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Payment Received - Unapplied to the Invoice 

Receipt applied to Customer but not the Invoice 

 If you have applied a Standard receipt to a customer’s account but not to a specific 
transaction, the receipt batch will indicate that the receipt is unapplied. 

 

 To apply the receipt it must be applied to a transaction in the receipt Applications 
window. 

 
 
 
 

1. Recall your receipt batch either using torch icon or using the F11 and Ctrl. 
 

2. Click on Receipts and this will take you through to the receipt summary window. 
 
3. Make sure the receipt you wish to review is highlighted and click on Open. 

 

Navigate: Receipts → Receipt Batches 
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4. Click on Apply and the following window will display: 
 

 

5. Click in the Apply To field and select the invoice to apply from the List of values. 
 

6. Either tick the Apply box or tab out of the Apply To field (the tick will appear 
automatically if you do this). 
 

7. Save your work and close both the Applications and Receipt windows to return to the 
receipt batch header. 
 

8. The amount of your receipt should be now showing in the Applied field as above and the 
status will be Closed. 
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