
QUICK REFERENCE GUIDE 

Applying Payments On-Account 

February 5, 2015 

Apply Payments On-Account 
This guide covers applying a payment “On Account” when a customer has not specified which Item the payment 
should be applied to. 

Steps to complete: 

• Step 1: Access the Worksheet Selection page for the Deposit

• Step 2: Apply the Payment to the Customer Account on the Worksheet Application page

• Step 3: Select a Posting Action for the Worksheet on the Worksheet Action page

Step 1: Access the Worksheet Selection page for the Deposit 

Begin by navigating to the Create Payment Worksheet page. 

1. Navigation Links: Accounts Receivable, Payments, Apply Payments, Create Worksheet.

2. Accept the default Deposit Unit or enter a Deposit Unit.

3. Enter a Deposit ID or click on the Lookup icon to search for and select a Deposit ID.
Note: Other fields can be entered to narrow your search, if you don’t know the Deposit ID.

4. Click on the Search button.
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5. If necessary, click on the link for the Deposit ID in the search results. 
The Payment Worksheet Selection page displays with the customer reference information that was 
entered when the deposit was created. 

 

Step 2: Apply the Payment to the Customer Account on the Worksheet Application page 

Begin by navigating to the Payment Worksheet Application page. 

1. On the Payment Worksheet Selection page, click on the Build button. The Payment Worksheet 
Application page displays. 
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2. Click on the Add New Row Plus (+) icon. Note: The Add with Detail button is not used in Minnesota. 

3. At the Add New Row dialog, accept “1” at the prompt verifying that you would like to add one row. 

4. Click on the OK button. You are returned to the Payment Worksheet Application page on the new row. 

 

5. Complete the row fields as described below. 

Field Name Field Description 

Pay Amt Enter the negative amount for the credit. 

Entry Type Select “OA – On Account.” 

Item ID After selecting the “OA” Entry Type, the system will automatically generate 
a new Item ID; for example, “OA-49”. 

Reason Select a reason code. Generally, you will use the “OVRPY” (Overpayment). 
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6. Click on the Save button.  

Step 3: Select a Posting Action for the Worksheet on the Worksheet Action page 

Next, use the Worksheet Action page to set the transaction for posting. 

1. Click on the Worksheet Action link. 

 

2. WARNING! Make sure to select “Batch Standard” for the Action. 

3. Click on the OK button. 
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4. Click on the Save button. 

After the ARUpdate process picks up the payment, it will be posted to the customer’s account. 
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