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Posting Receipts for Advance Fees and Escrow Losses 

ADVANCES & LOSSES – ACCOUNTING – OH 

Follow these steps to process advance payment requests and escrow losses. 

 

Posting Advanced Funds  

1. Navigate to the Order ContactsOrder ContactsOrder ContactsOrder Contacts screen 

2. Verify an OOOO-Contact has been added for Advanced Fees 

 

 

 

 

3. Navigate to the RegisterRegisterRegisterRegister 

4. Click the Add Add Add Add TransactionTransactionTransactionTransaction  icon 

5. From the Add TransactionAdd TransactionAdd TransactionAdd Transaction window, select ReceiptReceiptReceiptReceipt 

 

 

6. From the MediumMediumMediumMedium drop-

down, select CheckCheckCheckCheck 

7. From the PayPayPayPayorororor    codecodecodecode drop-

down, select the OOOO-CT 

Advance Fees Contact 

8. In the Apply towardsApply towardsApply towardsApply towards grid, on 

the OverageOverageOverageOverage line, enter the 

amount to be advanced 

9. In the MemoMemoMemoMemo field, enter the 

reason for the advance, click 

OKOKOKOK 

 

 

 

 

A PendingPendingPendingPending DDDDisbursementisbursementisbursementisbursement is then created. 

 

 

10. Notify Escrow the funds are posted 
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Posting Receipts for Advance Fees and Escrow Losses 

ADVANCES & LOSSES – ACCOUNTING – OH 

Posting Escrow Losses  

These steps are followed when Escrow is short the necessary funds to close an order.  Issue a loss check upon receipt 

of the loss request.  

 

1. Open the LedgLedgLedgLedgerererer    (or if you are in the Order, click the RegisterRegisterRegisterRegister button) 

2. Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon 

3. From the Add TransactionAdd TransactionAdd TransactionAdd Transaction window, select ReceiptReceiptReceiptReceipt 

 

 

 

 

4. From the MediumMediumMediumMedium drop-

down, select CheckCheckCheckCheck 

5. From the Payor codePayor codePayor codePayor code, select 

the Contact code of the party 

responsible for the charge 

(e.g., BABABABA, SSSS, etc.) 

6. In the MemoMemoMemoMemo field, enter a 

reason for the loss 

7. In the Apply towardsApply towardsApply towardsApply towards grid, 

Apply toApply toApply toApply to    ClosingClosingClosingClosing field, enter 

the amount of the 

disbursement, click OKOKOKOK 

 

 

 

 

The LedgerLedgerLedgerLedger is now in balance. 

 

 

 

 


