
 

 

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. 

 

In this quick lesson 
Step 1: Enter unpaid client invoices 2 
Step 2: Enter unpaid finance charges 4 
Step 3: Verify unpaid client invoice information 6 
Step 4: Enter client prepayments 7 
Step 5: Verify client prepayment information 8 
 

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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Enter unpaid client 
invoices, finance 
charges, and 
prepayments. 

 

 

Before you start  

Gather information for unpaid 
client invoices, finance 
charges, and prepayments. 
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Verify the information 
you entered. 
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Quick lesson: Beginning balances – unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances. 

Step 1: Enter unpaid client invoices 
 

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

2. Click the New button. 

3. Select the project associated with the client invoice, and 
click OK. 
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Quick lesson: Beginning balances – unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances. 

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. 

Enter an invoice 
number, if needed. 

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. 

As you enter amounts in the table, 
Ajera calculates the total for you. 
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Quick lesson: Beginning balances – unpaid client invoices and prepayments For more information, see Help > Contents > Beginning balances. 

Step 2: Enter unpaid finance charges 
A finance charge can also be an unpaid client invoice.  

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

2. Click the New button. 

3. Select the project associated with the finance charge, 
select the Finance charge invoice check box, and 
click OK. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the date of 
the finance charge. 

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

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. 
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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.  

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

3. Verify that the information you entered is correct. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The report total should equal 
the total of your outstanding 
invoices, which is the 
amount you entered for your 
Accounts Receivable 
account in your trial 
balance. 

To see detail 
for an invoice 
or finance 
charge, 
expand it by 
clicking the 
plus icon. 

To print the report, 
click the Print button. 
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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 
client prepayment. 

3. Enter the prepayment beginning balance, and click 
Save. 

4. Repeat this step for each unused client prepayment you 
need to enter. 
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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.  

2. Click the Reports  button, and select Beginning 
Balance Client Prepayments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To print the report, 
click the Print button. 

The report total should 
equal the amount you 
entered to the client 
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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