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Lockbox Processing Overview 
Upload the latest Lockbox file from your bank, automatically create payments, and apply the matched invoices.  

Take your lockbox file from the bank and import it into Acumatica. Import scenarios are customized to fit your 

business-specific requirements. Use the Lockbox application window to auto-match incoming payments to your 

invoices in Acumatica. Matching is based on key fields such as Customer Name, Description, Amount, Invoice 

Number, and more. 

• Save hours every week 

• Reduce errors 

• Automatically match payments to invoices 

• User-friendly screen 

• Make quick manual adjustments if needed 

• Automatically create the payments & apply the matched invoices and move to the next invoice 
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Installing Lockbox Processing for Acumatica 
Installation of the Lockbox Processing for Acumatica is performed using the Acumatica Customization Manager.  

Lockbox Processing Installation 
To deploy customizations, the user must be a member of the “Customizer” role.   Crestwood recommends 

installation using the default “Admin” user, however, any user who is a member of this role will be sufficient.  To 

provide “Customizer” role access to a user, please refer to the Managing User Access Rights in the Acumatica 

Help Articles.   

Import Customization Projects 
All customizations in the Acumatica instance are maintained in the “Customization Projects” screen of 

Acumatica.   This screen is accessed from the following navigation Location: “Customization” -> “Customization 

Projects”.   

 

New Installation 
To perform a new installation of the Lockbox Processing for Acumatica to the Acumatica instance, the current 

versions of the customization project zip files, including CWLOCKBOX and CWLicensing, must be imported into 

the Acumatica Instance. When the file(s) are uploaded, two new customization projects will be created based on 

the name of the file(s) uploaded.  

• Both files should be published at the same time.  

• If you would like to try Lockbox Processing for Acumatica before purchasing, the process to install is the 

same (including importing and publishing of the Lockbox Processing & Licensing Customization files) 

except they must be imported and published to a “Test” Tenant and all functionality is available for trial 

use. 
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• If the Files are imported and published to an “Active” Tenant, you must purchase license keys (or obtain 

a Trial License) to use the product.   

• The module will not install or validate unless the CWLICENSING Package is published with the Module. 

• To also add the Lockbox WIKI Help, please Import and Publish the latest CWLOCKBOXWIKI 

customization package as well. 

 

To try Lockbox Processing – Tenant Status must equal “Test Tenant” (or if Active Tenant, request a 

Trial license). By installing a Test Tenant, you can try all features of the product. Once installed in an 

Active Tenant, an active registration/license key is required. 

 

 

 

To Install Lockbox Processing in a Production Environment or Active Status Tenant, an active 

registration/license key is required to be entered in the Crestwood Licensing Screen.   
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Access the Customization Projects Screen 

1. Click the Import button (NOTE:  If the dropdown is selected on the right side of the button, two options 

will show.   Select the Import New Project option). 

 

 

 

 

 

2. In the Open Package dialogue box that appears, click the Choose File button 

 

 

 

 

 

3. In the File browser, navigate to the location where the CWLOCKBOX Customization zip file exists.  Select 

the file and click the “Open” button.  Go through Steps 2-4 again to import the CWLicensing.zip file. Both 

the module and license customization projects must be imported and published at the same time. 

 

4. You will be redirected back to the Open Package dialogue box. The zip file name should show next to 

the Choose File button.  Click the Upload button. Once the upload is complete, the Customization 

Project(s) will show in the Customizations Project Screen. 

The amount of time it takes to upload the customization project(s) will depend on the size of the file and 

the internet speed 
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Customization Upgrade 
To update to the latest supplied version of the Lockbox Processing for Acumatica, the following steps need to be 

performed: 

1. Access the Customization Projects Screen 

2. Select the Lockbox Processing Project (and updated Crestwood Licensing Project if provided) 

 

 

 

 

 

 

 

3. Select the dropdown next to the Import button and select Replace Selected Project Content. This step 

should be done for both the updated module and licensing customization project if applicable. 

The upgrade requires the Crestwood licensing Customization Package to be published at the same time. 

To perform the upgrade of the Lockbox Processing for Acumatica to the Acumatica instance, the current 

versions of the customization project zip files, including CWLOCKBOX and CWLicensing, must be re-

published into the Acumatica Instance. This can be done by unpublishing the two old customization 

project files and importing and Publishing the new customization projects using Import New Project 

during the Import Process or by leaving the old customizations published and using the Replace 

Highlighted Project Content during the import process, which will overwrite the old packages. 

 

Both files must be published at the same time. 
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4. In the Open Package dialogue box that appears, click the Choose File button 

 

 

 

 

 

5. In the File browser, navigate to the location where the Customization zip file(s) exists.   Select the 

Lockbox Processing.zip file (and subsequently the Crestwood Licensing Project if applicable) and click the 

“Open” button 

 

 

 

 

 

 

6. You will be redirected back to the Open Package dialogue box and the zip file name should show next to 

the Choose File button.   Click the Upload button. Once the upload is complete, the Customization 

Project will show in the Customizations Project Screen. 
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Customization Publishing 
To utilize customization that has been uploaded, it must be published to the Acumatica instance. If you are 

updating an existing installation, the site must be republished. It is important to note the following items during 

the publishing step: 

Customizations affect all companies in an Acumatica instance, not just the current company you are 

logged into 

 

After the publishing step is performed, the Acumatica Instance will restart, effectively logging off all users 

currently in the system. There is no confirmation prompt for the users to save work. Customizations 

should only be published during a scheduled maintenance window or when validated that no one is 

currently logged into Acumatica. 

To publish the Acumatica customization project: 

1. Validate that the project is selected in the customization projects window 

2. Click the Publish button to begin the publishing validation. 

3. Once you click the Publish button, Acumatica will validate that all customizations compile correctly. If 

this step is performed successfully, you will be prompted with the “Publish” option in the Compilation 

Window.  Click the publish button. 

 

 

 

 

 

 

 

 

4. After publishing is complete, you will see the message that the Website updated, and the window can 

be closed at this point. 

Depending on the Acumatica Version and Setup, you may not be required to Press the Publish 

button after Acumatica Validates the Customization Package. Acumatica may complete both 

steps for you at the same time. 

5. Installation of the Lockbox Processing for Acumatica is now complete. 

6. If you need further assistance, please contact your Partner or Crestwood Associates. 
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Delete Procedure 
Applicable to embedded solutions and embedded parts of composite solutions.To entirely remove the Lockbox 

Processing solution the following steps needed to be taken:  

Unpublish solution 
1. Log in to the Acumatica instance under the tenant with the published Lockbox Processing solution. 

2. Navigate to Customization Projects Screen (SM204505): More Items -> Customization -> Customization 

Projects. 

3. The Customization Projects will display the following: 

 

4. Clear the check boxes for the following customization projects: 

• CWLICENSING[19.108.0017][19R1.2020.04.01] 

• CWLOCKBOX[19.207.0026][19R2.2020.03.02] 

 

5. Click PUBLISH on the Toolbar to initiate the process. After the Compilation is complete, click Publish in 

the Compilation window to finalize publication. 

6. Sequentially select and delete (X in the toolbar) the rows with the solution packages unpublished in the 

previous step. 

7. Click Save 

 

Remove the solution items that stored in the database 
There are no ideal items (i.e. Generic Inquires, Reports, etc.) that need to be removed. 
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Installing Demo AR Invoices and Bank File data into the Sales Demo 

Instance (Optional) 
The sample Bank Lockbox File is matching invoices created from the sample AR Invoice import file. Please use 

these two files in the Acumatica Sample Data Only. Do not import them into your production environment.   

Your partner can provide you with both files found on the Partner Portal.    

• Sample AR Invoice Import Spreadsheet File - Lockbox AR Invoice Import File for Demo.xlsx 

• Sample Bank Lockbox File - Lockbox Bank File for Demo Purposes.xlsx 

Before Importing the Sample Invoice File for Lockbox Processing demonstration purposes, Check the Manual 

Numbering option on the Numbering Sequences Form: CS.20.10.10. New Invoices are added with specific 

invoice numbers to match the Demo Bank File import. The checkbox must be checked, or Acumatica will create 

new numbers for the Invoices and the Demo Lockbox Bank Import File will not match any invoices. 

 

 

 

 

 

 

• After changing the Numbering Sequence to Manual Numbering, please upload and import the Sample 

AR Invoice Import Spreadsheet File - Lockbox AR Invoice Import File for Demo.xlsx.  The file will import 

the invoices in the Balanced status and will need to be released to apply payments.   

The Acumatica sample data may have several of these customers' invoices go “On Credit hold” 

depending on the credit rules defined for the customer. Please take the invoices off Credit Hold and 

Release them before matching the sample Bank File. 
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The next step is to upload the Sample Lockbox Bank File and you can use the standard Lockbox Processing 

screens for this step.  By Pressing the Upload Lockbox File, the Import by Scenario Form SM.20.60.36 will 

automatically load with the Import Scenario Called “Lockbox”.  The user will just need to import their latest Bank 

Lockbox File and Prepare & Import the File. For more information regarding Acumatica Integration Import by 

Scenarios, please refer to the Acumatica Import by Scenarios Help located on Form SM.20.60.36. 
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Registering your Lockbox Crestwood License  
Form ID: (CW.LC.10.00) 

To activate the Lockbox Processing for Acumatica, obtain your Product ID and Customer ID from your partner 

and retrieve your License Key from the Crestwood Licensing Screen.  This screen is accessed from the System 

Management Workspace -> “Licensing” -> “Crestwood Licensing.” 

 

 

 

 

 

 

 

 

1. Enter the Product ID and Customer Code provided by your Acumatica Partner.   

2. Press the GET LICENSE button and a License Key will be populated in the LicenseKey Field. The Current 

Status will = “1”. You will also receive a popup note presenting your current license Expiration Date. If 

you receive an error, please contact your Acumatica Partner to receive an updated Key.  

3. At any time, you can press REFRESH LICENSE to retrieve your current license key and/or obtain your 

current expiration date for the highlighted product. 
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Acumatica License Requirements 
Acumatica Modules 
The Lockbox Processing solution requires the following modules to be enabled: 

• Financials 

Minimal License Tier 
The minimal recommended Acumatica ERP license that shall be applied for the Lockbox Processing solution to 

function in alignment with license tier restrictions is:  

• S License Tiers  

The above statement is estimated based on the average normal use of the solution and may vary for an 

individual setup. 
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Setup and Configuration – Lockbox Processing 
Lockbox Preferences: Form ID: (CW.LB.10.10) 
You use this form to configure the Lockbox Processing Module. Settings defined on this form include the 

numbering sequence for Lockbox Number Sequence, Default Lockbox File Location, Default Branch, Payment 

Type, and Cash Accounts.  This screen is accessed from the following navigation Location: “Lockbox Workspace” -

> “Preferences Menu Item” 
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Data Provider: Form ID: (SM.20.60.15) 
A Data Provider called LockboxDP is installed with the Module.  The user will need to upload a sample of their 

Lockbox Bank File to prepare the Data Provider Fields.  For more information on setting up an Acumatica 

Integration Data Provider, please refer to the Acumatica Integration Provider Help located on Form SM.20.60.15.   

 

 

 

 

 

 

 

 

 

 

  

Element Description 

Default File Location Currently not used. Planned use: Location of File to Upload Bank Lockbox Files. 

Default Branch Default Branch 

Default Payment 

Type 

Select an existing Payment Type to use as the default Payment Type in Lockbox 

Processing. 

Default Cash Account 
Select an existing Acumatica Cash Account to use as the default Cash Account in 

Lockbox Processing. 

LockBox Number 

Sequence 

This is the Lockbox Payment Matching Form Sequence. A default LOCKBOX 

Numbering ID installs with the product. The user can choose to use this Numbering 

Sequence, edit this Numbering Sequence, or create a new Numbering Sequence. 
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Import Scenario: Form ID: (SM.20.60.15) 
An Import Scenario called Lockbox is installed with the Module. Once updating the Data Provider with your Bank 

LockBox File, you would then Map the Lockbox Fields with your Lockbox Bank File Fields.  For more information 

on Acumatica Integration Import Scenarios, please refer to the Acumatica Import Scenarios Help located on Form 

SM.20.60.25 

 

 

 

 

 

 

 

 

 

Upload Lockbox File: Lockbox Workspace Tile – To FormID: SM.20.60.36 
 

After setting up your Import Scenario to match your Lockbox Bank File, you are now ready to import the 

Lockbox File.  A Tile Called “Upload Lockbox File” has been added to the Lockbox Workspace.  By Pressing 

the Upload Lockbox File, the Import by Scenario Form SM.20.60.36 will automatically load with the 

Import Scenario Called “Lockbox”.  The user will just need to import their latest Bank Lockbox File and 

Prepare & Import the File. For more information regarding Acumatica Integration Import by Scenarios, 

please refer to the Acumatica Import by Scenarios Help located on Form SM.20.60.36. 
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Lockbox Forms/Profiles 
Lockbox Preferences: Form ID: (CW.LB.10.10) 
You use this form to configure the Lockbox Processing Module.  

 

 

 

 

 

 

 

 

  

Element Description 

Default File Location Currently not used.  Planned use: Location of File to Upload Bank Lockbox Files.    

Default Branch Default Branch 

 Default Payment Type Select an existing Payment Type to use as the default Payment Type in Lockbox 

Processing 

Default Cash Account Select an existing Acumatica Cash Account to use as the default Cash Account in 

Lockbox Processing 

LockBox Number 

Sequence 

This is the Lockbox Payment Matching Form Sequence.  A default LOCKBOX 

Numbering ID installs with the product. The user can choose to use this Numbering 

Sequence, edit this Numbering Sequence, or create a new Numbering Sequence. 
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Lockbox Payment Review: Form ID: (CW.LB.30.20) 
You use this form to review the import file before loading it into the Matching Screen.  This is a “Staging” Form 

allowing you to make any updates if needed, before creating the Lockbox Matching File.  A user can add 

CustomerIDs from an Acumatica Customer lookup or modify any of the column information, with appropriate 

security, before bringing in the list to the Lockbox Payment Matching Form.   

 

Buttons Icon Description 

Cancel 

 

Cancel 

CREATE A NEW 

LOCKBOX PAYMENT 

Creates the next Lockbox Payment File Number based on the Lockbox Numbering 

Sequence used. 

Refresh 

 

 

Refreshes any changes made before saving 

 Add 

 

 

Adds a new Payment Record to the Lockbox File List 

 Delete 

 

Deletes Highlighted Payment Record  

Fit to Screen 

 

Fits all the columns to the screen. 

Export to 

Excel 
 

 

 Exports the data to an Excel file. For more information, see Integration with Excel in 

the Acumatica ERP User Guide. 

Load Records 

from File 

 

 

 

Opens the File Upload dialog box, described in detail below, so you can locate and 

upload a local file for import. You can use this option to import data from Excel 

spreadsheets (.xlsx) and .csv files. For the detailed procedure, see To Import Data 

from a Local File to a Table. 

 

Element Description 

Batch The Batch Number pulled from the Bank Lockbox File 

Batch Item The Batch Line Number pulled from the Bank Lockbox File 

ABA/RT# The Bank Account and Routing Number pulled from the Bank Lockbox File 

Payment Date The Payment Date pulled from the Bank Lockbox File 

Invoice Date The Invoice Date pulled from the Bank Lockbox File 

Check Nbr The Check Number pulled from the Bank Lockbox File. Note: There can be multiple lines 

with the same Check Number if multiple invoices are being paid from the same Check 

Number 

Check Amt The Check Amount pulled from the Bank Lockbox File.  Note: There can be multiple lines 

with the same Check Amount if multiple invoices are being paid from the same Check 

Number. 

 Customer The Acumatica Customer ID matched by the Customer File Description Name.  This field 

may be blank, but a user can look up the Customer ID and add it to the screen before 

creating the New Lockbox Payment (for the Matching Screen) 
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Customer File 

Description 

The Description of the Customer pulled from the Bank Lockbox File.  This is also used to 

help the user locate the actual Acumatica CustomerID and Lockbox Processing during 

the matching process. 

Invoice Nbr The Invoice Number pulled from the Bank Lockbox File.  Also used in the Matching 

Process. 
Invoice Amt The Invoice Amount pulled from the Bank Lockbox File.  Also used in the Matching 

Process. 

 
 

Lockbox Payment Matching: Form ID: (CW.LB. 30.10) 
This is the primary form to match your uploaded bank file to your existing Accounts Receivable Documents.    

The Auto Match currently matches Lockbox Payments to Acumatica Documents as follows: 

1. Invoice Nr. and Customer 

2. Just Invoice Nbr 

3. Invoice Amount and Customer 

4. Just  Invoice Amount  

Top Section – Summary Information 

Summary Area 

Buttons Icon Description 

Save 

 

Saves updates to the Payment Matching Form. 

Refresh 

 

 

Refreshes information that isn’t saved to the Payment Matching Form 

 Add 

 

 

Adds a New Lockbox Payment Matching Number. Note: A user would not generally 

create a Matching file manually and this button would not be used. 

 
Delete 

 

 

 

 

 

 

 Completely deletes all information for the current Lockbox Payment Nbr pulled up 

on the Screen.  

 

 

Clipboard 

 

 

Copy/Paste a previous Lockbox Payment Nbr. Generally not used.  

First 
 

 

Displays the First Lockbox Payment Nbr. 

Previous 
 

 

Displays the Previous Lockbox Payment Nbr. 

Next 
 

 

Displays the Next Lockbox Payment Nbr. 

Last 
 

 

Displays the Last Lockbox Payment Nbr. 
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AUTO MATCH The Lockbox Payment Matching Process will review all the payment lines in the 

lockbox file and based on the information included in your Lockbox Bank File match 

as follows: 

1) Invoice # and Customer 

2) Just Invoice #.   

3) Invoice Amount and Customer 

4) Just Amount. 

 

Note, if an Invoice # is not found, a dash is added between the letters INV and the 

number to see if that will find the document 

MANUALLY LINK If the Auto-Matching process did not find a matching Acumatica Document, the user 

would first add the document to the bottom section and then select the payment 

from the Center Section and the newly inserted document in the Bottom Section 

and Press “Manually Link”.  The system will link them together and the Check Link 

Columns in both the Center Section and Bottom Section will have the same Check 

Link Nbr. 

MANUALLY UNLINK If you inadvertently matched a payment to an Acumatica document or the system 

inaccurately matched a payment to an Acumatica document, you can select the 

payment from the Center Section and the incorrect document in the Bottom Section 

and Press “Manually UnLink”. The system will unlink the payment and document 

and the Check Link Column Nbr will be blank. The user can then manually link the 

correct documents together.  

PROCESS ALL 

MATCHED 

PAYMENTS 

The process will automatically create all the Acumatica Payment Documents and 

apply the matched Acumatica Invoice Documents to the new Payment Document. If 

a user had a payment that they did not match and selected the Create payment or 

Create Prepayment checkbox, this process will create a new Acumatica Payment 

Document with no applications.  “Unapplied payment” 
 

Element Description 

Lockbox Payment 

Nbr: 

The next Lockbox Payment File Number is created by the Lockbox System as defined 

in the Numbering Sequence. 

Status: The Status of the Lockbox Payment. The Status will remain open until the Lockbox 

Payment Total and the Total App & Payments match. Once all documents have been 

applied or payments created, and the amounts are the same, the Process all Matched 

Payments will change the Status to Closed. 

Lockbox Payment 

Total: 

The total of all the invoice payments brought in from the Lockbox File.   
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Applied Amount The total payments applied to the by the Auto-Matching or Manual Matching. 

Payments to 

Create: 

When a document is not found for a Lockbox Payment, the user can check the Create 

Payment Box. This field will get updated with the total of all Unapplied payments that 

will be created. 

Application 

Payments to 

Create: 

This should be the same as Applied Amount. 

Total App & 

Payments 

Total of Applied Amounts and Payment Amounts. Once this field matches the Lockbox 

Payment Total, the Lockbox Payment Nbr will be completed. 

 

Center Section – List of Lockbox Payments received from your Bank 

 

Buttons Icon Description 

Refresh 

 

 

Refreshes and changes that have not been saved 

Add 

 

 

Adds a new payment record 

 Delete 

 

 

 

 

 

 

Deletes the selected payment record 

Export to 

Excel  

 

Exports the data to an Excel file. For more information, see Integration with Excel in 

the Acumatica ERP User Guide. 

 

Element Description 

Files Attach a file(s) to the Payment Record 

Notes  Attach a note to the Payment Record 

Select  Check the box to match the middle and bottom sections or payment to invoices.   

Matched When a Payment is matched to an Acumatica document, this box will automatically 

get checked by the Lockbox system. 

Check Link When a Payment is matched to an Acumatica document, this Number will 

automatically get created by the Lockbox system. 

Customer Acumatica Customer ID 

Customer File 

Description 

The Description of the Customer pulled from the Bank Lockbox File or changed on the 

Lockbox Payment Review Form. This is also used to help the user locate the actual 

Acumatica CustomerID and Lockbox Processing during the matching process. 
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Invoice Nbr The Invoice Number pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form. Also used in the Auto-Matching Process. 

Invoice Amount The Check Amount pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form. Note: There can be multiple lines with the same Check 

Amount if multiple invoices are being paid from the same Check Number. 

 Applied Amount Payment Amount Applied 

Unapplied Amount Unapplied Payments 

Payment Date The Payment Date pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form. 

Check Nbr The Check Number pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form. Note: There can be multiple lines with the same Check 

Number if multiple invoices are being paid from the same Check Number 
 Check Amount The Check Amount pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form.  Note: There can be multiple lines with the same Check 

Amount if multiple invoices are being paid from the same Check Number. 
Payment Processed After Processing all Matched Invoices, the Payment Processed column will be 

checked. 

Create Pymt App This box will automatically be checked when a Lockbox payment is matched to an 

Acumatica Document. 
Create Payment If the user does not locate an Acumatica Document to match the Lockbox payment, 

the user can check this box and when they press the  “PROCESS ALL MATCH 

PAYMENTS” button, the system will create an Acumatica Payment Document and 

leave the Payment unapplied.   This will also update the Payments to Create Amount 

and the Total App & Payments Amount, allowing the user to balance and complete 

the Lockbox Batch. 

Create Prepayment If the user does not locate an Acumatica Document to match the Lockbox 

Prepayment, the user can check this box and when they press the  “PROCESS ALL 

MATCH PAYMENTS” button, the system will create an Acumatica Prepayment 

Document and leave the Payment unapplied. This will also update the Payments to 

Create Amount and the Total App & Payments Amount, allowing the user to balance 

and complete the Lockbox Batch. Batch Item The Batch Line Number pulled from the Bank Lockbox File 

Match Type There are three matching types:  Auto, Manual, and Not Match. When the system 

creates the Matching using the Auto Match Process, the Column is updated with 

“Auto”. When the user manually matches payments to Acumatica documents, the 

Column is updated with “Manual”. If a Payment is not matched to an Acumatica 

document, the Match Type will remain “Not Matched”. 
Batch The Batch Number pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form. 

ABA/RT# The Bank Account and Routing Number pulled from the Bank Lockbox File or changed 

on the Lockbox Payment Review Form. 
Payment Type The Payment Type – The choices are Payment, Prepayment  
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Payment Reference 

Nbr. 

The Payment or Prepayment Reference Number. 

Other Pymt Amount Not currently used. 

App No Not currently used. 

Invoice Date The Invoice Date pulled from the Bank Lockbox File or changed on the Locbox 

Payment Review Form.   
Customer Name The Description of the Customer pulled from the Bank Lockbox File or changed on 

the Locbox Payment Review Form.  This is also used to help the user locate the 

actual Acumatica CustomerID and Lockbox Processing during the matching 

process. Line Nbr. Line Number of the Lockbox File 

Lockbox Payment Nbr. The Lockbox Payment Nbr. 

 

Bottom Section – List of Acumatica Documents matched to the Center Section 

Buttons Icon Description 

Refresh 

 

 

Refresh Data in the Table. 

 Add 

 

 

Add a new Run Collection Plan. 

 Delete 

 

 

 

 

 

 

Deletes selected  

Export to 

Excel  
Exports the data to an Excel file. For more information, see Integration with Excel in 

the Acumatica ERP User Guide. 

DOCUMENT  

LOOKUP 

See the workflow 

example for more 

information 

Select the invoices or documents you would like to add to the Grid below for 

matching to payments and press ADD & CLOSE. 

 

Enhanced from previous versions requiring the user to select each document and 

insert them one by one.  Users can now select all the documents they want to insert 

into the Bottom Grid, and they will all come in together. 

 

CREATE CUSTOMER 

DOCUMENT 

Create a New Acumatica Invoice from the Lockbox Matching Screen 
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Element Description 

Files Attach a file(s) to  

Notes  Attach a note  

Select  Check the box  

Matched When the Acumatica Document / Invoice is matched to a Lockbox Payment, this box 

will automatically get checked by the Lockbox system. 

Check Link When an Invoice is matched to a Lockbox Payment, this Number will automatically 

get created by the Lockbox system. 

Branch The Invoice Branch 

Customer Acumatica Customer ID 

Customer Name Acumatica Customer Description 

Reference Nbr Acumatica Reference (Invoice) Number 

 Amount Acumatica Invoice Amount 

Pay Amount Payment Amount applied from the Lockbox Payment 

Balance Balance after Applying for the Payment 

Date Invoice Date 

 Description Invoice Description 

Write-Off Amount The User can write off an amount up to the amount defined in the Account 

Receivable Preferences Screen. 
Write-Off Reason 

Code 

Write off the Reason for the Amount written off. 

Due Date Due Date of the Document 

Type Type of Document 

Currency Currency of the Document 

Line Nbr. The line number of the Document List. 

Lockbox Payment 

Nbr. 

The Lockbox Payment Nbr. 
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Lockbox Processing Workflow Steps/Example  
Start with your Bank Lockbox File stored in a location that can be easily retrieved.   

1. Upload the Latest Lockbox File from your Bank 

2. Review/ Update the Import Lines and then move the Payment Lines to the Payment Application / Invoice 

Matching Form.   

3. Match Payments to Invoices and Apply Payments 

 

 

 

 

 

 

 

 

 

 

Uploading the Latest Lockbox File 
1. Select Upload Lockbox File Tile on the Lockbox Workspace. 

 

 

 

 

 

 

 

 

Note: to streamline the process, the Tile is created to automatically open the Import by Scenario 

Screen with the Lockbox Import Scenario Form. 
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2. On the Import Scenario Form, Select the UPLOAD FILE VERSION to upload the latest version of your bank 

file and select Choose File.  Select the File from the location previously stored and then press UPLOAD. 

 

 

 

 

 

 

 

 

 

 

 

3. Press PREPARE and then IMPORT if you would first like to review the File information before Importing or 

PREPARE & IMPORT, which will do both at the same time. 
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4. Lockbox Payment Review Form ID CW.LB.30.20  

 

 

 

 

 

 

Before creating the official Lockbox Batch, use the Lockbox Payment Review Form to review the 

information that was Imported and remove, add, or change any details as needed.  You may also export 

and reimport to/from Excel. 

5. Press CREATE NEW LOCKBOX PAYMENT  

This will create a new Lockbox Payment using the Next Number setup for the LOCKBOX Numbering 

Sequence and automatically open up the Lockbox Payment Application Form ID LB.00.00.06. 
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6. From the Lockbox Payment Application Form ID LB.00.00.06 Press AUTO MATCH. This is the first step and 

will automatically locate and match as many invoices as the system can find.   

 

 

 

 

 

 

 

 

 

 

7. The user would then review the matching that was performed by the system. The user can determine 

which Payment(s) were applied to which Document(s)  by looking at the Check Link, Matched, Match 

Type and Create Pymt App Columns at the top “Payment” section with the Matched and Check Link 

columns of the bottom “Document” section. 

 

In the example below, Check No. 35202 for $2,040.00 was applied to Invoices INV053521 and INV053519 

with Amounts of $300.00 and $1,740.00 respectively. By Looking at the Check Link 0001, you can see that 

two top payment lines are applied to two bottom document lines, and the Create Pmyt App Top Box is 

Checked (indicating apply the payments to the invoices). The Balance of the Documents in the bottom 

section is reduced by the payment to be applied.   

 

You will also notice that Check Number 301016 for $6,805.00 is applied to Invoice INV053332 for 

$6,815.00, leaving a balance of $10.00.  The user has a choice to either write off the $10.00 (based on the 

standard Acumatica Write-off Setup Rules) reduce the balance to zero, or leave the unapplied $10.00 to 

the Payment.  The first option will create a Payment of $6.805.00 and write off the Invoice Balance of 

$10.00. When the Payment is released, it will close both the Payment and the Invoice. The second option 

will create a payment for $6,805.00 and Apply $6,805.00 to the Invoice and when the Payment is 

released will close the payment and leave the Invoice outstanding for $10.00.   
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You will also notice that the Lockbox Payment total of $17,719.50 does not match all payments to be applied or 

created if $17,627.00.  This lets the user know that there are still unmatched payments that need to be 

researched.  

 

 

 

 

 

 

 

 

 

 

The user can locate the unapplied payments, look up and insert the related documents, and then manually match 

the documents to the payments before pressing PROCESS ALL MATCHED PAYMENTS. Or they can press PROCESS 

ALL MATCHED PAYMENTS, filler by the Match Type (to only show the Manual and non-Matched Payments / 

reducing the list to only the ones needing “manual” attention”), and then proceed to find and match the invoices 

or to create a standalone payment if no invoices are found to apply. 
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8. Lookup and Apply Payments Manually 

Press the DOCUMENT LOOKUP,  search for, and SELECT the two Invoices INV0153051 and INV053656 

with the amounts of $684.00 and $975.00 respectively to relate to the 1 check number 22698 for 

$1,659.00 
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The steps are as follows: 

1. DOCUMENT LOOKUP 

2. Find and Select the Documents you would like to add to the bottom grid  

3. press ADD or ADD & CLOSE 

Manually linking Payments to Documents. 

You can then manually link the payments and documents by putting a checkbox in the Payment Line(s) and 

Document Line(s) that you would like to Match and then press MANUALLY LINK. 

 

 

 

 

 

 

 

 

 

The Documents are now linked.  Notice the Check Link 0010 in the top grid and the Check Link 0010 in the two 

lines in the bottom Grid.  The Check Link denotes the match. 
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Creating a Payment or Prepayment Only 
When the user does not know or cannot find the documents to apply, the user has the option to create a 

Payment on Account and then Apply the Payment at a later time using the Standard Payment Application Screen, 

or they can CREATE CUSTOMER DOCUMENT, right from the bottom section and then select and insert that 

document, and then manually link them before PROCESS ALL MATCH PAYMENTS.   

 

 

Whether creating a Payment or Prepayment only or adding the document(s) and manually applying them, the 

user would finish the batch by pressing PROCESS ALL MATCHED PAYMENTS, and the appropriate documents and 

applications will be created. 

Release AR Documents 
Release the Payments using Form ID AR5001000.  Select the documents you would like to release then press 

RELEASE or press RELEASE ALL to release all AR Documents(Payments). 

 

 

 

 

 

 

 

After releasing, if the Lockbox process was set to apply for payments, you will notice the Application History for 

the Created Payment shows the Invoices selected (either Automatically or Manually matched).  Since the 

Payment was applied completely and both invoices were paid completely, all three documents will be Closed. 
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For the Payment that we did not know which Invoice to apply, we just created an unapplied payment, with an 

Available Balance (balance on the account), which can be applied to an invoice, at a later date, by the standard 

Acumatica Payments and Applications Process. 
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In the example where the customer underpaid and the invoice of $10.00 (and a write-off was not created), the 

Payment is created and closed, and the Invoice is applied by the amount paid and stays open with a balance 

remaining of $10.00 
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After all lines in the Lockbox Batch have been applied to documents or payments created for unknown 

documents, the Lockbox Payment Total should equal the Total App & Payments, and the Status of the Lockbox 

Batch is set to Completed. 
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