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End-of-Month Process

Doing client remits in Lariat require four basic steps: make sure all reconciling is up to date,
generate your client statement, add client transactions and reconcile them to zero out the client
balance. This guide walks you through each of these steps in greater detail.

1) Admin > Reconcile > Deposit any debtor payments. Make sure you're caught up on entering debtor
payments and reconciling them. Whether the debtor paid you or the client directly, both payments need to be

entered into Lariat and reconciled for the end-of-month statement for the client to be correct.

Check the box for any payments that have been received. Click “save” at the bottom of the page to post them
against the debt.

[Debtor] Joe Dunn [Acct.#] 1136 [Bal] $1,227.56
Deposit 4| Id Date Amount Type Description Faid To Agent
x1724  [|10/10/2016 $1,000.00 |[Check v | [Agency * | |[admin v
[Debtor] Joes Garage #1 [Acct.#] 1143 [Bal] $1,132.60
Deposit / Id Diate Amount Type Description Paid To Agent
v |imx |[o9320% $200.00 | [Check v I [ Client v ||[admin ¥

x1833  ||10/23/2016 $200.00 | [ Check v [ [ Agency * ||[admin ¥

[ Reports ] [ Archives ]

2) Admin > Reports > Client Statement v2 for Windowed Envelopes.
Set up and generate your client statement(s) and print them.

Client Statement No Prev Bal v2 Client Statement with no start/previous £ AR Clnts
e —— period | [ANAclive Cllents
+3A Etectric
Client Statement w2 Statement for Windowed Envelopes {Chutters
|Concrete Inc
Client Status \\ Active/Inactive/All Statuses of Debtors ;w::;‘"
Collection Summary v2 Collection Summary Report ﬁs‘;ﬁ;ﬁ
|Godoe Inc
. . . +Industral Revolutions
If you are using our Client Portal, make sure to have the report display your ASC e
Gient I

client facing debt statuses, rather than the agency (internal) ones: ;:Z:’::""‘“'“""
Joes Canned Goods
|Joes Canned Goods Inc
|Jons Worts.

|King Office, Inc
|Marken UpnDown
INick Schmoozer Inc
\Oclhopﬂd( Su’w\s

Display Debt Status |Client v s

|Preferred Painting

[ Moty via Email

| atternate Email Recipients: ‘ [

From: [12/01/2016 ]

To: [12/31/2016 "]

Date Range

Click print and then “query” to bring up the report. If you don’t see the report
the first time you click “query” just wait a minute and try again. Once you see the report click the name to open it.
The report will open and you can send it to printer from there:

Total 2 sheets of paper
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3) Admin > Client > [Client Name] > Add Transaction. Now that we’ve created our report for the client, we
need to close out the month so the new month starts with a balance of zero for that client. To do this we add a
client transaction.

Add the client remit in the amount shown on the add transaction screen (shown below). This is where you
record a payment to the client or a payment from the client.

ariav Debtors = Events % Admin Search c
Lariat = Lanat’ Debtors Events (¥ Admin Q Search
Admin Menu
Debtor Manage Client Users | Add | List All Clien Daily Activities Fee Defaults | Payment Priority | Noted | Add Transaction | Update Balan
Search for a client below by providing a ¢ Client Portal | Activity Log | Debt Statis-Mesmrae=Peedelct Types | Clie|
Client Debtor
. ‘ . Client Number - 1010 |101 0 Lo
Reconcile ENtT
"
Move Debtors e la * Client Name |A Faster Clinic
Agency Pe e Belans Alternate 1D [1010-1130
Agency P ance Move Debto
; T Client Type Commercial ¥
3 A Electric as of 05/08/2015 i
Aagencv Performance “ Name [Rulvia [ Rrou
D Type Contact
ne 1009 45 Robert
SMS Logs A Faster Clinic as of 05/08/2015
New Debtors o Type —

Account Number 1010

Client Agape Clinic

Agency Owes Client $273.60

Description (optional) [Chk #1245

Amount [273.00

Use In Statement td

Transaction Type ’m
Received [o1/082017

Note I

4) Admin > Reconcile for client transactions. Client transactions need to be reconciled just like debtor
transactions do. Until the payment is reconciled it does not post against the client balance. To post the
payment, check the “deposit” box and click “save” at the bottom of the screen.

EWa Agency
Reconcile Show Post Dated Transactions

Reports

wery Engine
Move Debtors Count: 32 Adjustments: $0.00 Transactions: $19,893.00 Commissions: $7,565.54 Interest: $0.00
Delete Debtors
Duplicate Debtors [Client] Agape Clinic [Acct.#] 1130 [Bal] $273.60
Mail Print
Statistics DEDOSIt/ d Date Amount Type Description aid To Agent

=cheduled Call Expart i
?ﬁ!sfg!i%fi'lixa OE‘TEK - x 1901 01/05/2017 B 5273.00 |[Payment To Client ¥ [chk #1245

New Debtors Foebter 5 3 HBetl-diy

Debtor Forms Depaosit | d ‘ Date

Amount |Type | Description Paid To Agent

NOTE: This transaction waits in reconcile until the money is received. If the client does not pay you by the end
of the next remit cycle, you can simply delete this outstanding transaction (Admin > Reconcile) and follow the
end-of-month process from the beginning. The outstanding balance will be rolled into the next month’s bottom
line.
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Once you've reconciled the client transactions it zeros out the client balance. You can see this on the Admin >
Client page where Lariat keeps a running balance, as shown below:

Agape Clinic as of 05/08/2015 4Links 1 Suspend
D Type Contact Primary Phone Fax Phone Comm Schedule Agency Owes Client Client Owes Agency
1010 45 Sylvia Browning 40% $273.60 $0.00

I

Type

Contact

Primary Phone

Fax Phone

Comm Schedule

Agency Owes Client

Client Owes Agency

010

45

Sylvia Browning

40%

s

You're all set! Do these steps at the end of each month—or as often as you remit—to keep Lariat up to date.
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