
Entering Deposits and Generating Statements 

Entering Deposits 

From the open work order click Deposit at the top and enter deposit amount. Please note, M-SHOP is not a PCI 
Compliant software program so it is advisable that you not store customer credit card information. This should be 
done through your PCI Compliance credit card processing service. 

Then click Save Deposit. 

You will then see the payment posted at the bottom of the work order that can be emailed to the 
customer, if needed. 
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When you close the open work order to accept final payment, you will note that the aforementioned 
deposit is shown, in this case $100 leaving an open balance of $180.34. 

Page 3 of 5



Entering Deposits and Generating Statements 

Generating Statements 

Go to Reports and put your cursor over the Receivable link to expose the drop down window: 

Select Aging Statement 

From this screen you can select Past Due or All open invoices. The customer range can also be selected 
from and to. The example shown above is for one customer. Then click OK. 

Page 4 of 5



Entering Deposits and Generating Statements 

Statement will show the amount of the sale, the current amount due, as well as any aged amount in 
30-60-90 day increments: 
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