Quick lesson For more information, see Help > Contents > Beginning balances.

Beginning balances — unpaid client invoices and
prepayments

Goal: Enter beginning balances for unpaid client invoices and prepayments. J

In this quick lesson

Step 1: Enter unpaid client invoices

Step 2: Enter unpaid finance charges

Step 3: Verify unpaid client invoice information
Step 4: Enter client prepayments

Step 5: Verify client prepayment information
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If you have unpaid client invoices, or received prepayments from clients
before your beginning balance date, enter the outstanding balance for
each client.

For an overview of the entire process, be sure to see the Beginning balances introduction
quick lesson.

The process
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Step 1: Enter unpaid client invoices

Quick lesson: Beginning balances — unpaid client invoices and prepayments

For more information, see Help > Contents > Beginning balances.

 Beginning Balances- Unpaid Cient Invice Lis fo o e |
e @ Final l'm ED
Click Company > Beginning Balances > Unpaid Stabis Elent Prolect Invoice Amourt__|_Invoice Homber
. . ¥ |Final Dawson Developers (03-121 Glisen Lofts 662727 |347
CIIent InVOIces Final Dawson Developers 103-121 Glison Lofts 9.940.91 |350
Click the New button. wemceree s [
“ . T — v
Select the project associated with the client invoice, and e Edi Newo) [ Delete | [aielp
click OK.
@ New Unpaid Client Ivoice 4— (i)
Project || E]|
Finance charge invoice
/l,ms: |[ Cancel |[ Help |
@ Invoice for Dawsan Developers - Project Glson Loft - e =)
ez R e | 5
[Evivos [ Atachneres s
Activity Type Phase Billed Amount Sotoell=
» -
[ s  soo0
Close |[ Save ][ Cancel || Delet= | [ Helo




Quick lesson: Beginning balances — unpaid client invoices and prepayments

Step 1: Enter unpaid client invoices (continued)

4. Enter information for the client invoice.

5. Be sure to save your work when you are finished.

6. Repeat this step for each unpaid client invoice you need to enter.

Enter the invoice date. I

N —

/ Invoice date |06/18/10 | Invoice number

Enter an invoice
number, if needed.

For more information, see Help > Contents > Beginning balances.

Invoice amount  |6.627.27

[ Entries | Attachments | MNotes |
Activity Type Phase Billed Amount el
b |Labor Space Planning 6,000.00 0.00
Expense Space Planning 62727 0.00 As you enter amounts in the table,
Ajera calculates the total for you.
Enter the billed amount by activity
type (labor, expense, or consultant)
for each phase.
In this example, in the first row, you
entered an amount for Labor on a
phase. In the second row, you
entered an amount for Expense for
that same phase.
[ 2662727 | 50.00

Close ]| Save || Cancel || Delete |[ Help




Quick lesson: Beginning balances — unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances.

Step 2: Enter unpaid finance charges

. . . i . & Beg g Balances - Unpaid Client Invo s EE:’E‘
A finance charge can also be an unpaid client invoice. .
e ﬂ Final tl‘ Zﬂ
1. Click Company > Beginning Balances > Unpaid St Client Project Invoice Amourt Invoice Number |~
client Invoices ¥ |Final Dawson Developers 03-121 Glison Lofts 662727 | 347 A
: Final Dawson Developers 03-121 Glison Lofts 934051 (350 1
2. Click the New button. Fia podersn Corvtin 3138 igtordSvop [OOSR ovs
pr= —_— Ee— — 5
Select the project associated with the finance charge, — — o |
select the Finance charge invoice check box, and
click OK.
@ New Unpaid Client Invoice S

Project |04-107 Oakland Heights Medical C[--]

- Project Oakland Heights Medical

e ) e [ | o

Close | [ Save ][ Cancel |[ Deleie |[ Help




Quick lesson: Beginning balances — unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances.

Step 2: Enter unpaid finance charges (continued)
4. Enter information for the finance charge.
5. Be sure to save your work when you are finished.

6. Repeat this step for each unpaid finance charge you need to enter.

If you use reference
numbers or IDs to keep track
of finance charges, enter
them here.

Enter the date of
the finance Chal’ge FlnanDechargedate Reference number Aug-2010

Notes

Enter the amount of the

beginning balance finance
charge for the project.

If you wanted to enter any

notes about the finance
charge, you would enter
them here.

-

Close |[ Save ][ Cancel || Delete |[  Help




Quick lesson: Beginning balances — unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances.

Step 3: Verify unpaid client invoice information

1. Click Company > Beginning Balances > Unpaid
Client Invoices.

Project
Final Anderson Construction  (03-138 Highland Shop. Beginning Balance Client Prep:
Final Portland Public Schocls |03-148 Wilson Elemen. ,625.00 |349

b |Final Dawson Developers 04-107 0 gh... 360.00 |FC-Aug-2010

—
m " D

Beginning Balance Unpaid Client Invoices

2. Click the Reports IE button, and select
Beginning Balance Unpaid Client Invoices.

3. Verify that the information you entered is correct.

Close || Edit |[ Mew |[ Delete |[ Help

Client | [
To see detail B W 41 of1 b M|« @ = @ E- | 00%
LRt MTEED Sales T Billed Total Billed
or finance e ' —
charge Entry order 349 0.00 14,625.00 14,625.00
’
expand it by Entry order 347 To print the report, 0.00 6,627.27 6,627.27
clicking the Entry order 350 click the Print button. 0.00 9,940.91 9,940.91
plus icon. B Entry order FC-Aug-2010 0.00 360,00 360.00
Client: Dawson Develop MNotes
FC-Aug-
Invoice Number: 2010 Cutoff Date: Project Manager: Mary T. Boyle
Invoice Date: 8/3/2010 Billing Type: Percent Complete Principal In Charge: Mark A. Royce
Invoice Amount: 360.00 Invoice Format: Percent Complete Billing Manager: Mark A. Royce
04-107 Oakland Heights Medical Clinic
M03-215 Business Development The report total should equal
Finance charge 0.00 380.00 380.00 the total of your outstanding
Phase Total 0,00 360,00 260,00 inVOiceS, which is the
Project Total 0.00 260.00 360,00 amount you ent_ered for your
Accounts Receivable
Invoice Total 0.00 360.00 360.00 account in your trial
T Repemrelm | om| esetay] balance.
General Ledger Recap - Accrual
Accounting date: 6M3/2010
1210 Accounts Receivable 2556819
Architectural - 4110 Professional Fees Billed 20,400.00
Architectural - 4120 Expenses Billed 1,380.00
Interiors - 4110 Professional Fees Billed 2, 700.00




Quick lesson: Beginning balances — unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances.

Step 4: Enter client prepayments
1. Click Setup > Clients.

2. Double-click the client for whom you have an unused e
client prepayment.
Name Client Type ~
3. Enter the prepayment beginning balance, and click American Auto Body Private B
Save. Anderson Construction Builder
4. Repeat this step for each unused client prepayment you s ATl

need to enter.

/ Edward Stephenson Private
Milwaukie Hospital Haspital
Portland Public Scheols School District —
Trimet Government HE
Close |[ Edt |[ MNew |[ Copy |[ Delete |[ Help
@ Clent - Dawson Devels B

St o
will

Genersl | Address | Contacts | Attachments | Motes |

Name |Dawsnn Developers [¥] Send statement
Client type |Builder =] Create finance charges

N o i [0
Prepayment beginning balance

Phone Numbers

|503-502-6680 | |cfice |

|503-469-8998 | |site |

|503-343-3850 | |cel |

Fax |503-502-7159 | [Office fax |
Email | B
\wiebsite |www.dawsonde\relopers.com E]|

(1]« ][ ][] | Clese [ Ssve J[ Cancel || Help




Quick lesson: Beginning balances — unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances.

Step 5: Verify client prepayment information

1. Click Company > Beginning Balances > Unpaid

Client Invoices. - P=Fen
e ﬂ Final ﬁ[l __Eﬂ
2. Click the Reports [; i bUttOI’], and select Beginning Status Client Project Invoice Amount Invoice Number Beginning Balance Unpaid Client Invoices
f » |Final Dawson Developers 03-121 Glison Lofts 6.627.27 |347 = Beginning Balance Client Prepay
Balance Cllent Prepayments' Final Dawson Developers 03-121 Glison Lofts 994091 £
Final Anderson Construction |03-138 Highland Shop. 248
Final Anderson Construction |03-138 H 3 243 .
< m ] 3
[ Close |[ Edt |[ MNew || Delet= |[ Help | |

Client |

E|“‘1‘11 ofl b M|« O |SEME-| 1w00% .
Beginning Balance Client Prepayments

Accutera Architects
To print the report,

click the Print button.

Wednesday, December 15, 2010 The report total should

Page 1 equal the amount you
entered to the client
Prepayment
Beginning Balance prepayments account

in your trial balance.

Summary

In this lesson, you learned how to enter beginning
balances for unpaid client invoices and prepayments, and
how to verify your information.

Be sure to see the other quick lessons about beginning
balances.
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