Making Payments in CyberBos 5.0

Very Important!
Always make sure that BetaPay is turned on!

This will show up on the status bar which is on the bottom of the screen, it
says BetaPay. If it is not down there, turn it on while in the Main Menu, by
holding down Control and Shift at the same time and clicking on the number
2 (above the w) on your keypad (not the calculator 2). Do not hold the 2
down, as it could turn it off again. Once you turn this on you should leave it
on, it will come back on every time you open Cyberbos. This option should
be turned on on every computer that uses Cyberbos and left on at all times.
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From the Main Menu click on Accounts Receivable.
This will open the Customer Menu window.
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Click on Payments
This will open the Payment Master screen;

"; CyberB0OS 2005 Server 5.1.140 - Burrows Building Supply Inc., Augusta

‘windows

Customer Menu

‘ Customer Menu

| Add Or Update Customer

Payments

Redbill

Run Statements

Print Labels

Current Database: v:5CyberBOS 2000 Customers\B urraws Building supplys20070525090232Cyberbos2004.mdb | FRONTMACHINE BETA: Pay, POFTH 05-29-2007 11:45:59




After you have put in the customer’s name and/or account number, left click
once on the middle tab that says Apply A Payment. This will open a new
window where you can make payments to customer’s accounts.
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| Account Mame | Ao Num Balance || [ Selected Account’s Breakdown
1 [<Main Accounts 4034 $1.852 B6 Service Charges
Invaices

Trans Total

Tatal Of Al Accounts
Total Of Accounts

Total Of Previous Cycles

Balance

Exit

05-25-2007 14:55:35




This is the Apply A Payment window:

The first (colored) box in this window shows all outstanding invoices and
service charges. If the box to the left of the invoice number is checked, it
indicates that you will be applying a payment to that invoice. If it is not
checked, a payment will not be applied to that invoice. You can select the
invoices that you want to apply a payment to, or if you want to pay the
invoices that were on the last statement simply click on Statemented.
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Payment Master

Customer: Sales Clerk

|95 SPEE D Dan

Bubba Bubbles Hew Papment Maintenance Unda ‘
4094 Bumpass Ad
Bumpazs W 11231

[ Show Inactive Accounts

Customer Detailz Apply 4 Transaction History

Invaices / Service ChargedDutstanding

Select \nvoii Irwoice Date | Subtotal | Sales Tax Total Amourt Dug | TranslD + Unselect Al
¥ B5E3 DA77 $6.99 $0.56 $7.55 $7.55 5863
¥ B2 01/Z307 $61.85 3495 46T 51 sa0z | | Selectal
¥ B33B 01/30/07 $124.22 $3.93 $134.15 $134.15 B335 ]
¥ 5363 01/30/07 $8.79 $0.71 $9.50 $3.50 6363 -

Unapplied Papments M ake Payment
| [

Date Tvpe | D eposit &mount ‘ Amout &pplied |Amouan|emaimnu| Selected | =
| [~ Tranzaction Key

Service Charges
gy
Regular Invoices
Credit lrwoices

4 3

Transaction Details
‘ Item Description ‘Quant\tv‘ uam | Tax Cateqory | Eutended | =

V[
Balance of Selected Exit

Once you have chosen the invoices that you want to pay, left click once on
the turquoise button to the right of the screen that says, Make a Payment.
This will take you to a new window.



This is the Payment Amount window.

The top window shows the invoices that you have selected to be paid; the
second window shows any deposits or credits that are available to be applied
to the outstanding invoices. Below this section is the Payment Entry section.
The selected amount is the total of the invoices you have chosen to be paid.

Cash Check or CC Amount is where you put in the amount of the payment

that you want to apply to the account.

From Deposit Amount is the amount to be applied to outstanding invoices if
the customer has made a deposit or an overpayment. (Instructions for this
will follow). There are also options where you may apply any deductions or
discounts. Choose one of the Payment Options to the right of this for Cash,
Check, or Credit Card. When you have entered all information,
left click Apply and Exit.

Invoices
- - [=] %]

ﬂ Payment Amount

Invoices To Be Pajd

Iy Murm I 4 Date | Time | Subtatal | Amount Dug
6798 02/06/07 12:36:36 P 43.44 . 46.91 46.91

6816 02/06/07 03:04:13 P 244 g 263 263
6927 02/08/07 05:41:48 A 24.25 g 2618 2618
07 02/09/07 10:03:47 &M 38.42 . 41.43 41.43
018 02/09/07 10:10:57 A 1.27 £ 1.37 1.37
409 02A16/07 11:40:00 &M 16.28 17.508 17.58

%
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Deposits from which payments may be made  Check the select box for the deposit ta make payment from

| Date | Tupe |DenasitAmount ‘AmauntADDhed‘Amoumtﬂemaininu| Select

<« |
Payment Entry Fayment Options Account Totals
Selected Amount & Check Subtotal
Cash Check or CC Amount HFE) |~ Cash Sacs il
Service Charges ,7

Amount Due |

Frarn Deposit Amount © Credit Card

Discount -
Payment Options
Forgive Service Chaiges

Misc Deduction

“wirite CIFF Diebt

Apply To Account

Apphy and E it LCancel |

b | FROMTMACHINE : Pay, 05-25-2007 1




This window allows you to put in a check number for the payment.
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Invoices To Be Paid

- [=]x]

- [O]X]

Iy Mum | Date Time

Subtatal | Taxr | Tatal |

Amount Dug

6798 02/06/07 12:36:36 P
6816 02/06/07 03:04:13 P
6927 02/08/07 05:41:48 A
07 02/09/07 10:03:47 &M
018 02/09/07 10:10:57 A
409 02A16/07 11:40:00 &M

43.44 3.47 46.91
244 19 263
24.25 1.93 2618
38.42 a.07 41.43
127 0 137
16.28 1.30 17.508

4 |

Deposits from which payments may be made  Check the select box for the deposit ta make payment from

| Date | Tupe

| Deposit Amaunt ‘AmauntADDhed‘Amoumtﬂamaininq|

Select

Payment Method

Fayment Entry Please Enter the Check Mumber

Selectd

ok |

Cash Check or CC Amount
From Deposit Amount

Discount

Forgive Service Charges

Misc Deduction

“wirite OFf Diebt

Apply To Account

Current Database: v:5\CyberB 0S5 2000 CustomersiBurraws Building supply\Cyberbos2004 mdb | FROMTMACHINE

Sales Tax

Service Charges |

" Cash
" Credit Card

Amaunt Due |

Payment Options

BETA: Pay, POFH 05-25-2007 16:30.40




This window allows you to put in any memos you may have regarding this
payment.

+ M=ER
Invoices To Be Paid

Iy Mum | Date Subtatal | Taxr Amount Dug
6798 02/06/07 4344
6315 02/08/0 —P
8927 [N Memo
m7 02/03/0) . . .
7018 oo/nas0f Enter a Mema to print on the receipt, Or hit Enter

409 02/16/0)

Cancel

|
Deposits from which pay
| Date |

Payment Entry Fayment Options Account Totals
Selected Amount & Check Subtatal
Cash Check or CC Amount  Cash Sacs il

Service Charges
Fram Deposit Amount " Credit Card |

Amaunt Due |
Discount -
Payment Options
Forgive Service Charges
Misc Deduction

“wirite OFf Diebt

Apply To Account




This window allows you the option of printing a receipt.

B %]

$ B [=1iE9)
Invoices To Be Paid |
It Mum | Date Time | Subtatal Amount Due
6738 02/06/07 12:36:36 Pt 4344 4691 46.97
6816 02/06/07 03:04:13 Pt 244 263 2.63
6927 02/08/07 03:41:43 &M 24.25 : 2618 26.18
m7 02/03/07 10:03:47 & 3842 . 41.48 41.49
s 02/03/07 101051 & 1.27 i 1.37 1.37
7408 02/16/07 11:40:00 & 16.28 2 17.58

< | v

Deposits from which payments may be made  Check the select box for the deposit ta make payment fram
| Date | Tupe | Deposit Amount | Amount Applied | Amount Bemaining | Select |+

Confirm Printing

< |

Payment Entry 2

.K’ Do you want ko prink a receipt 7 o oA
Selected Amount Subtatal
Cash Check or GC Amaount Mo bacslos

Service Charges |

From Deposit Amount Ry oLl drdd

Amount Due |
Discount -
Payment Oplions
Forgive Service Charges
Misc: Deduction

“wirite CIFF Debt

Apply To Account

erB 05 2000 CugtomersBur 1 FROMTMACHINE

Good Job!
Now I will show you how to make overpayments or deposits available to
sub-accounts.



Making Overpayments or Deposits Available to
Sub-Accounts

Return to Payment Master and select the account with the over payment
amount, then click Apply a Payment.
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“Windmws

ﬂ Payment Master

Customer: Sales Clerk
|95 SPEEDwaY

EBubba Bubbles Hew Payrment ‘ Maintenance ‘
4094 Bumpasz Rd

Bumpazs Wa, 11231
[~ Show Inactive Accounts
LCustomer Details T Apply & Payment Transaction History

Account Name [ AccMum | Balance | ~| -~ Selected Account’s Breakdown
<Main Account> 4034 4199283 |
<Bumpass-Triplexes: 40941 $138.24

Service Charges

Invoices
Trans Total
Total Of All Accounts
Total Of Accounts
Total Of Previous Cycles

Balance

Exit

I 2007052591 4181 3Cyberbos2004.mdb | FRONTMACHINE BETA: Pay, POF | 05-28-2007 15:37.05
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This is the Payment Master window now showing an unapplied credit
balance. To make this amount available to all sub-accounts, select the box to
the right of the amount and click Make a Payment.

Unapplied Credit
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ﬂ Payment Master

Customer:
|95 SPEEDwaY

Bubba Bubbles
4094 Bumpasz Rd
Bumpazs Wa, 11231

LCustomer Details T E T Transaction History

Invoices / Service Charges Dutstanding
[ Select [rvoice # [Inveice Date] Subtotsl | Sales Tax|  Tohsl | AmountDus | TransdD ~ Ursslect &1 ‘

Select All
Statemented
Unapplied Payments * Make Payment
Date | Tupe | D eposit Amount ‘ Amout pplied |Amu anemain\nul Sele

1 |5/23/07 Standard 15932.83 0.00 193283 C Transaction Key
[Service Charges

4 ‘ Fegular [nvoices
Credit [nvoices

‘ Item Description ‘Quanhlv‘ UomM | Tax Category | Extended |+

Transaction Details

[
Balance of Selected Exit

Iy2007052914181 9Cyberbos2004.mdb | FRONTMACHINE BETA: Pay, POFH | 05-23-2007
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This is the Payment Amount window; the overpayment amount is already
checked. Simply left click once on the box that reads “Make this credit
available to Main and Sub Accounts” or, if the customer wants a refund, left
click the “Refund payment to customer for this credit amount.

e HEE

ﬂ Payment Amount

Invoices To Be Paid
I Num | Diate | Time: | Subtatal

Ci|

Deposits from which payments may be made  Check the select bax for the deposit ta make payment fram

| Tupe | Deposit Amount ‘Amnunl#nuhed‘Amﬂuntﬂemaininq| Select
1 |5/23/07  JStandard 19592.89 0.00 1392.89

| v

Payment Entry Payment Options Account Totals

Selected Amount  Check Subtal [ 00
Cash Check ar CC Amount  Cash SalesTax [ (0

Service Charges ,7
From Deposit Amount " Credit Card

Amount Due |
Discount -
Payment Olpti

Forgive Service Charges

Refund
Mizc Deduction Make this credit
available to Main &?E:;Q: ;Er
“wirite CIFF Debt ;ggoim Py
amount

Apply To Account

Apply and Exit LCancel |

I 2007052514181 3Cyberbos2004. mdb | FRONTMACHINE BETA: Pay, PO _05-23-2007 15:38:27

r |
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Click OK!
This credit is now available to main and all sub accounts or to refund to the
customer.

- - [=] x|

s ARG
Invoices To Be Paid
I Num | Diate | Subtatal Amount Due | &

Ci|
Deposits from which payments may be made  Check the select bax for the deposit ta make payment fram

Date | Tupe | Deposit Amount ‘Amnunt#nuhed‘Amﬂuntﬂamainm Select |~
1 |5/29:07 Standard 1992.89 452.89 L

CyberBos2005 -

| v

Payment Entry Account Totals

Selected Amount Subtatal

Ok
Cash Check ar CC Amount Sales Tax
Service Charges
From Deposit Amount . " Credit Card

Amount Due |

Payment Oplions

Discount .00
Forgive Service Charges oo

oo Fietund
Mise Deduction 0 Make this credit
| available to Main paymerit ta

§ customer for
wienivat | et ths crect

Ancounts

¢
Apply To Account '7 amoun

Apply and Exit ‘ LCancel |

Current Databaze wberBOS 2000 Customers\Burraws Building supplys20070523141813Cyberbos2004. mdb | FROMTMACHINE BETA: Pay, POFtt
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Now select the sub account that you want to make a payment on and click
Apply a Payment

" CyberBOS 2005 Server

“Windmws

g Supply Inc., Augusta

ﬂ Payment Master

Customer:
|95 SPEEDwaY

EBubba Bubbles Hew Paprnent Mainterance
4094 Bumpass Rd

Bumpazs Wa, 11231
I~ Show Inactive Acoglnte

LCustomer Details T Apply & Payment T

Transaction Histary

Account Name [ AccNum | Balance | ~| - Selected Account’s Breakdown
<Main Accourks 4094 4189283 | Service Charges | 00
<Bumpass-Triplexess 4094-1 $138.24

Invoices

Trans Total

Total Of All Accounts
Total Of Accounts
Total Of Previous Cycles

Balance

Exit

Current Databage: '’

Y wberBOS 2000 Customers\Burraws Building supplys20070523141813Cyberbos2004. mdb | FROMTMACHINE

BETA: Pay, POF | 05-23-2007

An
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Select the unapplied payment and then click Make a Payment.
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ﬂ Payment Master

Customer: Sales Clerk

|95 SPEEDwaY

EBubba Bubbles Hew Payrment ‘ Maintenance ‘
4094 Bumpasz Rd
Bumpazs Wa, 11231

[~ Show Inactive Accounts

Lustomer Details T Apply A Papment T Transaction History

Invoices / Service Charges Dutstanding
[ Select [rvoice # [Inveice Date] Subtotsl | Sales Taw|  Totsl | AmountDus | TransdD ~ Ursslect &1 ‘

1 | M 7 05/29/07 $128.00  $10.24 $138.24 $138.24 7731
Select All
1 Statemented
Unapplied Payments Make Payment
| Date |

Tupe | D eposit Amount ‘ Amout pplied |Amuuan|emaimnu| Sele
1 |5/29/07  Standad 199289 193283 Tranzaction Key
[Service Charges

Fegular [nvoices
Credit nvoices

<

Transaction Details

‘ Item Description ‘Quanhlv‘ UomM | Tax Category | Extended |+

[
Balance of Selected Exit

I 2007052591 4181 3Cyberbos2004.mdb | FRONTMACHINE i | 05-23-2007 15:45:55
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In this window, simply make sure everything is correct; Selected Amount
will show the amount to be paid to the selected sub account. Cash Check or
CC Amount should be 0.00, the amount of the payment will be
automatically entered in the From Deposit Amount. If everything is correct,
click Apply and Exit.

] - [=] %]

(4§ | Payment Amount
Irvoices To Be Paid

Iy Mum | Date | Time | Subtatal | Tax | Taotal | Amount Dug |‘
7731 05/23/07 03:32:52 Pt 128.00 10.24 138.24 138.24|

|

Deposits from which payments may be made  Check the select bax for the deposit ta make payment from

| Tupe | Deposit Amaut ‘Amaunt#nuhed‘Amoumtﬂamaininq| Select
1 |5/29/07  JStandard 19592.89 0.00 1392.89 [

< | v

Payment Entry Payment Opticrs Account Totals

Selected Amount  Check Subtatal
Cash Check or CC Amount  Cash Sl T
Service Charges ,7
Fram Deposit Amount " Credit Card

Amaount Due |

Discount -
Payment Options
Forgive Service Chaiges
Misc Deduction

“wirite CIFF Diebt

Apply To Account

Apphy and Exit

Current Database: v:5\CyberB0S5 2000 Cust 4200705291 4181 ICyherbos2004. mdb | FRONTMACHINE BETA: Pay, POFT 05-23-2007 15:47:54
s Start.
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Enter Memos if desired.

W - [=]x]

; AEE)

Invoices To Be Paid
I Num | Diate | Time: | Subtatal | Taw | Total | Amount Due | &
N 05/29/07 03:32:52 Pt 128.00 10.24 138.24 138 24|

Enter a btema ta print on the receipt, Or hit Enter

Cancel

Ci|
Deposits from which paw

Date
5/23/07 _ |5tand

2|
Payment Entry Payrnent Options Account Totals
Selected Amount  Check Subtotal
Cash Check or CC Amount  Cash aleailion
Service Charges ,7
C Credit Card

Amaount Due |

From Deposit Amount

Discount -
Payment Oplions
Forgive Service Charges

Misc: Deduction

“wirite CIFF Debt

Apply To Account

I 2007052514181 3Cyberbos2004. mdb | FRONTMACHINE i (05-28-2007 15:562:15
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Print a receipt option.

$

Invoices To Be Paid

I Num | Diate | Time: | Subtatal | Taw |
N 05/29/07 03:32:52 Pt 128.00 10.24

- [B]x]

Amount Dug

Ci|

Deposits from which payments may be made  Check the select bax for the deposit ta make payment fram

Deposit Amount_| Amount Applied | Amount Hema

Payment Entry Account Totals

Selected Amount Subtetal | onE 00
Cash Check ar CC Amount Sales Tax

Service Charges ,7
From Deposit Amount Uldl

Amaount Due |

Discount -
Payment Oplions
Forgive Service Charges
Misc: Deduction

“wirite CIFF Debt

Apply To Account

(05-28-2007 15:63:03
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The sub account is paid and the remaining credit balance shows in the main
account.

" CyberBOS 2005 Server
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ﬂ Payment Master

Customer:
|95 SPEEDwaY

EBubba Bubbles Hew Payrment ‘ Maintenance
4094 Bumpasz Rd

Bumpazs Wa, 11231

[~ Show Inactive Accounts

LCustomer Details T Apply & Payment T Transaction History

Account Name [ AccNum | Balance | ~| - Selected Account’s Breakdown
<Main Account> 4034 -$1,85465 |
<Bumpazs-Triplenes> 40941 $0.00

Service Charges

Invoices
Trans Total
Total Of All Accounts
Total Of Accounts
Total Of Previous Cycles

Balance

Great Job!
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