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What are Payers?

Put simply, payers are persons or entities that pay the city money.  When you enter the cash receipt, you are asked to enter who the cash was “Received From” (i.e., the Payer).  These names are saved and displayed in the dropdown box labeled “Received From” when entering cash receipt detail.

The purpose for saving these names is to allow you to select them, if and when they make another payment to the city.
What is the problem?
The problem is, in the course of a year, the number of payers increases dramatically.  There are so many it becomes more trouble to find the payer in the “Received From” dropdown box than to just enter it.

Hence, there is a need to monitor the payers and delete those that make only a few payments each year.  By focusing on payers that make frequent payments to the city, such as the county treasurer, the selection of payers from the dropdown box should be more productive.
How to Monitor and Delete Payers (Received From)
Periodically, at least every six months, you should follow these steps to monitor and delete payees:

· Select BA/Cash Receipts

· Click on Add
· Click on Edit Payers (Received From)

· Click on Compute Payer Frequency
The frequency shows the number of cash receipts you have entered since 2008 for that payer (Received From).  The computation will take a minute or so.

· Sort Order – Click on Frequency
· Click on Display All Payers
Do Not delete any payers at this point.  This step is intended to give you an idea of how the payer list can get unmanageable.
· Click on Display Payers Not Used in Current or Prior Year
Suggestion:  Delete all of these payer records.

· How to Delete Payers:
1) To delete a single payer, highlight the payer in the listing, and Click on Delete Highlighted Payer(s).

2) To delete two or more payers randomly, highlight the first payer to be deleted.  Next hold the Ctrl (Control) key down and highlight the second, third, and so on.  When all the records are highlighted click on Delete Highlighted Payer(s).

3) To delete a continuous group of payers, highlight the first payer in the listing that you want to delete.  Next slide down the listing until you see the last payer you want to delete.  Hold down the Shift key and highlight the last payer.  All of the payers between the first and the last should be highlighted.  Now you can click on Delete Highlighted Payer(s).

· Sort Order – Click on Frequency
· Click on Display All Payees

Suggestion:  Delete payers with low frequencies.  Try to get the number of payers down to a small number, say 25 to 50.


