HEROTEL Customer Adjustments

1. How to get to the Adjustment Section

Video: Adjustments and Write-offs
The most important part is just to remember that all customer transactions must happen in

HeroTill and that no customer transactions must be done in Sage One - adjustments
included. To get started, go to The “Billing” drop-down menu and then click on

" "

Billing ~ Reports ~ Tools -

Billing Setup
SageOne Data

Import Wizard

Products

Exception Reports

Month-end Processing
Recurring Billing

Debit Run Batches
Credit Card Batches

Commission
Invoices
Credit Motes
I Adjustments I
Write Offs

All Documents

Age Analysis

When HeroTill has finished loading, your screen will look like this:
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https://www.youtube.com/watch?v=vHRjl0ln9OQ

HEROTEL Customer Adjustments

All Customer Groups z *| | All States | * | | All Months

AdeStmentS Screen Total: R -31,515.04 £ Refiesh

I Period Customer Reference Document Date Affected Account Document No Document Amount Labels
September 2018  Wnallocated receipt customer test 2018-09-04 Bad Debts Recovered R 50.00 [=] [ ]x]
January 2018 2018-01-31 CADJ00000 R -27,360.00 8 E
January 2018 2018-01-30 CADJ00000 R-1,710.00 "] E
January 2018 2018-01-30 CADJ00000 R1,710.00 a8 E
November 2017 2017-11-21 CADJ00000 R -5,700.00 &8 E
November 2017 2017-11-21 CADJ00000 R 5,700.00 a8 E
August 2017 Offset Customer to supplier 2017-08-24 CADJ00000 R -6,092.54 [ E
March 2017 Offset supplier and custamer 2017-03-31 CADJ00000 R -7,187.50 8 E
March 2017 Offset supplier and customer 2017-03-31 CADJ00000 R -7,425.00 ] E
March 2017 QOpening correction 2017-03-29 CADJ00000 R -2,600.00 8 E
March 2017 Opening correction 2017-03-29 CADJ00000 R -2,500.00 ] E
March 2017 QOpening corectan 2017-03-29 CADJ00000 R -1,500.00 8 E
March 2017 Opening correction 2017-03-29 CADJ00000 R -1,500.00 a8 E
March 2017 Opening comrection 2017-03-29 CADJ00000 R -1,500.00 I} E

These are the headings under which the information is sorted. Remember that each heading works as a filter
function.

These are the specific details related to each adjustment. It consists of the customer name, the reference
Light blue:  used, document date, the affected account and then the document amount. Only once the adjustment has
been pushed through to sage one, will there be a document number.

If you need to edit the document after creating it, click on the dark blue button in the purple section. If you
want to delete the document, click on the red cross. To send the adjustment to Sage One, click on the orange

Purple: button. To view the customer’s profile, click on the black button. Please note that once a document has been
pushed to SageOne, it can’t be edited again. The white button is to view an already pushed adjustment
document and the light blue is to clone an adjustment document.

To export a list of adjustments, click on the export to CSV or export to Excel button. Remember, the exported

Black:

Brown: document will only show a list as long as the number of customers you view on the screen. Change this by
changing the number of records per page filter as well as any other filters or search criteria.
Blue: To create a new Customer Adjustment, click on the “Create Adjustment” button.

1.2. Creating the adjustment:

Click on the “Create Adjustment” button to create a new adjustment.
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HEROTEL

Adjustments

‘ 10 (v ‘ records per page

Select one or more Labels Select one or more Categories ‘ ‘ All Gustomer Groups “ ‘ ‘ " ‘ ‘ Al States " ‘ ‘ All Months "
Screen Total: R 156,850.10  [EESNeUS ey A=y F-’fo ¢ |
Search Search Gt/ Hide!

Clipboard cev Excel Columns

You will now see the following pop-up screen:

Add a new Adjustment

Customer | UNAQ01-Unallocated receipt customer x|v DocumentNo  Pending
Customer Age Analysis 120 Days 90 Days 60 Days 30 Days Current Total Process Date | Pending
R-143.03 R -887.00 R 3,340.00 R 0L.0D R0.00 R 2,309.97

Adjustment Date  201§-09-04

Customer Reference VAT Adjustment

Description | VAT changes with the new VAT rates

Affected Account | Bad Debts Recovered

VAT Type I Mew Standard Rate

Cancel

Purple:

Blue:

Red:

Green:

Comments = Comments Total Exclusive R 203.48

Total VAT R -30.52
Categories | Caiegories
Total = R -234
Labels

Analysis Codes I

Select One or more Labels ‘

J |

Create Adjustment

Here you choose the applicable customer. Once you’ve chosen the customer, his or her Age Analysis will
automatically pull through.

The customer reference and description are important. Choose a reference that is applicable to why you are
doing the adjustment and in the description field, you can explain or give a reason for the adjustment being
made. It is best to provide as much detail as possible.

Here you choose the date of the adjustment, the account it is affecting and the VAT type that is applicable to
your adjustment. The default VAT type will mostly be your default VAT rate set up in your billing setup.

This is the total amount that is applicable to your adjustment. It is important to remember that should you
want the specified account to decrease, to add a minus (-) in front of the amount. If you want the specified
account to increase, only type the amount, without any added symbols.

When you've finished filling in all the details, click on the “Create Adjustment” button.
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HEROTEL Customer Adjustments

1.3. Payment reallocations: Sage One Receipts
erroneously allocated.

*Please note that the section below is just to provide some direction and doesn’t have to be
followed to a T.

While updating the bank on Sage One and allocating payments is a rather easy but timely

job, you sometimes have clients who use special references like “Uncapped 2Mbit/s”, “wifi

payment”, “wireless install,” “monthly subs”.

All these payments are automatically moved to the “!Unallocated Customer Receipt”
customer until we receive the proof of payment from the customer (who will probably be
upset because their payment has not yet been allocated to their profile). If you pick this up
before the period is closed, the allocation can still be corrected. If the period has been
closed off, you will have to make a customer adjustment.

Step 1: Find the original receipt number and total the customer paid.

The payment’s receipt number in Sage One will be used as the reference. To find the
receipt number, On Sage One, go to customers - reports - customer transactions. How do
you know to which customer the payment has been allocated? You will have to go check in
the banking on Sage One for the matching date, amount and reference as provided by the
customer. Once you have located the payment, you will be able to see to which customer
the payment was allocated to.
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HEROTEL Customer Adjustments

Customer Transactions Report

Date Range Monthly ¥ | | Last Month v Hide Report Options

01/08/2018 — 31/08/2018

Customer (From) ¥ | |(Ta) M
Category (From) ¥ |(Ta) v
Status (@ Both (Active/Inactive) () Active () Inactive

Transaction Type Customer Receipt A

I Refresh .

Accounting ~ Searchtransactions Q

SuperCycle Whold

Home* QuickView~ Customers* Suppliers* Items~ Banking~ Accounts~ Accountant'sArea~ Reports* Company~* Administration~

Customer Transactions Report

Customer: All Customers
Category: All Categories Show Report Options
Date Range: 01/08/2018 —» 31/08/2018

PDF XLS csv

B o8 = M

Customer

Date Reference Transaction Type Description Dehit Credit Balance
1

12/08/2018 RCPOOOOK Customer Receipt

Movement forfthe period

01/08/2018 RCPO0OOC Customer Receipt.

Movement for the period

Movement Total:

After clicking the refresh button, you will see all transactions for the specific customer.

Look for the applicable transaction and then you will find the receipt number and the
amount that the customer paid.
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Step 2: Get your two adjustment screens next to each other in
HeroTill.

In HeroTill, If you want to reallocate payments from one profile to another profile; Open two
customer adjustment screens next to each other. This will make it easier for you and will
reduce the chance of making a mistake.

Step 3: Start filling in the details.

In HeroTill, When reallocating payments from one profile to another profile, use the
“Suspense Transfer Account” and the VAT type will always be “No Tax”. Be sure to
remember a minus (-) before the amount, when the profile total has to decrease. When you
are done and sure that the two adjustments will balance each other out, press the “Create
Adjustment” button on both screens.
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HEROTEL Customer Adjustments

DocumentNo | Pending DocumentNo  Fending
Process Date | Pending Process Date | Pending

Adjustment Date | 20158-09-04 Adjustment Date | 2048-09-04

Affected Account |Accnunttransfersuspe... =

Affected Account | Account transfer suspe...

VAT Type | Mo Tax v VAT Type | Mo Tax
Total Exclusive R 50.00 Total Exclusive =}
Total VAT = 0.00 Total VAT =
Total R 50.00 Total

Step 4: Push the adjustments to Sage One. (Financial managers only)

In HeroTill, When both adjustments have been created, they should lie together on the
Adjustment screen. To push both to Sage One, click on both of the orange buttons.
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HEROTEL Customer Adjustments

Affected Account Document No Document Amount Labels
Account transfer suspe R 50.00 = E u
Account transfer suspe R -50.00 r 4 E u

Step 5: Match the Adjustment to the Invoice on Sage One.

On Sage One, Go to Customers - transactions - Allocate Receipts. Choose the customer
who’s receipts you want to match to invoices and click on the refresh button. As soon as
these payments have been matched, you will be able to update the customer’s age analysis
on HeroTill and send them a new statement showing the correct balance.
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Accounting Searchtransactions Q

Home~* QuickView = Customers~ Suppliers* ems~* Banking~* Accounts+* Accou

Add a Customer
Lists , Doard
Transactions »  Customer Quotes
Reports »  Customer Tax Invoices o
Special ¢  Customer Recurring Invoices
1IOLOL
Customer Credit Notes
‘ Customer Receipts I
+ Unalloc
Allocate Receipts
+ 14 Custd
Customer Write-Offs
+ 5 Expira

Customer Adjustments
+ 2 overdue Customer Document Motes
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