Banyon Data Systems
RECEIVABLE BILLING AND INVOICING MODULE
FUND ACCOUNTING SOFTWARE
(WinFund)
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m) The Invoicing module is accessed from the Fund Accounting Desktop
» Allows you to send invoices to customers

» Create and print one invoice or a range of invoices. (sample
shown below)

» The invoicing module integrates with accounts receivable.
» Software prints the invoice form, therefore saving money.

» A sample invoice is included on the next page.



****PAST DUE NOTICES CAN ALSO BE PRINTED
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Type in the customer’'s name you want to create an invoice for or click on
the drop down arrow and select the customer.

Type in the item you want to bill for or click on the drop down arrow and
select the item.

Billing items can be set up to automatically have a price, tax, and
revenue account code attached to them. For example, click on or type in
animal license & it would automatically put amount, tax, and revenue
account code that you specified in the set up.

Can assign invoice # manually or have software do it automatically
Arrange invoices by # (shown) or name. Then use left/right arrows to

sort through. Ex. Set to name and you could page through all the
invoices for John Doe.
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Special instructions tab: Allows you to put mailing instructions, payment
information, or anything else you want.

Comments tab: is basically the same way. However, with you have as
much as a half page to use.

» Special instructions and comments can be unique to each
invoice or the same. The choice is yours!

Posting the invoices sends it over to the accounts receivable section of
the software where it will be waiting for the customer to pay.

Can charge interest up to the date you specify
» Charge interest daily or monthly by % you specify

« Exempt from interest by putting check mark in box



m» A right click on invoice # gives three options:

Change# —»

Find # >




List All Invoices ‘l

) Customer can pay the whole invoice or partial. Paid column tells how
much of the invoice has been paid.

m) Can adjust column widths to fit text.

» Right click in a column & sort table by customer, ascending,
descending, or <, >, = a specific $ amount. Ex. Right click on Ely,
MN & select filter by selection and it will list only invoices for Ely,
MN. Ex. Right click in the due field and can say > $2000 & it would

only show those invoices > $2000.

+ Double click on customer name to view the actual invoice
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If you enter a customer to invoice and they do not exist, simply right click
on the customer field and there is an option to go to the customer/vendor
file.

Store comments about customers (the comments here are not printed on
invoices)

Store customer phone #'s, Fax #'s, cell pone #'s, and email address

Transaction for customer/vendor button: (screen shown next page)



= Can print the table by clicking print button

Table shows in detail receipts for customer, date posted, check/receipt
date, revenue account code, invoice #, and comments.

Can then sort and select any of the fields in the table to get specific info.

Ex. If you only want January 2000 only, right click in the field and pick
filter by selection.

Ex. If you only want 1998, highlight 1998 in the column, right click, &
select filter by selection.

Ex. If you want receipts more than $400, right click in the amount column
put >400 in the filter selection. (Can filter for >, <, = any amounts)

Ex. If you want to see receipts for building permits, highlight building
permits in account description column, right click and filter by
selection.



m) Set up recur items by customer for things that are billed monthly, yearly,
guarterly, or however you want to set it up. (Print by date, year or type)

****There is also a general setup area for recur items not specific to one customer.



Sample Reports



