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Entering Without Showing on the Settlement Statement 

COMMERCIAL: PAYABLES – OH – NCS GREAT LAKES 

Follow these steps if you need to create disbursements for payables not shown on the Commercial Settlement 

Statement (CSS). 

When you receive the list of payables, 

1. Navigate to the OrderOrderOrderOrder    ContactsContactsContactsContacts screen  

2. Add an OtherOtherOtherOther Contact for the party sending the funds  

3. Using placeholders first, enter a Contact for each 

party to be paid; use the Add ContactAdd ContactAdd ContactAdd Contact  icon if a 

placeholder does not exist 

 

 

 

 

 

 

 

4. Navigate to the Statement ChargesStatement ChargesStatement ChargesStatement Charges screen 

5. Click any section NameNameNameName link to open the Section EditorSection EditorSection EditorSection Editor 

6. Click the Add SectionAdd SectionAdd SectionAdd Section  icon 

7. On the newly created line, enter 

a) Section CodeSection CodeSection CodeSection Code = NEW 

b) DescriptionDescriptionDescriptionDescription = Payables 

 

The remaining options default the section to activate the section with basic lines (not proration, percent, 

payoff, etc.). 

8. Click the CloseCloseCloseClose button 
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9. In the newly created section, click the LineLineLineLine number 

link  

 

10. Enter the DescriptionDescriptionDescriptionDescription  

11. From the ToToToTo code drop-down, select the OOOO-Contact setup for the party sending the funds 

12. Enter the amount in the Buyer DebitBuyer DebitBuyer DebitBuyer Debit field as a negative number 

13. Click the PayorsPayorsPayorsPayors Tab 

14. From the CodeCodeCodeCode drop-down, select the same code as in Step 11  

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

 

 

 

 

 

 

 

16. Click the Add ChargeAdd ChargeAdd ChargeAdd Charge  icon 

17. Enter the DescriptionDescriptionDescriptionDescription  

18. From the ToToToTo code drop-down, 

select the code setup for the 

corresponding Contact 

19. Enter the amount in the Buyer Buyer Buyer Buyer 

DebitDebitDebitDebit field  

20. Repeat Steps 16-19 until all payables are entered 

21. Click the CloseCloseCloseClose button 

NOTE: If multiple Buyers, you will need to repeat Steps 14-15 for each entry shown. 
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The Statement ChargesStatement ChargesStatement ChargesStatement Charges screen shows no payable information. 

 

The    RegisterRegisterRegisterRegister shows a Pending Pending Pending Pending 

ReceiptReceiptReceiptReceipt for the incoming funds 

and Pending ChecksPending ChecksPending ChecksPending Checks for the 

payables entered. 

 

 

 

 

 

 

If the Buyer’s funds to close and the incoming payable funds come in one wire or check, 

1. Navigate to the Order Transactions Order Transactions Order Transactions Order Transactions screen 

2. In the    Receipt Receipt Receipt Receipt section, change the BABABABA-Code to the OOOO-Contact setup for the payables; this groups the 

incoming funds into one entry 

 


