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NPSP: Working With Payments

Payments allow you to track cash independently from revenue. Version
2.1 of Contacts & Organizations introduced a new Payment object, as
well as wizard for helping to creating and modify existing payments.
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Payments can be enabled by going to the 'Contact Settings' tab (1), (you may need to click on the '+' sign to view additional
tabs (2)).
Checking the 'Enable Payments' box will provide access to the payment creation/writeoff wizard, as well as automatically

generate Payments for your new Donations (Opportunity). (3)
Click 'Update the Contacts and Organziations Settings' to continue. (4)

NOTE: Enabling Payments will not automatically create payments for existing records. If you want to add Payment records to
your existing Donations (Opportunities), please see the 'Adding Payments to Existings Donations' lesson.
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Creating a New Donation (Opportunity) (1)
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When Payments are enabled, new Donations (Opportunities) automatically receive a new payment record. How the record is
created depends on how the Donation is created.

If the Donation (Opportunity) is marked with a Stage that is closed and won (1), a matching payment will be created that is
marked 'Paid'. The Amount field will be mapped to the 'Payment Amount' field on the Payment record (2), while the Close
Date field will be mapped to the Payment Date field on the Payment record (3). Any additional fields that are mapped using
the Payment Mapping Wizard will also be included. (4)

You can override the creation of a new Payment when creating a new Donation by checking the 'Do not Automatically Create
Payment' box on the Donation (Opportunity). (5)

Creating a New Donation (Opportunity) (2)
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Here, we can see the mapping from the Donation fields, to the Payment fields.
(1) Amount -> Payment Amount
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(2) Close Date - Payment Date
(3) Stage -> Paid
(4) Custom Mapping (Check Number -> Check/Reference Number)

New Donation (Opportunity) Fields
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In addition the Payment object, there are also four new fields available on the Donation (Opportunity) that provide payment-
related information

(1) Remaining Balance show the total amount of all Payments not marked as 'Paid’

(2) The Payment Amount Received field shows the total amount of all Payments marked as 'Paid’

(3) Number of Payments shows the total number of payments for this Donation (Opportunity)

(4) Payment Writeoff Amount shows the total amount of payments that have been written off.

Scheduling Payments
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You can use the Payment Wizard to schedule multiple payments, or writeoff existing payments.

The example above shows a Donation (Opportunity) created without Payments by using the ‘Do Not Automatically Create
Payment' box (1). We'll now add payments using the wizard. Click on 'Schedule Payments' to launch the wizard. (2)

Payment Scheduling Wizard
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We can select several values for scheduling payments:

(1) The total number of payments to be created

(2) The scheduled date for the first payment

(3) The interval of the schedule payments

(4) The payment method to be recorded on the payment record.

Clicking 'Calculate Payments' (5) will generate a table of payments to be created (6).

You can then alter any amounts, or scheduled dates, as well as mark any paid payments as paid and provide the Paid Date.
(7)

When your payments are configured, click 'Create Payments' to create the payment records for the this Donation
(Opportunity). (8)

Writeoff Payments
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We can also use the Payment Wizard to writeoff payments we no longer expect to be paid.
Above, we've collected $100 of the $1200 pledge (1), but need to writeoff the remaning amount.
Clicking on 'Writeoff Payments' will launch the Payment Writeoff Wizard. (2)

Payment Writeoff Wizard
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The Payment Writeoff Wizard tell you the number and total amount for the payments being written-off (1). You can also
provide a date for the writeoff action (2).
Click on "Writeoff Payments' to mark the remaining payments as written-off. (3)

Payment Results
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The remaining payments have been combined into a single payment record, and marked as 'Written Off' (1), though our
previously paid payment still remains (2)
Our payment fields on the Donation (Opportunity) have been updated to reflect the change in the payment records below (3)
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