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Last Modified on 01/18/2023 5:24 pm EST

The Payments Received Report prints customer payments which meet the criteria of the options selected. The Report
will print each customer payment and where it was applied (invoices, unapplied cash, advance deposit or a
miscellaneous G/L Account). This report is grouped and subtotaled by Branch and displays totals at the end of the
report.
Once the desired options have been selected on the report options form, click the OK button to display the report in
Print Preview mode.
Report Selections
Branch - The default is to display data for All Branches. If the data for only certain Branches is desired, you may
highlight the first Branch, then depress the CTRL key and highlight additional Branches within the list.
-Hide Inactive Branches - If data is not to be listed for inactive Branches, select this option.
-Show Each Branch - If this option is selected, a new page will begin with each unique Branch. Totals are printed after
all data is printed for a Branch. The last page of the report will print Totals by Branch and a Grand Total for all
Branches.
Date Range - This option will default to the Current Accounting Period. If a different Accounting Period or specific
Date range is desired, select either the Accounting Period option or Dates option. Once an option is selected, the User
must select an Accounting Period range or Date range.

Summary Report by Date - If this option is selected, total amounts will be printed for each unique date within the
selected date range.
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