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Accounts Receivable Inquiry

Objectives By the end of this session you will be able to:

® Run, Review and Print Accounts Receivable Reports

® Reprint Invoices as needed

o Inquire on Bills/Invoices, Customer Balances, Customer Items, and Customer
Conversations

1.01 Accounts Receivable Reports

1. Navigate as follows

UWO Menu
UWO Accounts Receivable
A/R Customer

PeopleSoft.

Iiain Menu =

® | [ uwoMenu

Meny LA Menu
0 Accounts Recelvable WO Accounts Receivable ﬁ UWO Inguiries ﬁ WO Journal Entry
[ LMYO Inguiries LA Accounts Receivable LI Incuiries L0 Journial Ertry
[ WO Jourmal Entry 0 AR Customer = GL Inouiry. =1 Journal Ertry.
b WO PO Requisitions =] Journal Inguiry F=] Journal Print
> Customers = Speedcode Inguiry =] Journal Copy.
[ Yendors o
I* Purchasing ﬁ LIWOPORe_u_lsmnns
I> Services Procurement i
[> Billing = L0 PO Reguistions

I Accounts Recelvable = Purchase Order Rearint
[» Accounts Payahle Beq Details by Bullding
I* B8t Up Financials/Supply I hore...

Chain
[» Enterprise Components
[> Warklist
[ Application Diagnostics
[ Tree Manager
[ Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations
— iy System Profile
| hly Dictionary
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2. Click on Aging by Billing Unit

PeopleSoft.

Home

[ WD Ingquiries

[+ WO Journal Entry

[ LW PO Reguisitions
[ Customers

hdgin hienu = nu = L

AIR Customer

AR Customer

E" Accounting Entries by BillType
Accourting Entries by Bil Type

E" Aging by Customer

E" Accounting Entries by lvoice
Accourting Entries by Invoice

E—- Complete Aging by Billing Unit

Aging by Billing Unit
Aging by Billing Unit

Complete Aging by Customers

[ Wendors Aging by Customer Complete Ading by Billing Unit Complete Aging by Customers

[> Purchasing

[> Services Procurement

[> Billing = Cust Conv-Follow Up by Date = Customer Conversations = Customer Payment Histor
E E Customer Conversstions E Customer Payment History

[> Accounts Receivable

[» Accounts Payahle

[ Commitment Control

[> Set Up FinancialsiSupply
Chain

[> Enterprise Compaonents

[ Worklist

[» Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Chanoe hy Password

— My Personalizations

Cust Conv-Follows Up by Date

ﬁ Customer Payments by Bill Type
Custamer Payments by Bill Type

E—- Customers without SubCustomer

Customer= without SubCustomer

E—- Outstanding Inv's by Customer
Dutstanding Inv's by Customer

E" Customer Payments by Cheque #

Customer Payments by Checgue #

Otstanding nv's by $ Amount

Outstanding Inv's by § Amount

E" Summ Complt Aging by Bill Unit
Summ Complt Aging by Bill Unit

Customer Setup Report
Customer Setup Repott

Outstanding Inv's by BillType
Outstanding Inv's by Bil Type

Summ Complt Adging by Customer
Sumim Compl Aging by Customer

— iy Systern Profile
= My Dictionary

3. Search for an existing run control
OR Add a new value called Report
(you can use one run control to run all of the Accounts Receivable Crystal Reports)

4. Enter Report

5. Click 2t | oR Click (XTEIEIZITR

Aging by Billing Unit

Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Value

Search by: Run Control ID begins with Report

" case Sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Value
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Aging by Billing Unit

Eind an Existing Walue Add a New Value

Fun Control ID: [Report

Add

6. Click __Add_|

7. Fill in As Of Date (hint click on date beside field and use the calendar to choose your date)
8. Choose your Billing Unit (Bill Type)

(for the training database only use Bill Type 018 )

Run Comtrol ID:  Report Feport Manager Process Monitor R

As of Date: |01/07/2005 [3)

Billing Unit: (718 0% Financial Services

R
9. Click on o

10. Select Aging by Billing Unit

11. Check that Type = Window and Format = PDF
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Process Scheduler Request

User ID: WY Run Control ID: Report

Server Name: I 'I Run Date: 01/07/2005 B
Recurrence: I 'I Run Time:* Q35 098M Resetto Current DateiTime |
Time Zone: Q

Process List

Select (Description Process Name Process Type ‘Type *Format
¥ Aging by Billing Unit UFSARD45 Crystal [window =] [EEa—E=] %

Ok | Cancell

12. Click __9¥__|

A window will appear and the Report will be available for your review. You can choose to
print it or save it as a file.

"
Feport Id: UFSARDAS The University of Western Ortario - Accounts Receivable Page 1 of 2
Run Cate: 010772005
Query Name: UFSARD4S Aging by Billing Uit 88 8t Jerusry 07, 2005 Run Time: 34148 BN
liem D Date Ento Amount Base Amount Aged Base Amount
030 3160 &80 81120 Cwer 120
U

018 Financial Services

WESDO0136 Univ. OF Texes

T300070 010772005 1000000 USD 1272231 CAD 12723
TH00071 010772005 40.000.00 USD 12,7223 CAD 1272235
TI00072 010772005 10,000.00 USD 12,7223 CAD 1272231
T300073 010772005 2500000 USD F1,80577 CAD 3180677
WESDO0196 Univ. Of Texas 55/000.00 58,872 70 62.972.70
WESDO0ETT  Huren University College
TH00053 0110572005 50000 CAD 50000 CAD 500.00
TI00054 0110572005 50000 GAD 50000 CAD 500.00
T300085 010572005 120000 CAD 1,20000 CAD 1.200.00
TIO007S 01 2005 50000 CAD 50000 CAD 500.00
TI0007E 0100772005 120000 CAD 1,20000 CAD 1,200.00
TI00078 010772005 50000 CAD 50000 CAD 500.00
T300079 010772005 0000 CAD 50000 CAD 500.00
TH00080 010772005 120000 CAD 1,20000 CAD 120000
WESDOOST?  Huren University College 5,100.00 510000 510000
WESOU1379 Heelhoare Malerals Mgmt Serv-SJHG
T300082 010572005 201.25 CAD 0135 CAD 2025
TI00056 0110572005 225 CAD 20135 CAD Evk
TE000ET 0110572005 201.25 CAD 20125 CAD am.2s
T300058 010572005 201.25 CAD 20125 CAD 2025
T300059 010572005 201.25 CAD 20135 CAD .25
TI0007T 010772005 201.25 CAD 20135 CAD 201.25
TE00081 010772005 20125 CAD 20125 CAD 2.2
T300082 010772005 M01.25 CAD 0135 CAD .25
T300083 010772005 AN.25 CAD 20135 CAD 225
TI00084 010772005 :01.25 CAD 20135 CAD 201.25
WESDINETS Healthcare Malerals Mgmt Serv-SJHE 2mzs 20250 2M250
-
W 4] 10tz » W 1x8sn O]= # 4] 2

A list of all the Accounts Receivable Reports with their description or use is available at the end
of this document.
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1.02 Reprint an Invoice

1. Navigate as follows

Billing
Generate Invoices
Non-Consolidated
Reprint Invoices

hain bMenu = Biling =

Generate Invoices

Fimalize killz, print documents and reports, and apply b

Mon-Consolidated

Fimalize hils, check budgets, create invoices,
and apply hilling activity .

=l Prirt Pro Forms

=l Finalize and Print Invoices

IEReprint Invoices

2. Click on Reprint Invoices

3. Search for an existing run control
OR Add a new value called ReprintInvoice
(you can use one run control to run all of the Accounts Receivable Crystal Reports)

4. Enter Reprintlnvoice

Click % | OR Click MTTEIERZTR
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Reprint Invoices
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Walue

Run Control ID:|begins withj|Heprintlnvuice|

™ case Sensitive

Search | | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue
OR

Reprint Invoices

Eind an Existing Yalue Add a New Value

Fun Control 1ID: |Reprintlnvnice
Add

Find an Existing Yalue | Add a Mew Value

5. Click Add
6. Enter Business Unit = UWO
7. Enter Invoice you want to print in the From Invoice box = T300001

8. Tab out of field, the To Invoice box will now be filled in
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Reprint Invoices [ Efint Options
Eeport Manager Process Monitor Run |

Run Control ID: Reprintlrvoice
IEninsh 'l ' Specified © Recipient's

Language:
Selection Parameters
Sedq Nbr: 1 =
Business Unit: Uy Q) [ Include Open tems Only
' mvoice ID
From Invoice: [T300001
 Bill Type To Invoice: [T300001

ﬁ SEwve QReturn to Search:l ElHotify ) Fadd ] 2]

Reprint Invaices | Print Options

R
9. Click on ——

Process Scheduler Request

User ID: TRAINTO Run Control I Reprintlnvoice

Server Name: Iﬁ Run Date: 0313052005 [51)
I—;, Run Time: 12:29:06FM

Recurrence:

Time Zone: Q

Resetto Current DateiTime |

Process List
Select |Description Process Name Process Type *Format
FDF T

BIMCPMN SQR Report PRIl ~ 8

I Print Portrait Invoices

Ok | Cancell

13. Ensure Print Portrait Invoices is Selected

14. Change Type to Window

15. Ensure Format = PDF
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A window will appear and the Invoice will be available for your review. You can choose to print

it or save it as a file.

Please Remit To: Page: 1 =
University of Weastern Ontario Invoice No: T300001
Agcounts Recsivable Office Invoice Date: 01/03/2005
Room 220, Stevenson-Lawson Bldg Customer Number: WESD0067T
London, OM NGA GBS Payment Terms: On Receipt
Due Date: 01/03/2003
Bill To: Ship To: 2
Huron University College
Agcounts Payable
1240 Western Rd.
Londom OM NEG 1H3
Canada
AMOUNT DUE: $ 500.00 CAD
REMITTANCE ADVICE PLEASE RETURN WITH PAYMENT 5
Amount Remitted
INVOICE
Unit of Unit Gs5T
Ling Description Quantity  Measure  Price Amount HST PST
From 01-JAN-2005 to 31-JAN-2006
1 Winter Maintenance 1.00 500.00 500.00
TOTAL AMOUNT DUE 500.00 cChAD
o
| oz | p bl O O U= H
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1.04 Review Billing Information

1. Navigate as follows

Billing
Review Billing Information
Details

Review Billing Information

Reviewy bill summaries, hiling detail, and pending items or accounting entries.

Sumimary E Details
Feview zpecified hill information for the Feviesy detailed infarmation for a zelected kill.
selected hil.

2. Enter T300060

Bill Inquirny

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue

Business Unit: I;[ (LA Q
Invoice: | beging with | [T300060 Q,
Bill Status:  |= = =]
Customer: |begin5 wiith j| ')
Contract: |begin5 withj|
I™ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

3. Click on ﬂl

This will take you to the Header Info 1 page. The bill/invoice are separated into a Header
section and a Line section. The pages related to the header are grouped together while the
pages relating to the Line are grouped together. You can move around to different pages to
get the information you are looking for.
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Header - Info 1

SEY
i)
Unit: Lo Invoice: T2000860 Invoice Amt: f00.00 CAD
Status: 1My Invoice Dt: 01/05/2004
Type: 018 Source: Frequency:  Once
Customer: WESO0OGTT Address SubCust1: na
Huraon University College SubCust2:
Cycle ID: On-DEMANMD  Inwvoice Form: STANMDARD From Date: 02012005 To Date: 0212852004
Pay Terms: [MMED Pay Metho: CHIE Remit To: MMTRL Bank Account: CZDR
Accty Date: 01052005 Account: 012510 AR Distribution
Sales: 018 Bill Inquiry Phone: 51 9/661-3870
Credit: ARCFFIC Collect: ARCFFICE Biller: \WOJTOWIC Billing Authority:
Goto: Headerinfo 2 Address  Copy Address Motes Page
- — Series
Surmmary Bill Search  Line Search  Commit Shtrl Rarer- b
Cl Return to Sealch:] EIMotify :l 2 Refresh :l
Header - Info 1 | Line - Info 1
4. Click on Line - Info 1
Line - Info 1
E 0¥
Unit: LI Bill To: WESODOQGTT Invoice Amt: a00.00 CAD =
. . ]
Imvoice: T300060 Huron University College Max Rows:
Fir=t E' 1of 1 II' Last
Seq Line ldentifier Description Het Extended
1 1 Winter Maintenance 500.00
i "
Quantity. 1.0000 Line Type: REV ¥ Accumulate
Unit of Measure: From/To Dit: 0200152005 02428/2005
Unit Price: 500.0000 Tax Code: I Tax Exempt
Gross Extended: A00.00 Exempt Cert:
Less Discount: 0.00
Plus Surcharge: .00
Het Extended: A00.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: a00.00
Goto Linelnfo 2  Tax  Accounting  DiscountSurcharge  MNotes Page Series
Surmmary  Bill Search  Line Search  Cornmit Critrl Line - Info 1 [
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You can also access the Bill Summary information from this group of pages.

5. Click on =S4mimary

Bill Summary Info

Unit: Wi"ie] Invoice: Taooosn

Gross Extended Amount: a00.00
Total Discounts: 0.00
Total Surcharges: 0.00
Het Extended Amount: a00.00
Total VAT Amount: 0.0o
Total Taxes: 0.00
Total Invoice Amount: a00.00
Forward Bal: 0.0a
Paid Amount: 0.on
Total Due: 500.00 CAD

Goto: Headerlnfo1  Address  CopyAddress  Motes
Bill Search  Line Search

QReturn ta Search] Eleifgt :l

Bill Surnrmary Info | Bill Summary Info 2
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Imvoice Type:
Bill Type:

Bill Source:

Bill Status:
Template:
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Date Bill Added:

g%
0140572005

WESDOOBTY Huran University College
Regular

018 Finance Department

I
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1.04 Customer Accounts

1. Navigate as follows

Accounts Receivable
Customer Accounts
Customer Information
Account Overview

Balances Profile Custom ; Customer Trend 1 Customer Trend 2 Custamer Trend 3

setp: UWO X pme UNO QU customer: WESODDETT|Q Lever N Q. |_Searn |

Balances | Profile | Customer Action | Custamer Trend 1 | Custamer Trend 2 | Customer Trend 3

2. Enter Customer WES000677

To search for a customer here you can click on the magnifying glass and type in Huron U
in the Name 1 field. You will notice the search is no longer case sensitive.

3. Click on _arch |

Balances

Prafile Custarm ! Custarmer Trand 1 imet Trend 2 Custamert Trend 3

Setip: |UWO @ Unitt MWO Q. customer: WESODDETT QL Huror University Collede o eyel: [N G4
SubCust1: Q
Add A Conversation WiewilUpdate Conversations Pay by Credit Card
Most Recent Activity
em ID Date Amount Currency
ltem 0 T300080 014072004 1,200.00 CAD
Payment: 150485 01072005 1,700.00 CAD
Count Amount Currency
Fay History Days: 0.00
Credit Limit n.oo
Balance: 8 6,100.00 CAD
PastDue: g 6,100.00 CAD

The Balances page gives you the Most Recent Activity, the Balance and Past Due totals
along with the Summary Aging totals.
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4. Click on either Balance: QR FEastDue:

This takes you to the item list page that gives all the invoices that are currently
outstanding. You can change the Status box and do a new search to find other
invoices/items. The Details 1 to 6 give more info on the invoice/item.

tem List A rizh :|
setip: U0 QL unit:  [Uwo O Customer: |"WES000677 G Huron University College Levet: N QL B |
SubCust1: Q Advanced Se
“Status: I Open :I' Add A Conversation  View/Update Conversations  Account Owerdiew
Row Selection Item Action
Range: GOl Select Al I Deselact Al | ISeIect Action... I GOl

Item List ::_ & | Find s | B8 it [Wasore (M Lot
Detail 1 Detail 2

T300063 WESOOOBYY © IMMELD IMy 01/08i2005 & 500.00 CAD

2 [T T300064 1 UwWa WESDO0GYT O IMMED MY 0150552005 [} 500.00 CAD

3 [T T300065 1 WO WESO006YY © IMMELD I 01/08i2005 G 1200.00 CAD

4 [ T300075 1 UWa WESO006YT O IMMED [V 0140772005 4 500.00 CAD

5 [~ T300076 1 UWO WESOOO6YY © IMMED I8 0110742005 4 1200.00 CAD

6 [~ T300078 1 WO WESOO08YY © IMMELD 1MW 01072005 4 500.00 CAD

¥ [T Tz30007@ 1 UWa WESOOO0GYT O IMMED MY 0150772005 4 500.00 CAD

8 [~ T300080 1 WO WESOO06YY © IMMELD 1MW 010752005 4 1200.00 CAD o
Search Result Totals

Dehits: 8 Debit Amount: 6,100.00 Currency: CAD

Credits: Credit Amount: Currency: CAD
1| Tntal: A Tntal Amnunt: FAnnnn Currencw 1N | _DILI
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1.05 Item Information

1. Navigate as follows

Accounts Receivable
Customer Accounts
Item Information
Item List

2. Enter Customer WES000677

3. Click on ﬂl

This is the same page that we were just on with a different way to navigate to it.
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1.06 Item Activity

1  Navigate as follows

Accounts Receivable
Customer Accounts
Item Information
View/Update Item Detail

2 Enter Item(invoice) Id. T300060

Item Maintenance
Enter arny information vou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: == Lo Q
Customer ID: |begins with =] | a

ltem ID: | beging with =| [T300060]

Itemn Line: |= = |

Item Status: |= =l =]
Credit Analyst: | beging with j | a
Collector: |begins with =] | Q
Purchase Order Fuaferen[:e:l hegins with j | &'}
Docurnent ID; |begins wiith j|

Bill of Lading: | begins with ]|

[ Ccase Sensitive

Search | | Clear | Basic Search Save Search Criteria

3 Click on _Search |
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Detail 1 Jetail 2 Jetail 2 e am iting Entri Itern Audit H
Unit: WD Customer: WESOO0GY FHuron University College 018
femID:  T300060 Line: Days Late: 2 Status: Cloged
Accounting Date: 01/05/2005 Entry Type: Iy Billing Unit: W3O Detail
Balance: 0.00 CAD Entry Reason: Original Amount: 500.00 CAD

AR Distribution Code: AR

Discount Options Customer Relations
Due Date: 01/05/2005 Due Days: [” Dispute Reason: Q Date: ]
Terms: IMMED Discount Days: Dispute Amourt:

Discount Amount: Date: ™ Deduction Reason: | Q. pate: | &
Discount Amount 1: Date 1 ™ Doubtful
7 Collection  Code: Q. Date: £

[T mIways Allow Discount

As Of Date:  |01/05/2005 Posted:  (1/07/2005 Analyst: AROFFIC O Accounts Receivable-Katherine
Wajtowich

Payment/Draft Options Collector: ARDFFICE QU atherine Wojtowich, CGa
Payment Method I Check 'I Sales Person: 018 Q4 Katherine Wojtowich

Draft Type: ™ Preapproved? AR Specialist: Q
I Create Document? | BT

" One ltem per Draft? ¥ RevaluationFlag ¥ Available for Netting

Direct Debit Profile ID:

The invoice balance is 0.00 so it is no longer outstanding.

4 Click on Item Activity tab

Item Activity
Unit: [B1e] Customer: WES000677 Huron University College 018
HemID:  T300060 Line: Days Late: 2 Status: Cloged
Balance: n.oa CAD
tem Activities
Sequence: 1 Accounting Date: 010520045 Posted Date: 01/05/2005
Entry Type Ry Reason: Worksheet Reason: Voucher ID:
Document: Amount: 500.00 CAD
Group Unit: WO Group ID: 35512 Billing
Sequence; 2 Accounting Date: 01072005 Posted Date: 01/07/2005
Enmtry Type FY Reason: Worksheet Reason: Vioucher ID;
Document: Amount: -500.00 CAD
Group Unit:  1wo  GroupID: 38515 AR Paymts
Deposit Unit: w0 Deposit ID: 20044075 PaymentID: 15055

You can tell if the invoice is outstanding, if it has been paid, the payment batch, and
cheque number.
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1.07 Customer Conversations

1 Navigate as follows

Accounts Receivable
Customer Interactions
Conversations
View Update Conversations

2 Enter Customer Number WES000677

Conversations
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

| Find an Existing Value | |

SetlD: = - LI 2
Cust ID: [begins with ] wes000677] Q
Customer Name: Im

Conversation Date: = - El

Status: |: j | j
ftem ID: IW
Invoice: IW
Contract: IW
Document ID: W
Bill of Lading: [begins with +]
Purchase Orier Reference: Im
Payvment ID: W

™ case Sensitive

LLoLpLLLEL

Search | | Clear | Basic Search Save Search Criteria

3 Click on Search

The Accounts Receivable Office uses the conversations area to make note of any contact with
customers for copies of invoices, disputes over invoices, promises to pay, etc.

4  Today we will add a conversation. Click on Add A New Value
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Conversations

Eind an Existing Yalue Add a New Value

SetlD: b O

Customer ID; |WE SO006TT ')

Add

Find an Existing Value | Add a Mew Value

5 Click on Add

6  Enter Subject, Description, Sub-topic, Keyword, Contact ID, and Comments.

Conversations References Attachments

SetlD: Wi (e] Customer: WESO00677 Huron University College
*Status: Mews i Description:  T300060

Subject: INQUIRY Sub-Topic: CALL

Reference Amount
ReviewDays: | | Date | B | |Aciom [ Q@ Amount: [ ca
User: [~ Done useri:: | Q@ " Done Promise Date: |
I Supervisor Review Letter: | QU Date: Confidence: | =]

Keywords
Keyword1:  [FAXCOPY QL Keyword?2: Q Keyword3: Q

Add Conversation |

Find | Wwigw Al Fir=t E 16ef 1 |I| Last

omversation Entries

DateTime: D221/06 11:334M  User:  TRAIN4S ™ wvisible Edit Entry |
Contact ID: 1576 @ Accounts Pavable Telephone:  519/438-7224 Extension: 215 o
‘Comments:  |faxed copy of invoice to 438-4309 ﬂ

7  Click on Save

You can enter conversations if customers call you inquiring about an invoice, or if you call them
to find out when payment is expected. This will help the Accounts Receivable Office if the

customer calls directly.
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The following is a summary of the Reports accessible for Inquiry

Navigate as follows

UWO Menu

UWO Accounts Receivable

A/R Customer

Report

Description or use

Accounting Entries by Bill Type

Summarizes Invoices and the accounting entries for by Bill
Type for a specific period of time

Accounting Entries by Invoice

Accounting entries for a specific invoice

Aging by Billing Unit Gives all invoices outstanding by Billing Unit as at a
specific date and shows the aging category for each invoice.
Aging by Customer All invoices outstanding for a Customer as at a specific date

and shows the aging category for each invoice.

Customer Conversations

Conversations by Customer for a specific time period. If the
customer has contacted the Accounts Receivable office, we
make notes of the conversation.

Customer Payment History

All payments for a Customer for a specific time period.

Customer Payments by Bill Type

All payment received for a Bill Type sorted by Customer for
a specific time period

Customer Payments by Cheque #

Payments by a specific cheque number

Outstanding Inv’s by $ Amount

Outstanding invoices by a range of dollar amounts

Outstanding Inv’s by Bill Type

Outstanding invoices by a specific Bill Type as of last night

Outstanding Inv’s by Customer

Outstanding invoices for a Customer as of last night
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The following is a summary of the Billing/Accounts Receivable Pages accessible for Inquiry

| Navigate as follows

Billing

Review Billing Information

Billing Page Description or use

Details To view details for an invoice saved in the system in any
status. The Header pages are grouped together while the
line pages are grouped as well

Summary To view the Summary for an invoice. This tell you the total

dollars for the invoice, the status of it, any taxes, and who
1ssued it.

| Navigate as follows

Accounts Receivable

Customer Accounts
Customer Information

Accounts Receivable Pages

Description or use

Account Overview

Summary of total outstanding invoices for a customer

Payments

Payments for a customer for a selected time period

| Navigate as follows

Accounts Receivable

Customer Accounts
Item Information

Accounts Receivable Pages

Description or use

Item List

List of items for a customer

Vie/Update Item Details —Item
Activity

Item activity by item/invoice number. Shows balance and
payment information

Item Billing Date

Review item billing information

Item Activity From a Payment

Review a list of items posted by deposit numbers

Item Activity Summary

Review a single-line summary for each item related activity

| Navigate as follows

Accounts Receivable

Customer Interactions
View/Update Conversations

Accounts Receivable Pages

Description or use

View /Update Conversations

To record or view any conversations with customers for
things like faxed copies of invoices or disputes over
amounts.
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