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Receipting in Third Party Funds 

COMMERCIAL: INCOMING FUNDS 

Follow these steps to receipt in funds when coming from a third party (i.e., Attorney).  Follow the steps in the order 

given to avoid an error message and the inability to save the Order. 

 

 

 

 

 

 

 

1. Navigate to the Order ContactsOrder ContactsOrder ContactsOrder Contacts screen 

2. Enter a Contact for the party bringing in the funds (i.e., ATATATAT-, OOOO-Contact, etc.)   

3. Navigate to the Statement Statement Statement Statement 

ChargesChargesChargesCharges screen 

4. On the next available line in the 

applicable section, enter the, 

a) DescriptionDescriptionDescriptionDescription    

b) Buyer CreditBuyer CreditBuyer CreditBuyer Credit = amount 

being paid 

5. Click the LineLineLineLine number link 

6. Click the PayorsPayorsPayorsPayors tab 

7. From the CodeCodeCodeCode drop-down, select the CodeCodeCodeCode for the party bringing in the funds 

8. From the Process AsProcess AsProcess AsProcess As drop-down, select    Incoming FundIncoming FundIncoming FundIncoming Fund    

    

9. Repeat Steps 7-8 for each entry shown 

10. Click the RegisterRegisterRegisterRegister button 

 

IMPORTANT:  If you attempt to receipt in the funds prior to entering 

on a LineLineLineLine in the Statement ChargesStatement ChargesStatement ChargesStatement Charges screen an error message 

displays and you are unable to save the order. 
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Receipting in Third Party Funds 

COMMERCIAL: INCOMING FUNDS 

11. Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon 

12. Click ReceiptReceiptReceiptReceipt; click OKOKOKOK 

    

    

 

13. Select/enter the,  

a) MediumMediumMediumMedium    

b) Payor CodePayor CodePayor CodePayor Code = select the 

CodeCodeCodeCode for the party bringing 

in the funds (must match 

the CodeCodeCodeCode used on the 

Statement ChargesStatement ChargesStatement ChargesStatement Charges screen 

in Step 7) 

c) Apply towards > Apply to Apply towards > Apply to Apply towards > Apply to Apply towards > Apply to 

ClosingClosingClosingClosing = amount of 

incoming funds 

d) Click the OKOKOKOK button  


