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Entering Non-Customer Cash Receipts 
This quick quide provides a step-by-step process for entering cash receipts related to 
non-customer transactions, making it essential for accounts receivable processing. It 
simplifies the procedure by breaking it down into manageable steps, ensuring that even 
those unfamiliar with the system can follow along. By utilizing this guide, users can 
enhance their efficiency in financial reporting and maintain accurate records for non-
customer transactions. Overall, it is a valuable resource for anyone involved in financial 
management within the organization. 

1. In AR | Data Entry, click "Cash Receipts / Adjustment"
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2. Click "Non-Customer"

3. Enter the Transaction code and Check No
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4. Enter the Cost Center, GL Date, and Check amount

5. Enter remarks
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6. Hit the enter key
7. Code the receipt.  If you code to a job cost account you will be prompted for the job, phase, and cost

type.

8. Complete the rest of the entry and update!
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