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Payments 

 
Context 

This procedure will explain how to perform payments in “Accounts receivables” in JMS. 

 
 

Icons 

: This button will allow users access to the reporting section available for this 

“Receivable Account” section. 

 
 

: Enables the Windows calculator. 
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: Allows creating, modifying, or even deleting Customers Comments by using different 

options included in the bar located at the bottom of the screen. 

 
 

  
 

 
 

 

Warning:  The search filters located on top of this “Customer’s Comments” section can be used to 

narrow your search in case of several entries created. 

 
 

: Allows to quickly switch companies in JMS if applicable. 
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: Allows searching within the Accounts receivable section, only the most 

recent 500 records will be shown. 

 
 

 

Method #1. 

1. Access the menu: Accounts Receivable  Accounts Receivable; 

2. Look for the customer using the search filters on top of the screen; 

3. Click on the  button to access the “Payment” section;  

 
 

4. Write the customer number then click “Enter” on your keyboard; 

5. Enter the Payment Amount; 

• Note that the “F4” key can be used to insert a discount amount 
 

6. Select the Payment Type; 
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Warning: Always very important to choose the correct Payment Type so all amounts will balance 

at the end of the day. 

 
 

7. Provide a description, write something easy to identify in case of cancellation or for verification 

purposes; 

8. Enter the payment date if payment required on a different date than the one displayed. JMS will 

allow users going back up to three months to make backdated payments; 

 

Warning: Validate that the payment was not created in the invoice, using the calculator. If so, leave 

the amount blank, as the payment will be displayed after the next step. If you enter the 

payment again, you will create a double payment. 

 
 

9. Click on the  button to be able to select invoices to pay;  

10. Verify when no entry is checked in this section, the “Payment $” amount should be the same as 

the “Remaining $” one. Amounts will be deducted at the same time as the entries are being 

checked; 
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Paying specific invoices 

11. Select the invoices to pay, for which the payment needs to be applied; 

• You could use the  button to search for a specific invoice. 

12. Verify the amount calculated by JMS in the field  is correct; 

• If the payment is smaller than the invoice total amounts, the difference can be added as 

“Discount” by clicking on the F3 key. 

13. Do  to complete the payment; 

 

Warning:  The amounts displayed at the bottom of the screen are a great way to check. Once 

payment is applied to invoices, the balance will be displayed in the “$ Remaining” field. 

This indicates that the payment has been completely associated with invoices. 

 

Paying random invoices  

14. Click on the  button to access the “Distribution” screen where the total payment 

amount will be split to pay random invoices depending on the selected items; 

 
 

• The payment amount can be automatically distributed by JMS up to it gets to $0. Oldest 

invoices will be paid first. 

• The payment amount can be automatically distributed in JMS starting by checking the 

invoices with negative balance first up to it gets to $0. All credits in the account will be 

checked before distributing the payment amount. 

• JMS can automatically distribute a discount by checking this option and indicating the 

discount amount in the appropriate field. IMPORTANT: the discount amount will be reported 

in an entry to the specific GL defined in the system parameters (System/Stores). 

 

Warning:  It is also possible to write a discount percentage in the   column, and JMS will 

automatically display the calculated amount at the bottom of the screen. 
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Method # 2. 

1. Access the menu: Accounts Receivable  Account Receivable; 

2. Enter the search criteria to locate the customer in the filters on top of the screen; 

3. Click on the   button; 

4. Double-click on the entry to access the account; 

 
 

5. Click on the  button; 

6. Choose “Payment” within the options available; 

 

7. Follow steps from # 5 in the method #1 section. 

 

 

 

 

 

 

 
 
 

Contact us for any questions! 

(450) 449-8720 / (800) 561-2190 
sac@carrus.ca – www.carrus.ca 

 

mailto:sac@carrus.ca
http://www.carrus.ca/
https://www.facebook.com/carrustechnologies?fref=ts

