer |:wiﬁ‘
100065 0411115 mm 515-,110; su,m.f $778.8 .
ANV [ 100078 [0313015 5[ w30 [ 00 54,225.33) 5217.80 4,007.52] | 50.00 o
’7 ¥ Functions: Columns:
[A[wv | tootor[oaens s[n3 [ oo $2,935.21| 515130 5278397 $0.00 :
]T| I | 100128 | 0301905 | 0485 | N30 | 00 53,040.95| 5156.75|  52,684.20) 50.00 T <] 2| [gbslx) ) [ envclceno. A
acos(x) invoicedate
asc(s) invheader_customer
<= [=] |ascAls) invheader_blname
asin(s) store
atan(s) invheader_shname
avag( #x for all) salesrepl
an bitmap (5} ¥ | |salesrenz b




228 Cash Posting (Multi Invoices)

Customer | BLUEDRAGON | 1t | Batch: oK Save Ext | MNew | SaveDetall Oelete Detail [Receipts Rpt| Deposit Rpt|
ipts Rpt| Depe pt
Name]- 12211998 2 USERS
E
M
ORK | T 0
[Phone. [Fax | user] |
lz12) 3075328 1212y 207-0825 | User] SaBReEWF—:‘
| | | User3] |salesRe;
Type] Date  |Ref# (Checks) [ CheckAmf Currency Memo [Patchiio [Bankhio |

[ciK Tv| 06/04/15 | | [usD_[w] |
Apply Discounts | Fiter | [ |Allinvoices [ |Credits [ |Payments Mml [ Pr.ls Add to C8 system | Currency Rounding Write-Off

= = T - Print
NV [¥|RET MCR MDE  [v]OAP  [|CBK AutoApply Approve 2Excel

Div[Type [ nvoice # [ Inv Date | Due Date [Terms [ Store [ v, Tola\| Paymemmsc| Net Total | Paid|  Payment[[ Balance| CustPO¥ |Payment Note [Reason | Dbjcrg] Rept | Rep2
S K 2 s 1 M 8

Currency Rounding Write-Off button —

This button converts the decimal payment amount to round off numbers.

For example if the payment amount is $1569.877 and if you click on this button, it will be rounded off as ‘$1570’
Auto Apply Button -

This button is used to automatically apply the payment amount in the payment section in invoice list.

¢ Enter the payment information.
e Highlight invoice where you wish to apply cash posting to
e Click on the ‘Auto Apply’ button and save.

Approve Button —

Approve button approves all the balance dues as payment and zeros out the balance amount field.

e Highlight the list of invoices to be approved and click on ‘Approve’ Button .
e Check balance field ( $0.00 after approve) and payment field( balance amount will be transferred to Payment



o C(Click save.

Cash Posting (Multi Invoices)

iy
Customer Lst| Baleh| | ¢ Save || Ext | MHew | SeveDefal Delsts Detal |Receipts Rpt| Depost Rot)
Customer- Name M1z 21.7888 2 USERS
CrediLi Adr]: E
Terms| i
Currency| =0 NEW VORK | R 0|
ontact Title: [Phone [Fax User| |
TRICHARD ORAL |212) 307-5328  |(212) 307-0825 Userg] SalesRepi A1l
[2fhm= | | Userd] |Sabesﬂga
Payment
[ Type]  Date  [Ref# (Check) | checkam] Currency [Memo [BatchNo  [BankNo |
[cHK[o] 06/04/15 | [1sss6.48 [usp [ |

Apply Discounts | Fiter* | [ JAllinvoices [ |Credis [ |Payments. SAm(toPns e G8 systen [Curency Roundng Ve 0tr|
AutoApply Approve 2Excel

Wiy [VIRET [VIMCR [v|MDB [v]0AP [v|CBK
[pwv [Type [ invoice # | inv Date [Due Date [Terms [ Store | Inv_Total | Payment Disc| e[| custPo#  [Payment Note [Reasan [ Dbjcre] Rey

A0 aes | ovians| o | G0 | G| s e s sias ] e
A

il
o
a
o

Net Total | Paid
3778.87

14,331.1§

B
[ v | oeos | ewians ouras| oo | o | wamm  wws s
F’W 100107 | 0311815 | 04MTAS | N3O oo $2,935.27] $151.30 52.733.97|— [FDISCOUNT 3 DAN

[ A mv ] toot2s [oanens [o4iens [ N30 [ o0 | s3040.q sisa7s]  s2.88420( | 50.00] 0] 53,040.85 [

[riscounT 3| | DAN

For example:
If the balance amount is ‘$1000” and if you click on ‘Approve’ button, it will transfer to the payment field and Balance amount

will be $0.00.
2Excel Button:-

Click on 2excel button to export the Cash Posting details in excel format which can be used for future reference.

Print Button —

Click on Print button to print the cash posting details.

All Invoices, Credits, Payment Check Box:-

Clicking on these checkbox will display the invoice list according to All Invoices , Customer Credits & Payments



