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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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' = Draw Billing Worksheet
Inquiries = Draw Request
Reports = Draw Request Cost Selection
Period End = Change Request Entry
Utilities = Change Order Entry
Customers = Customer Invoices
Contracts = Commit Online Tax Transactions

= Owner Lien Releases

= Recurring Invoices

= Cash Receipts / Adjustment o
= Cash Receipts Journal/ Update

= Finance Charges

= Processing Date Change
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2. Click "Non-Customer"

‘, VleprInt Spectrum‘. MP1 ~ Preferences Help Abouta
® MP1 _ MP1 X L
Dashboard ~ Cash Receipts / Adjustments Entry
~ CUSTOMER “ Non-Customer H Listing H Deposit H Update ‘ Show
[§§L“3_h Transactions |
PROPERTIES Batch MJP = .
FINANCIALS Customer - Currer
DOCUMENTATION Transaction code |:| Reteni
Check # |:| Custor
ENTRY Cost Center
Invoice Entry G/L date
Cash Receipts Check amount
Sales Orders ABA routing #
O/P Invoices
REPORTS
3. Enter the Transaction code and Check No
‘, VleprII"It Sp@CtFUI’T’L MP1 ~ Preferences Help Abouta
® MP1 . MP1 X St
Dashboard ~ Non-Customer Cash Receipts Entry
M Customer H Listing H Deposit H Update |
[ search Transactins
Batch MJP -
Transaction code D w| DEPOSIT
Check # 65411
Payer
Cost center
G/L date Remarks

Check amount
Aba routing #
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4. Enter the Cost Center, GL Date, and Check amount

e\ — MP1 X 52
Dashboard ~ Non-Customer Cash Receipts Entry

B e
Batch
Transaction code DEPOSIT
Check # 65411
Payer [Mr Smith |
Cost center Corporate
G/L date 10/28/24 | Fiscal year 2024 Period 10 Remarks

Check amount Undistributed 1,000.00
Aba routing # |

New || Edt || Delete
G/L account Description Amount Remarks Job Phase Ct Job description

5. Enter remarks
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itomer Cash Receipts Entry

Non-Customer Cash Rec

DEPOSIT

),

w| Corporate

E| Fiscal year 2024  Period 10 Remarks [Scrap material
1,000.00 w| Undistributed 1,000.00

Jelete
Amount Remarks Jab Phase Ct Jaob description Phase description Equipment
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6. Hit the enter key
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7. Code the receipt. If you code to a job cost account you will be prompted for the job, phase, and cost

type.

L S—

Batch MJP v
Transaction code D w«| DEPOSIT

Check # 65411

Payer [Mr Smith |
Cost center 100 w| Corporate

G/L date 10/28/24 w| Fiscal year 2024 Period 10
Check amount 1,000.00 w| Undistributed 1,000.00
Moarowing# [ |

[ mew | Edt [ Delete

G/L account Description Amount Remarks
[ b

8. Complete the rest of the entry and update!

“Job

Remarks

Phase

Scrap material

Ct Job description
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