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Clearing Cash Receipts 

 

Introduction 

If a Deposit / Cash Receipt is entered into Jobpac, and not applied anywhere or only partly 

applied to AR Invoices, then an Un-applied amount remains. If you need to clear this amount, 

then a new Deposit needs to be entered into Jobpac with the opposite sign of the Un-applied 

amount.  

This results in two Un-applied amounts balancing each other. These can be cleared by applying 

the negative one first to any already full applied invoice, and then applying the positive one to 

the same invoice. The transactions will all go into the same period into the GL and nett off to 

zero. 

Worked Example 

A list of all unapplied amounts for each Debtor can be viewed via the General Credits menu 

option. 

 

 

For example purposes, the $6,415.98 unapplied receipt against the Debtor above needs to be 

removed. 

Step 1. 

Raise a Deposit for -$6,415.98, and assign it to Debtor,   

 

Select OK. 
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Step 2.             

Select Ok on screen above, and then go back to General Credits 

 

 

Step 3.           

Right Mouse Click on LAING, and choose Select. The following Screen displays. 

 

Select the negative unapplied amount first, and outstanding voices for that Debtor display. In 

this example there are none. 
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Step 4.      

Tick the box Paid at the bottom of the screen to bring up all fully paid invoices. Any outstanding 

ones can be ignored.  

 

Step 5.       

Select any fully applied invoice larger than the $6,415.98, say the $24,024.98 Invoice 000002, 

and set the applied amount to zero.   
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Step 6.       

Then apply the Un-applied amount from the receipt $17,609.00 back to this invoice. 

 

Select OK, and the Un-applied amount for the receipt has reduced to zero, and there is 

$6,415.98 outstanding for Invoice 000002 
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Step 7.        

 Select Back and Return to the Unapplied Receipts Screen. 

 

Step 8.       

Select the $6.415.98 unapplied amount, and the following screen displays, which is a list of 

unapplied receipts.  

 

Select the receipt 
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Step 9.      

 Enter the full amount of the invoice in the Applied column for invoice 000002 and select OK. 

The Invoice will disappear from the screen, as it is back to fully paid. 

 

This invoice becomes fully applied and the cash receipt has zero unapplied. 

Step 10.  

Select Back, and return to the General Credits Screen. 

 

The Unapplied amounts are gone. 

 


