
HANDLING DOWN PAYMENTS IN CAFAM INVOICES

1. First enter the Amount of Part Payment in the Cash Book as follows:

.

NOTES:
1. Ledger Codes are needed only if you are using the SLS Accounts Program in full
2. Select Cancel when done – DO NOT SELECT “RECONCILE” or “EDIT”

ACCOUNT TO
CREDIT

Optional Ref No

Enter Ledger Codes if
applicable to you

Enter the amount

MENU SELECTION in
ACCOUNTS MODULE



2. DURING INVOICE PROCESS AT PRINT TIME YOU WILL BE PROMPTED THE
AMOUNT

.

PROMPT FOR DOWN-
PAYMENT, PRINTS HERE



3.  CLOSING THE DOWNPAYMENT FOR NEXT INVOICE
To close the down payment on the invoice, go back to the cash-book menu in the accounts
module and do a reconciliation against the invoice, i.e the column “PAID” needs the letter “P”
plus any Ref No that matches the transactions

.
For those Users of CAFAM that are not using the Accounts we supply, then you need only
insert the letter “P” to close the Down Payment

-end-


