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How To

Accounts Receivable Special Procedures

Introduction

This month’s how-to article explains how to perform the following
accounting procedures using features in Magaya software version
8.0 (released in July 2011):

1) Process a discount for a customer
2) Handle bounced checks

3) Process wire transfer fees

Former workarounds for previous versions of the software are not
needed in version 8.0. All of the following steps can be done from
the Accounting folder in your Magaya software.
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Processing Discounts

Accounting Transaction ['S_(
Invaice |Adiustments Events | Attachments | MNotes || Internal Notes
Humber: |115 | Apply to
i |Accounts Fecsivable 3 | | Jamaica Distribution Center v |
Transaction D ate: Billing Address:
Due Date: Kingston, JAMAICA
Divisior: | v|
Charg ”m
Account Mame Amount | Description Eritity | Add... |
«|_-1.000.00 Discount
Paid as: Amount: | UUSD 1466236 Taw | 1USD 0.00
Exchange Rate: I:I usD Total Amount; USD 14562.36
ﬁ Amount Due: USD 14662.36

To add a discount to an invoice, follow these steps:

1) First create the invoice as you normally would by filling in
the fields and adding the charges into the Invoice dialog box.

2) Next, click the “Accounts” tab (next to the “Charges” tab)
in the Invoice dialog box.

3) Click the Add button. Select a discount expense account
by clicking in the “Account Name” column. In the dropdown
menu, select the expense account for discounts.

4) In the “Amount” column, click the space and enter a
minus sign and the number; for example, to offer a $1,000.00
discount, enter -1000.00 in the column.

The Description and Entity columns are optional.

The total will be updated automatically. Click the Close or OK
button to save.

Handling Bounced Checks

Handling bounced checks in your Magaya system requires two
transactions: One records the bank fee, and another creates a
new invoice.

Scenario: You have already received the payment, but the check
bounced due to non-sufficient funds (NSF).

1) Create a Check to Expense:

When you receive the bounced check from the bank, make a
“Check to Expense” to record the bank fee.

Make the check payable to the bank for the NSF fee amount
($20.00).

Accounting Transaction r‘s__(

Check | Attachments | Internal Notes

Date: | 7/26/2011 1
| Amount jUSDY [20.00

Bank &ccount: |Bank Account hd |

Pay to the order of: |Bank of America ~ |

Memo: |For NSF

Divizion: | “ |
Dietail [USD)
Account Mame Amount | Description | Entity Add
EBank Service Charges 20.00 For MSF
Delete

2) Now create another Invoice: Click the “Accounts” tab of
the Invoice dialog box as shown here:

Click here to Continue




Click here to go to Page 2

Mlagavyalnsider

Charges

Account M ame

Bank Account
Bank Service Fes

Amaount | Description Entity
1.500.00 Freight charges Invoice 1755

25.00  For MSF

Include the amount that you will charge your customer to cover
the fee that the bank charged you ($25.00), and the amount that
the customer paid in the check that bounced ($1,500.00) that
needs to be subtracted from the bank.

The “Bank Service Fee” is the income account in the Chart of
Accounts for bank service charges such as this bounced check
fee of 20.00. This example shows a fee of $5.00 added for pro-
cessing.

Processing Wire Transfer Fees

When you receive a payment via wire transfer, the customer
sends the full amount, but the bank charges you a fee for the wire
transfer. There are two options to process this: 1) The payment
that you receive will show the fee; or, 2) process the payment in
full and create a Check to Expense for the wire transfer fee. The
choice depends on how your bank charges you. The following
example shows how to process option 1:

1) In the Payment dialog box, click the invoices in the

Charges tab that you want to apply the payment to.

Accounting Transaction El
Customes Papment  Adustments | Attachments | Internal Motes
LYGETE A - o Feceivable Check Mumber 123
Customes: Biscayne Bike Shop » Date: | 7/725/2011 %
[¥] Deposit 1o:  Bank Account w A, Received (USD) | 2200.00
Mearna: [#] Show open irvoaces
Divizion: v
M Cumency; USD
Pad Twe  DusDate Number  Ong. Amt.  Amt Dus  Amk Pad Referances | Mame
& ‘Yes_ Invoice D2/24/2011 116 220000 000 220000 SawsOrder.. Bicayne Bik
1. Selectinvoices
>
Ta teceive 3 partial payment. please click over the <Aml. Paid: column
Exchange Flate: usp Ameunt Due At Pasd
Esisting Credits:  USD 0.00 Totals: usDooo | USD 220000
[ or J[ coen J[ e ]

Note: Click the checkbox to show open invoices.
2) Click the “Accounts” tab (next to the Charges tab).

3) Click the “Add” button, and add the information on the

line:

How To

Account Name (Bank Service Charges), Amount (this is the
wire transfer fee that the bank charged you; this example
shows -25.00), and a description (this is optional, but this

example shows “Wire Transfer Fee”.

Accounting Transaction E|

Customer Pament | Adjustments | Attachments  Intemal Motes

AR Account T el v Check Number. | 123
Customer. | Biscapne Bike Shop w Datec | 7/25/2011 &
Deposit to;  Bark Account w Ak, Recerved (USDE | 217500
] Show open invaices
v

M Cugrency: USD ) )

Account Name Amount  Desciiphion Entity
Bank Sesvice Charges -25.00 ‘Wit Transfer Fee ] Delete

Minus -25.00

Amount Paid is

updated
Tareceive a partial payment, please click over the <Amt. Paid» column
Exchange Rate: usp Amount Dus Amourt Paid
Ewisting Credit==: ~ USD 0.00 Tolals: ush 000 USD 2175.00
C o) (oo J e ]

The total amount received must equal the amount paid
($2200.00 minus the fee of $25.00 = $2175.00).

Click OK to save.

For more special AR procedures such as keeping track of
petty cash in your Magaya system, see the Magaya Software

Accounting Manual.
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