Accounts Receivable (ACH)
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Overview of the SOP - This is directions for receiving ACH payments into QBO and MagHub

Resources

QBO
MagHub

Main Section 1

1. Look in QBO for a deposit that starts with “Orig Co Name”
a. You need to look for identifies in the Bank Detail.
i. Look for a company name or an invoice number.
b. Click on Find other Matches
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c. Search the company name or invoice number
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d. Click the check mark to the correct invoice

e. Click Save

2. Go to MagHub and search for the invoice.



Click the 3 dots to the right of the invoice line. Then click Make Payment

18800 /7 e

B View Contract POF | ,,,

& Email PDF Invaice
3
D) Invoice History

a $ Make Payment

E]

E]

Click the check mark under Actions to note you want to apply the payment to the
invoice.
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Choose ACH as the payment method

Payment Method * Apply To * Total $ Amount * Payment Date *
' ACH v [ Selected Invoices vl [o | [12108/2023 |

Check Number

Chose One-Time payment for ACH details

Click Cancel

One-Time ACH Info
Account Last 4 digits
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Click Record Payment

Record Payment

Click Yes

Payment Review
Please review your payment details.

Amount: $4088.00
Payment Type: ACH

Apply To: Selected Invoices
Payment Date: 12/08/2023

Are you sure you wish to record this payment?
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Main Section 2

1. Receive the payment in QBO
2. Receive the payment in MagHub
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