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OVERVIEW

We do this to “ clean out “ our accounts , items with zero balance mean no monies owing so we want to clear these off the accounts
receivable A5 report

We have 2 scenarios as to why accounts have zero dollar balance
1.when a zero dollar order was attached to that account , we might do that as a note

2.when we have done a replacement items invoice and the first item is now credited so in total the account is in balance we simply
must allocate the monies in refund to the monies owing

Once we “ clear off these accounts then the A5 report is clean and easier to manage
NOTE WE DON'T DO THIS TASK CUSTOMERS THAT ARE (CAP ) CUSTOMERS AND IF CUSTOMER IS ZZZ CARS (INFRABUILD) (PPR)

For these customers dont action just skip to next customer

SETUP
Access to Pinnacle Payment screen - and adjustment button - manager to ask tech@ to mirror staff’'s Pinnacle to manager’s

Need to be in accounts group in pinnacle so can access the adjustment button as per image below

B (Eylad - 1) Payment Allocation: 67 - Pinnacle Professional

File Edit Help

| Receive Payment | Receive And Allocate Allocate Pa]'menl| Auto Allocate Payment Refund | Adjustment | Rollback Payment | Print Receipt  Re
Customer Information:

Show transactions of type:

Customer: DONS AUTOMOTIVE - (PPR| - Charge Account Deposit Cash Cash On Delivery i) Non-Charge

REPORTING

Link to reporting quide

STEPS

FOR SCENARIO 1- Account has zero dollar invoices -for this situation we adjust the balances to “ clear off “
Link to video guide

The goal of this task is to clear out all 0.00 balances. To do that, we have to make adjustments.

PINNACLE- MANAGEMENT-ACCOUNTING REPORTS-A5 ACCOUNTS RECEIVABLE- SUMMERY -

SORT BY BALANCE OWING


https://docs.google.com/document/d/1esloXOs7Z0bvq34y1XdMXAFWBbG7RiD22CkfPM2VCzE/edit?tab=t.0
https://youtu.be/-ybJPb7lg7Q
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On the upper left side of the ACCOUNTS RECEIVABLE screen, click on SUMMARY tab

Fhcoounts Receivable: 121 - Pinnacle Prolessional

File Edit Help
| Print List | Exit |
Search for Ledgers
Created: | | = | Eiter: i | Search |
[ Detail
Ledger Entries - - - = & - -

e Customer, | BULAMAt | Pyt Amntiioton St A stmt | 28t | 3Stmt | 4 simt | SorMore |Balance < |
SPRING STREET . 100.00 |0.00 __j0.00 0.00 0.00 [0.00 -3.00 L300 =
| MNITED MOTOR ... 9000 |0.00 -2.00 o.on oo 0.00 {0.00 200 |

WWATTS BATTERD. 100300 \0.mo 0.oo 0.0 oo LN ]E] =118 l1.18

MEMS ALTOMOTL.. | 21000 000 0.00 {000 0.0d oo -1on 100 1
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WESTERMN TOYO._ (00D |000 in.o0 000 0.00 0.00 0.00 {000 -
HIGHWAY SERVL., [0.00 |0.00 l0.00 0.00 0.00 l0.00 0.00 0,00 1=
PORT HACKING _. [0.00 a.00 [o.00 0.00 0.00 000 0.00 0.00 {000

PAUL SERGIS AL | 0.00 [0.00 0.00 000 0.00 0.00 [0.00 {000

PEE ALTO BODY _, [80.00 80.00 [80.00 ~80.00 000 0.00 [oon [0.00 [0-oo

ALL MODEL 4¥WD .. |0.00 [0.00 L0.ea 0.00 _|e.o0 {0.00 |0.00 jo.on i
KIRRAWEE PRES. .. [(.00 000 0.00 D.00 (ae]n] 0.0 0.00 LU ]
FORESTVILLE AL 0.00 jo0o 0.00 0.00 0.00 0.00 0.00 0.00

HARRIS EMNGIME ... [0.00 o [0.00 {0.00 0.00 0.00 (o.an 0.00 {000

L | ARCADIAMOTOR... a.00 |o.00 [o.on —|0.00 000 .00 0.00 {000 |

Click on BALANCE (rightmost column) until arrow shows up. This will sort the customer according to its BALANCE.

Scroll down to find all entries with 0.00 balance.
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Double click the first customer with 0.00 balance to open the Payment Allocation screen



£ Payment Alocation: BT - Pimneacke Professiomnal
Eile  Exfit  Hedp

Recebs Pmmen | Recehs And Allocate  Allocae Pmamend | Ao Alocate Paymmsent - Refund | Adustmen . Roflback Panament . Print Receigt | Reject Caprid

Curstomer Infosmation:

Shadis 17 SiSaciions of i
Customer: WESTERN TOYWOTA - COD® -

& Charge Accourd  * 0 Cash On Daelhery eposa Cash
| \ills & Refumds:
= = i seriplicn | _:__'!-.'l!:-l_: 2 | Toial b s tanding i | _|_-_.ll-elll_lr P are b Er | CRapricom
Invoice #4581 7 il AR B 1636 ooo) - 000 E44043 e i
[ Payronts & Cracits
Descighon Craba Total Unallocated COrder Nunshear Caprecomm

("

Click on “ADJUSTMENT” on the upper part of the Payment Allocation screen.

F Payvimend alocation: 6T - Pinmoc ke Professional
Eile  Edim  Helg

Receba Paanent | Recehs And Allecate Allocse Pmament | Aaso Allocate Paynent | Refund Foliback FPananend | Pricd Receipl | Reject Caprig
Customesr iefosmation:
Show ir ansaciions of e

Customer: WESTERNTOVOTA-COD: - M s Ao Enion ool Ex i e

Bilis & FRefumnds:
m Digseriplicon Crkaba Todal | ks Eanding Cinder bk gr | Capricom [
[ imnice #225817 (1 & 1638 | 000l 060/ 444043 |

The LEDGER ADJUSTMENT screen will pop up.

. Ledger Adjustment: 95 - Pinnacle Professional

File Edit Help

| Save

Account Adjustments

Customer: VWESTERM TOYOTA - COD* -

Adjustment Type: |Adjustment Credit |~ |
Sale Type: @ Charge Account 2 Cash On Delivery ¢ Deposit 0 Cash
Aot |
Reference: | |
[ [[The status |user:jisupports || site: JJ Auto Parts  [[] Secured ||
Customer: Make sure we are crediting the correct customer.
Adjustment Type: Adjustment Credit

Sale Type: Charge Account (by default)



Amount: $0.01

Reference: Leave it blank

Select “SAVE” then a small screen will pop up, click “OK”.

Payment Allocation screen will now reflect the Adjustment Credit.

F Payment Alloc astion: &7 - Pinnacle Professbonal
File Edit Help

Riscethve Punyrmesl | Recehne And Allocs e
Customes InTormation:

Ao ale Payanend | Ao Allocate Papanent | Rsfund | Adjusiment. | Roliback Payanen Priod Receipl - Reject Capric

Sheivied Tr ams-aciions of fyjpe:

Cusiomer: WESTERMN TOYOTA- COD" - A4 N CHara A0 | Cash On Dol D - Cosh
Bilks & Fefunls:
Crescripdion ’ Crate | Tl e} Outstamding | Order Murnbarn _C-apricom
Imvodop FATERTT j_ LE TR - T — 000 000424043 p— e
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Again, click on “ADJUSTMENT”. This time, we will enter Adjustment Refund.

- Ledger Adjustment: 95 - Pinnacle Professional

File Edit Help

| sawve |

Account Adjustments

Customer: [WESTERMN TOYOTA - COD* ~ [
Adjustment Type: NAdjustment Retund -
Sale Type: @ Charge Account ' Cash On Delivery O Deposit 0 Cash

Amount: 001 |
Reference: | |

"_The status User jjsupportd | Site: JJd Auto Parts L] secured

Customer: Make sure we are crediting the correct customer.
Adjustment Type: Adjustment Refund

Sale Type: Charge Account (by default)

Amount: $0.01

Reference: Leave it blank

Select “SAVE” then a small screen will pop up, click “OK”.

Payment Allocation screen will now reflect the Adjustment Refund.
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Recehm Payment . Recehms And Allocate  ABocate Paymend Ao ABpcate Paymend | Refund | Adjuestmeent Follback Payment  Print Receipt | Feject Caprl
Customer information:
Shaoss transactions of fypec

Customer: [WESTERN TOYOTA- COD” “88 & charge Account ) Cash On Dethery  © Depost ) Cash
Bills & Foefunds:
.':"I:"!"ill:rlp-ll;l-_l‘l | i E.:'-'II".‘- i Tl i i _gul'%lﬂl'lﬂlr”l[il__ _L'J_rﬂ-ﬁr Humuﬂ 1 = Caprioom

e —————— — — e — i

Papanents & Credits:
Creacriplion Coade | Tolal Unallocatad | Order Mursber CaparhcOrm
] 1205 1837 ool oo |

Hold Ctrl or Shift key to select both 0.00 and 0.01 entries. Make sure they are highlighted like this:

F Payviment Allocation: BT - Fannacle Professiomnasd

Eile  Edit  Help
Rscohm Pmanmenl | Receae Snd Allocale I ABOC e I‘WI Rago ABocatn Payment  Refumnd | Adjustment | Rollback Pasment  Priot Receipt | Reject Capoil
Custormes Information:
Shaiw Ir ansactions of type:
Customer: (WESTERN TOVOTA- COD" - 5 Chargs A Cash On Cash
Bills & Foofunms:
2 : Eals Ialal Sail=iandiog SLder Humk el AR
invoice #AZ5B1T 1 DWiS 15:36 n-g;ii_ . s _DUBMie0&des s L | |
il $r lﬂ_‘l i 1
|
| Pmaments & Crodits:
| LEgeriplion Dale Ioial Ligaliprasad Spder Marphar CaARisarn
I R T ] L - :
= r

On the upper left side of the screen, select ALLOCATE PAYMENT.

You will see this

tnpoe 3|
—— Howy rrmanich shouuid e allorcsatecd ™ (O .y
e lo.oo =
I L ] I Carnc el
-
Click on OK.

Now that we have eliminated the 0.00 balance, we then ALLOCATE the 0.01 balance:



F Payrment Allocation: &7 - PFnacle Prodes siomal

Eile  Edit  Help
Ruscehoe Payrent | Recehar And Allocale Pafo Allocale Panaent | Refued | Adiestment . Rollback Payeeent | Prind Receipt | Risject Capric
Custormed Infofmatson:
Shoke (ransactnns of e
Customer: WESTERM TOYVOTA - SO0 m .'#‘.I = Chgrgee Accoum Cash On Delewmyr Pepos Cash

| Bills & Fafunsls:

[a’ r'.ﬂ_ Ealgt i -
I | 12051317 | 001 001} 1 |

Payments & Credits:

1 Liase Tolad Lipadiocgbad Sipdar Bumber Canricam
I | 12Ms 1837 (IR [ l

This will pop up:
| 1nput |
] How much should be allocated? (MAX: 0.01)
0.01 | €
0K Cancel
Click on OK.

Now that the 0.01 balances have been allocated, we could see that there are no more entries in the Payment Allocation screen.

¥ Payment Allocation: &7 - Fnnadle Professional

Eile Edit Help
Beceiw Payment  Recehe And Allocate  Allocate Paanment Auto Allocste Pamment | Refund | Aduestment . Roliback Paanent | Print Receipt | Reject Capric
Customes Information:
Show transacthons of tyjse:
Customen WESTERN TOYOTA- SO0 - % Charge Account Cash On Delvery ) Doposit () Cash
| Bis & Refunds:
Crascriplion a Drade Totad &= Ouistanding Order Mumber _ Capticarn

Payments & Credits:
Descriplion Duate | Tolal Unalipcated Ordar Mumber Capricom

L
Flag

We go back to A5 Accounts Receivable and we see that the name of the customer is gone. We then proceed to the next customer.



£ Gccounts Receivable: 121 - Pinnacle Professional

File Edit Heip
Print List = Exit
Sparch for Ledgers
Created: = | Filer: Search
| Detall | Summary |
Ledger Entries
Customer BillAmnt |PymntAmotMotOnStmtl 1St | Z2Stmt | 35w 48t | 5ormore |Balance
ROBBO'S ONWH |10.00 -10.00 {000 .00 0.00 .00 |0.00 -10.00 -
EVOLUTION AUT.,. | [17o00  [000 [0.00 |00 (000 inoo l-5.00 |-5.00 i
MO ALTOMGTI 170.00 n.og 0.00 0.00 0.a0 0.00 3,00 -2.00
MOTORING CHOL.. | 120,00 [oog |0.00 [o00 [o.00 i0.00 l-5.00 -5.00
AUTO COLOLURS .| [15000 oo -5.00 [0.00 [o.o0 0.00 |0.00 [-5.00
SPRING STREET .| [100.00  [0.00 [0.00 [0.00 [0.00 in.og |-3.00 |-3.60
UNITED MOTOR .., | |a0.00 [0.00 200 [0.00 0.00 0.00 [0.00 |-2.00 ||
WATTS BATTERI [1000.00 |0.00 0.00 [o.00 [0:00 i0.00 [118 k118 =]
MEMS AUTOMOTI... | |210.00  [0.00 [0.00 .00 10,00 0.00 -1.00 l-1.00
GUNNEDAHAUT. |2 060 o 1000, 4000, . 1000 SH00 e, 10000 4080 050
1133 I .01 {200 10,00 0.00 0.0 0.0}

Y | : 0.0 00 000 —'ﬁ'ﬁ'g' ,ﬁﬁnn
PORT HACKING _ 10.00 {600 oo |06 [0 [oon 0.00 [o.00 [0.00
PAUL SERGIS AU, | |o.00 [o.o0 [0.00 .00 .00 0.00 |0.00 [o.00
PE&EAUTOBODY. G000 (8000|8000 -8000___ [0.00 [o:00 0.00 [0.00 [0.00_
ALL MODEL 4WD . |0.00 | - 0.00 0.00 oo [ooo 0.00 .00 |0.00
KIRRAWEE PRES...|0.00 fooo__ Jopo___Jo0o0 000 [0.00 [0.00 [0.00
FORESTVILLE AU...| D00 joo0 (000 000 1000 j0.00 |0.00 [0.00
HARRIS ENGINE . |0.00 . [0.00 000 fooo 0.00 0.00 [0.00 [0.00
ARCADLA MOTOR. [0.00 0.00 |0.00 [0.00 f0.00 0.00 [0.00 0.00
SMASHCO MUDG. 1306060 (1274510 000 |0.00 |noo looo {000 lo.00 |o.00
CAMPBELLTCWN..| [0.00 {000 |0.00 [0.00 [0.00 0.0 [0.00 [0.00
MASTER TOUCH, |o.00 [o.oo [0.00 |.00 [0oo 0.00 .00 |o.00
JUST JAPANESE ... |0.00 , {000 {000 [0.00 [0:00 0.00 |00 [0.00
PROBLEM MANA _ [0.00 | [0.00 0.00 |0.00 |0.00 0.00 |0.00 [0.00
JOHN LOCKLEY [0.00 0.00 0.00 [0.00 000 0.00 0.00 [0.00
PICK & PAYLESS .. 1105700 [11057.00 |0.00 |0.00 0.00 {000 0.00 |0.00 0.00
MRBUMP SMASH.|  [0.00 000 |o.00 000 000 oo (D00 |0.00
RFM MECH SERV..|0.00 0.00 0.00 000 0.00 0.00 10,00 000
STRAIGHTLINE A 33000 33000 |00 l0.00 [ooo lo.o0 0.00 |o.oo [oon
LG HARDING SM... | [0.00 [0.00 [0.00 [0.00 [0.00 10.00 [0.00 [0.00
POINT REPAIRF.. [1786.50 |254576  |0.00 0.00 .00 0.00 F50.26  (759.26 (000
ELITE AUTO REF_ 0.00 [ Jooo 000 [0:00 [0.00 0.00 [0.00 [0.00 _
NEWW MODEL WR._.. [0.00 0.00 |0.00 {000 [0.00 0.00 .00 0.00 -
Totals (exchuding roflbacks)

Billamnt | Pymntfmnt | MotOnStmt | 18tmt | 38l |  38mt |  45imt | SorMore | Balance
1983056.14 34282373 |1244B220  |386982.34 24353100  |13093.00  |-243.76 [7187205  |TEGT17.73
dore Uiser: jjsupportd Sitez JJ Auto Parts [ Secured

SCENARIO2 .when we have done a replacement items invoice and the first item is now credited so in total the
account is in balance we simply must allocate the monies in refund to the monies owing

Link to vid id

Link to video - example 2

The key is the check details of the invoice owing and the refund,if they are for the same part type and amounts are equal then ok to
auto allocate and clear teh account

For the invoice owing you can double click to get details or the credit note then you must F5 and then enter in the details

If for different part types then need to investigate the payment and invoice history of al related transactions so can get a match

SCENARIO 3 - IF NO $0 INVOICE OWING BUT HAVE $0 CREDIT
LINK TO VIDEO GUIDE

Click on Adjustment - adjust amount to 0.01 ( adjustment credit )
Click save

Click on Adjustment again - ( adjustment refund ) - SAVE

Highlight all entry and click on the Allocate payment button then OK


https://youtu.be/QfwyoRwGiZk
https://youtu.be/g-qt207tv_4
https://youtu.be/g81flIU32Rg

TRANSCRIPT SCENARIO 1

0:00 Okay, here's a video guide for how to clear off the A5 zero dollar balances in Pinnacle. Um, so we just go to Management, Accounting Reports, A5, Summary, Search, where the key is to sort it,
have this balance column on the end, um, and you can sort it.

0:23 We want to go down to the zero dollar transactions. Um, in this For this example, we're looking for these ones like this.
0:30 Um, that are just a zero dollar transaction there. We just want to clear them off. So we use this Adjustment field to do that.
0:38 So we just click on Adjustment. The first thing we do is we just credit that. We're just going to credit that one cent.

0:45 Um, and we select Save with that. We go back out. Um, and now we're going to select to re, um, do an adjustment as well.
0:54 But this time we do it as a refund by one cent. And we just click Save like that. Okay, so now we have the one cent here.
1:04 Um, and the one cent at the top. See, I've just highlighted those two. Then we just select to allocate the payment.

1:14 That clears that one off. Then we just select to allocate the payment again. Clears that one off. Um, and that's them done.
1:22 Then we just go down to the next one. I'm sorry, pick this one. Same situation, we're just going to select Adjustment.

1:32 Um, with credit at one cent. Save. Adjustment. We're going to put the refund at one cent. Save. Allocate the payment.

1:52 Clears it off. So we just keep working through and clearing them off like that. Um, and that's how that works.

1:56 Thank you.

TRANSCRIPT SCENARIO 2

0:00 Okay, this is an example of, uhm, with the penny call clearing off the zero balance invoices. So what it's saying for this company, Horsley Drive Automotive, is that they actually owe us, uhm, zero
dollars.

0:13 Uhm, there's a credit and there's a bill that obviously equal. So what we need to do is just to make sure that those are for the same transaction or related transaction, uhm, before we clear it off.
0:24 So what we do is we double click to see the so we've got an invoice sewing here and we've got a credit that's been paid.

0:30 So we just want to make sure they're for the same type of part, so we know they're related. Uhm, with the invoice, we can double click on that.

0:40 It shows us for a Captiva air compressor, so that's great. Uhm, with the credit though down here, uhm, we can't double click on that.

0:48 We've just got to press F5 to get the details, so we do that. Uhm, 910862. Ah, okay, so that's for a Captiva air compressor.

1:01 Okay, so we know they're a match, so what we can do is actually, uhm, auto-allocate that payment, uhm, and then it'll zero off, uhm, because we're trying to clear off this A5 report.

1:11 So if we click on auto-allocate payment, boom, it's done. So if we were to have a look in here, it's disappeared off this, uhm, A5 report.

1:19 Uhm, and that's it, that works. Thank you.

0:00 This is just an example guide for the task of the A5 report and also part of the clearing out the zero balances.

0:08 So, just as a guide, when we look at the A5 report, which shows the money owing versus the money in credit or whatever, we've just got to remember that it's the outstanding amount that's the
money that's outstanding.

0:22 So this invoice was $2200. Uhm, | assume there's been a credit or the customer's paid or something. um, the is, ah, $900.

0:34 So we can see that on the invoice. Yeah, so the customer's paid $900 and there's only, and there's $1300 left.

0:43 Uhm, so there's the $1300 in credit. Had a look at that, it's for the same sort of thing. So, yeah, what's the purpose of this video?

0:50 Just to show you that it's actually, it's the $1300 we're matching to the $1300. It's the outstanding amount that matters for the A5 report, not the total.
1:00 But yeah, once again, if we're doing that, uhm, task, we're just going to allocate the payment. Cleared those off and we're done.

1:08 And that's how that works. Thank you.

TRANSCRIPT SCENARIO 3

0:00 Okay, now for clearing out the zero balances in Pinnacle Task, where the situation is, we have a zero credit value here at the bottom, but there is no zero, um, owing invoice showing here at the top on the
payment screen.

0:16 So, um, the step on how to fix this is we click on the adjustment button here, and then adjustment type is the adjustment credit, that's by default, and then just adjust this, um, to .01, and then click on save, and
then just click okay.

0:31 you exit out the screen and then you will see there's that adjustment there and then just click on adjustment again and then just this time is for adjustment refund just click again on save and the amount is by
default 0.01 and click on save and then just click ok and then close out the screen again

0:53 and then we will just have to highlight, um, that, um, invoice there at the top and then, um, this two credit here at the bottom, so just make sure, um, all are highlighted and then just click on allocate payment and
just click OK.

1:11 And that's it. It's clear. Thank you.



STAGE 1

Shadow session ( 1-2- session )

STAGE 2 - end of training

Trainee does all steps
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