Finance Manager: —
Receivables

Reports

The Reporting routines allow your facility to generate reports which may be displayed on line, printed, or exported to
Microsoft Excel. These reports are broken out into Customer Reports and Transaction Reports.

Customer Reports

Customer History

The Customer History query provides an audit trail of invoice, invoice adjustment, payment, and payment adjustment
activity for a selected customer or range of customers for all dates or for a specified date range.

Access to Customer History
1. Open the Reports menu tree.

2. Open the Customer Reports menu tree.

3. Click the Customer History option.

The Customer History Report window displays.

& -
H Demo CSD - Customer History Report M
Customer History Report e
This report will list all of a customer's transactions under the selected criteria. =
Report Criteria
: Customer(s): _Zl (] Include Date Range
' Sort By:  Customer Name v 71017201 to
| Report Type: | Summary E] [] Include Customers \With Balances Only
P Shared .
i > E*itit‘!= o || || X [ Run ] l Cancel
A  —— e — =

Use this window to select the reporting criteria.
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Running the Customer History Report
1. Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button (@), Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

2. Choose the sort order for the report.
Choose Customer Name to sort history records in alphabetical order by customer name.
Choose Customer ID to sort history records in numerical order by customer number.

3. Indicate the report type to be run.
Set the drop-down to Summary to display summarized transaction information — date, transaction, schedule,
amount, and transaction amount. The report concludes with the customer balance and Subsidiary and General
Ledger Account Breakdowns.
Set the drop-down to Detail to display summarized transaction information, along with the description of the
billing item(s) for each invoice transaction or the invoice number for each payment transaction. The report
concludes with the customer balance and Subsidiary and General Ledger Account Breakdowns.

4. Check the Include Date Range box to include the report date range in the report header.
To report on transactions that occurred between a specified date range, enter the starting and ending dates
of the reporting period in MM/DD/YYYY format.

Leave the box unchecked to report on transactions for all dates.

5. Check the box to include customers with balances only. Leave the box unchecked if the report should
include those customers with or without a balance.

6. Click Run to run the report.

Sample reports follow:
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Finance Manager

Customer History - Summary Listing

Demo CSD

Customar Balanca Grand Totat

Subeldiary & ccount Breakdown

Aceount Total
ATTT0 6,416.63
& Fund Tots BA1663
rand Total: BA1663

Ganaral Ledger Account Braakdown
Aceount Drabite Cradite Total
A0 18,199.90 18,199.90
A350 §,41553 15,199.30 -11,78327
ASE0 6,816,563 -5,416.53
A Fund Totale 2451853 2451853 (1]
Erand Totals: 2461653 2461653 000

Customer History By Customer Hame For All Dates S|

Diata Traneaction Scheduls Amount
Customar Hama  ADAMS, JAMEST 105 CENTRAL AVE
Customear 1D 5 SARATOGEA SPRIMGSE, NY 125556

7202 Imagica Wa. 1 A-12 58333
arE2o2 Bavmam - Racsipl Ma. 129 A-20 -5383.33
OE012012 Imagica Mg, 5 A-11 58333
8012012 Imaagica g 9 A-10 58333
104312012 Imagica g 14 A-9 58333
114012012 Imagica ba. 16 A-8 58333
125312012 Imagica g, 24 A-T 58333
125312012 Pavmanl - Racaipl Na. 133 A-15 -2916.55
91012013 Imegica Mg 29 A-85 58333
2012013 I kg, 34 A-5 58333
3012013 I kg, 39 A-d 58333
3512013 Baymant - Racsin g, 139 A-12 -1,156.558
0aai2013 A0 a4 A-3 58333
Q4222013 Bavmean - Bacsin] g, 144 A-1 -583.33
0ar2a2013 Crear Bavmeam Cradil Mama ka. 1 A-3 -116467
Q5012013 Imagica bg. 55 A-2 58333
Customer Balance: 1,045,559
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Finance Manager

Customer History — Detail Listing

Demao C5D
Customer History By Customer Name For All Dates

MYISI

Date Trancaction Azhaduir ERlling Hesm Amourt
Customer Kame: ADAMIS, JAMES T 105 CENTRAL AVE

Cuciomer ID: =3 SARATOGA SFRINGE, NY 12555

Ly g Pra g b arie =N = A-1Z B2 - Indl - Colbr SEE AT

Irreoloe Total: EE1IT

[Srfiey [y Faymeni - Receipt Mo, 123 A-20 rrcdics Mo, 1 - B8 - Ind| - Sl SEEEE

Paymam Total: L8113

22y Bom ey rrinobom Mo, § A -1 ZE - Ind - Tl ]

Irreolos Total: BRI

=R be gty mrrolos Mo, § A-10 25 - - S R

Imeoboe Total: EE1.33

101 E mrrobos Ma. 14 A -5 2 -ima - Coen caz 2

Irreolos Total: BRI

R Lwgige g 93 A-3 22 - nd - Cobm 55333

Irreolos Total: BRI

gFri lmag b mroclce Bo. Z4 4-7 22 - ind - Coem 323 3E

Imeoloes Total: 133

gFri lmag b Sayman: - Becsioi Mo 133 A5 ~reolom Mo 5 - B2 - hnd - Cobes =23

mreolcm Mo 3 - B8 - nd - Cobr SEEEE

prnolice Mo 14 - BE - Ind - Cole -SEREE

prvclce Bo. 15 - B2 - Imd - Cuoloe srrEs

rrnolice oL 34 - BE - Ind - Cole -SEREE

Fayment Total: - E1e8s

o1 EE mrrobos Mo, 9 A -E 2 -ima - Coen caz 2

Irreolos Total: BRI

oEmE Lwgign g G4 A-5 223 - lnd - Sk 5833

Irreolos Total: BRI

OB AE mrrobos Mo, 39 -4 2 -ima - Coen caz 2

Imeoboe Total: EE1.33

CEE1EE Swement - Smosiot Mo, 33 A4z ~rolom Mo T9 -2 - nd - S Ty

mreolom Mo 24 - B2 - Imd - Colbe SEEEE

Faymesat Todad: <1182 82

PR Aot mroodoe Bo. 44 A-E S2 - md - Cone sz iz

Imeoloes Total: 133
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Finance Manager

Demo CSD 15|
Customer History By Customer Hame For All Dates
Duads Trancacbon Achaduls EMling Hem Aumonrt
L2 Bt B i -] ot - 11— 1 A =11 mrrolce oL 29 -BE - Ind - Colbrs SEEEE
Paymat Total: -EEL 23
L7 Best B g Chnmyr Eararmein CoamIE Befbesnio o, A3 BE - lndl ~ Colem 11867
Coradit Mamao Total: 41887
L= 2y fomag b molom Mo, 55 A-Z B2 - limd| - Sl S5
Imsakes Totel: EE1 3T
Cuciomer Ealance: 104859
Cuciomer Exlance Grand Total: 104589
Aubcidiary Assount Ereskdosn
Azzourt Taotal
AZTTO B 418 RS
A Fund Totsl: 41881
Grand Totsl: L5 -5
Genaral Ledger Account Erssidosn
Azezenurtt Dehifc. Crediic Taot=l
Al 1815250 18.155.50
AZED B 418 RS 18155950 =11, 7&E 2T
ASED E 4165 < 41853
A Fund Totalc: 24 518 BT 24 818 BT fulee]
@rand Totals: 24 18 BT =4 218 B3 (ol n]
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Finance Manager

Customer Statement

The Customer Statement is a report reflecting the customer’s transaction history and current payment standing with your
organization based on a selected reporting date range. You can choose to run a summary statement, which shows
summary transaction totals for each customer. The detail report lists invoice transaction information in detail.

Access to Customer Statement
1. Open the Reports menu tree.

2. Open the Customer Reports menu tree.

3. Click the Customer Statement option.

The Customer Statement Report displays.

r 1
H Demo CSD - Customer Statement Report M

Customer Statement Report

This report will create a statement showing the customers current standing with the municpality
under the selected criteria.

Report Criteria

Customer(s): | All [T Include Customers with Balances Only

=
(=]

Start Date: 01/01/2012 El [ Include Aging

Report Type: | Detail [ Include Memos

EndDate: | 09302013 [+] 7] Include Message

> Shared @ =R

Editable

o/

[ Cancel

Use this window to select the reporting criteria.
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Running the Customer Statement

1.

Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button (@), Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Indicate the report type to be run.

Set the drop-down to Summary to print a simple summary of customer transactions for the selected date range.
Set the drop-down to Detail to display item billed information details for each transaction.

Enter the starting and ending date range of the reporting period in MM/DD/YYYY format.

Check the box to include customers with balances only. Leave the box unchecked if the report should
include those customers with or without a balance.

When printing detailed customer statements, check the box to include memos. Leave the box unchecked if the
report should exclude free-form memos.

Check the box to include aging balances. Leave the box unchecked if the report should exclude aging
information.

Check the box to include message on each customer statement. Then type the text of the message in the box
that follows. Example: “Please be sure to pay bills promptly.”

Click &l to run the report.

A sample statement follows:
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Finance Manager

Customer Summary Statement

Balance Statement
Siabmment Fesigt 0150120 2 -0a=00E
Shabement Daler 52016

Demo C50

0 STHDOL VAY

She 27

RIS YT Y ] 444

Btaherment Foe
BARKLEY MO-HEL
FOBON 2%

[ Dal= Trancacbm Amount T

[T ooz | FrorEmience Going Fomen :ﬂ
ORTE0TE | Comalt hemmo bia 1 2500
ORI | Iolce b E 17500

A Of Duads Currsm 3 -0 Dayc &1 - 2l Dayr Onner 80 Dayr Tiortald
o=y ale o) QL0 QL0 150000 150,00
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Finance Manager

Customer Detail Statement
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Balance Statement
Statmment Feat 1001201 2 -0V
Shaberment Dalr 5201
Cemo C50
10 S THOOL WA
She 0T
NS YO, MY 1
SoasmenartTos
SARKLEY, MO-HEL
OB 23E
MY
Diats Trancacbm Amourt]  Amount Totl
1z | PrcrBalamce Solng Fored [allaa
O TESTE | Cormdlf Mo Mo 1
e Cliaee =25 0y
Totad: =25 00y
QeI a2
e Cliaee 175008
Totad: 17500
Amount Dus: 180000
[Eging Ealancs
A Of Dats {Cunrsm -0 Daye &1 -0 Daye iOvnar B0 Daye Totzd
[8,= e o 8y [als g [als g alia o} 150,00 150000
Zaged ot




Finance Manager

Receivables Aging Listing

The Receivables Aging Listing is a report reflecting a breakdown of outstanding customer invoices that make up your total
Accounts Receivable balance due as of a specified date. Aging is provided for the Current Due, 31-60 Days past due, 61-
90 Days past due, and Over 90 Days past due. The report reflects any unapplied credit memos and unapplied payments.
You can choose to run a summary report, which shows summary totals by customer for each aging period. The detail
report lists every invoice in detail by customer under each aging period.

Access to Receivables Aging Listing
1. Open the Reports menu tree.

2. Open the Customer Reports menu tree.

3. Click the Receivables Aging Listing option.

The Receivables Aging Listing window displays.
( v
m Demo CSD - Receivables Aging Listing w

Receivables Aging Listing 2

This report will list all aging invoices, credit memos, and payments under the selected criteria.

Report Criteria
| Customer(s): | ~ |
' Sort By: | Customer Name (]
[l Report Type: _V Summary E]

Agingas of: | 05/02/2013 [»]

i)

e |#)|E][X| [ ] [cancel

Use this window to select the reporting criteria.
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Running the Aging Listing

1.

Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button (@), Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Choose the sort order for the report.

Set the drop-down to Customer Name to sort invoice aging information in alphabetical order by customer
name.

Set the drop-down to Customer ID to sort invoice aging information in numerical ascending order by customer
number.

Indicate the report type to be run.
Set the drop-down to Summary to print a simple summary of totals by customer for each aging period.

Set the drop-down to Detail to display additional details for each aging period, such as transaction (invoice or
payment) reference number, transaction description, transaction date, and transaction amount.

Enter the Aging As Of date in MM/DD/YYYY format.

Click &l to run the report.

Sample reports follow:
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Finance Manager

Receivables Aging Listing - Summary

Demo CSD
. R NVISI \4
Receivables Aging Listing As of 5/2/2013
Customer Name Customer D Current 3 - 60 Days 61 - 90 Days Ower 30 Days Total
ADAMS, JAMES T 5 488.66 583.33 0.00 0.00 1,049.99
DOE. JAMES ] -68.33 53.33 0.00 0.00 0.00
Retiree, James T i 116.66 93.33 183.33 256.66 649.93
SMITH SR. JAMES P 10 0.00 1,000.00 0.00 0.00 1,000.00
Smith.John T ] 953.33 1,083.33 0.00 0.00 2,066.66
Grand Totals: 1,5608.32 2,818.32 183.33 256.66 4,766.63
Receivables Aging Listing - Detail
Demo CSD
) o NVISI
Receivables Aging Listing As of 5/2/2013
Customer Name Customer |D Current 31-60Days E1-890Days COver 90 Days Total
ADAMS. JAMES T L 4EE BB 583.23 0.00 0.00 1,049.59
Aging Group Reference Number Transaction Description Date Amount
Current 55 Invoice Mo. 55 05/01/2013 BE333
Credit Memo MNo. 1 04/24/2013 -116.67
Current Total: 4EE.6E
31-60 Days 44 Inwoice Mo, 44 04/01/2013 583.33
31-60 Days Total: 58333
Customer Total: 1,04955
DOE. JAMES & 5833 6833 0.00 0.00 0.00
Aging Group Reference Number Transaction Description Date Amount
Curment 50 Invoice Mo. 50 05/01:2013 58.33
Inwoice Mo. 50 05/01/2013 -58.33
142 Paymant Receint Mo. 142 05/01/2013 -58.33
Current Total: -58.33
31-60 Days 45 Inwvoice Mo. 46 04/01:2013 H8.33
31-60 Days Total: 58.33
Customer Total: 0.00
Retiree. James T 2 11666 83.32 183.22 25666 64938
Aging Group Reference Number Transaction Description Date Amount
Current G4 Invoice Mo. 54 05/01,2013 18333
Credit Memao No. 3 04/30:2013 -66.67
Current Total: 116.66
31-60 Days 45 Invoice Mo. 46 04/01:2013 18333
Credit Memao Mo, 2 05/01/2013 -30.00
31-60 Days Total: 93.33
€) FINANCE MANAGER
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Recurring Bill Analysis

The Accounts Receivable Recurring Bill Analysis is a report reflecting the recurring item or service description and the
original amount billed, amount paid, and amount remaining to be billed for that item or service based on a selected date

range.

Access to Recurring Bill Analysis
1. Open the Reports menu tree.

2. Open the Customer Reports menu tree.

3. Click the Recurring Bill Analysis option.

The Recurring Bill Analysis Report window displays.

r B
%3] Demo CSD - Recurring Bill Analysis Report L2 [l

Recurring Bill Analysis Report )

This report will list all Recurring Billing Items for Customers under the selected criteria.

Report Criteria
Start Date: 07/01/2012] [Z]
End Date: 06/30:2013 ||
Customer(s): All

Status: All

[=]
Customer Type(s): |All E]
[=]

"o érar:: ‘E ||| X [ Run H Cancel

Use this window to select the reporting criteria.

Running the Recurring Bill Analysis Report
1. Enter the starting and ending date range of the billing reporting period in MM/DD/YYYY format.

2. Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button . Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.
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3. Choose one, multiple, or all Customer Types. Leave the default value to report on All customer types.

Otherwise, change the drop-down arrow to Selection and click the lookup button EL Highlight the appropriate
customer type(s) in the listing and click OK to return to the report criteria selection window.

4. Use the Status drop-down arrow to select the status of the customers whose recurring invoice information is to
be displayed on the report.

Select All to display Active and Inactive customer information.
Select Active to display only Active customer information.

Select Inactive to display only Inactive customer information.

5. Click &l to run the report.

The Recurring Bill Analysis Report provides the following information: customer name, customer ID, customer type,
billing item/service description, recurring billing start/end date, total billing amount, amount per bill, amount billed, and
remaining amount to be billed.

A sample report follows:

Demo CSD
NVISI \4
Recurring Bill Analysis From 7/1/2012 - 6/30/2013
Customer Customer D Customer Type Total Billing Amount Per
Billing Item Start Date End Date Amount Bill Amount Billed Remaining
ADAMS, JAMEST 5
BS-Ind -Cobra 0TIo1/2012 7,000.00 533.33 8,416,683 533.37
DOE, JAMES 6 Retiree
BE-Ind - Ret 070112012 700.00 £3.33 £33.30 116.70
Retiree, James T g
BS - Family - Retiree oFiot202 2,200.00 183.33 2,016.63 183.37
SMITH 3R, JAMES P 10
Tuitian - Outside 07012012 10,000.00 1,000.00 §,000.00 2,000.00
Smith, Jehn T 9
BS - Family - Cobra 07012012 13,000.00 1,083.33 11,816.63 1,083.37
Grand Totals: 32,500.00 28,933.19 3,966.81
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Finance Manager

Transaction Reports

Invoice Listing

The Invoice Listing is a report reflecting the historical transactions for regular and/or recurring invoices for selected
customers based on a specified invoice date range. The report reflects the invoice amount and date, any credit amount
that was applied, payment amount, and Accounts Receivable schedule.

Access to Invoice Listing
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Invoice Listing option.

The Invoice Listing window displays.

g 7 N
H Demo CSD - Invoice Listing @Iﬂ_hj
Invoice Listing i
This report will list all invoices under the selected criteria. ==
Report Criteria
' Customer(s): |[ETHNNRNGNGNGE ] Start Date: 07012012 [=]
Sort By: Customer Name 7 [Z] End Date: 06/30/2013 El
Report Type: ‘VSummary EI Invoice Starting Number: | 0
Status: Al E] Invoice Ending Number: 999999
i
|| =~ Sf‘ ared
! v || - - o || || X [ Run ] [ Cancel
\ Editable

Use this window to select the reporting criteria.
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Running the Invoice Listing

1.

Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button |E|. Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Choose the sort order for the report.

Choose Customer Name to sort data in alphabetical order by customer name.

Choose Customer ID to sort data in numerical order by customer number.

Use the drop-down to choose the Report Type.

Set the drop-down to Summary to display summarized invoice transaction information — customer name and ID,
invoice number, invoice date, invoice type, schedule number, amount billed, credits, payments, and amount due.
Customer invoice subtotals and report grand totals are provided.

Set the drop-down to Detail to display details of the invoice transaction — customer name and ID, invoice
number, invoice date, invoice type, schedule number, description of each invoice item(s) billed, billed amount,
total credit and payment amounts, and amount due. Customer invoice subtotals and report grand totals are
provided.

Choose the invoice status.

Choose All to report on outstanding invoices as well as those with no balance.

Choose Outstanding to report only on outstanding invoices.

Enter the starting and ending invoice date range for the reporting period in MM/DD/YYYY format. Enter the
same date in the starting and ending fields to restrict the report to invoices entered on that particular date.

Leave the default starting and ending invoice number to include ALL invoices within the specified invoice

date range. Change the starting and ending invoice numbers to restrict the report to invoices entered between
the specified date range.

Click &l to run the report.

Sample report follows:
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Finance Manager

Invoice Listing — Summary

Demo CSD NTISI
Invoice Listing [ Summary) By Customer Name For 7/1/2012 - 63002013
Customer Hame Customer ID Invoice Number Invoice Date Type Schedule Billed Credits Paid Amount Due
ADAMSE, JAMES T 5 1 O7/01/2012  Recuming A-12 583.33 58333 0.00
5 08/01/2012 Recurming A-11 582.33 582,33 0.00
g 08/01/2012 Recuming A-10 583.33 583.33 0.00
14 103112012 Recurring A-5 58333 58333 0.00
18 1110112012 Recurming A-B 582.33 582,33 0.00
24 1213112012 Recuming A-T 583.33 583.33 0.00
] 0170172013 Recuming A-B 5823.33 583.33 0.00
4 02/01/2012  Recuming A-5 582.33 582,33 0.00
k-] 03/01/2013  Recuming A-4 582.33 582,33 0.00
44 0410172013 Recuming A-3 583.33 583.33
55 05/01/2013  Recurring A-Z 58333 116.67 456,65
Customer Invoice Balance: 6,416.63 116.67 3,249.97 1,049,959
DOE, JAMES [ 2 O7/01/2012  Recuming A-12 58.33 58.33 0.00
[ 080172012 Recuming A-11 58.33 58.33 0.00
10 08/01/2012 Recuming A-10 5833 58.33 0.00
15 1043112012 Recuming A-5 5833 58.33 0.00
15 110172012 Recurming A-B 58.33 58.33 0.00
25 1273112012 Recuming A-T 58.33 58.33 0.00
30 0170172013 Recuming A-B 5833 58.33 0.00
35 02/01/2013  Recuming A-5 58.33 58.33 0.00
40 03/01/2013  Recuming A-4 5833 58.33 0.00
45 04/01/2013  Recuming A-3 5833 5833
50 05/01/2013  Recuming A-Z 5833 58.33
50 D501 2013 Void A-2 -58.33 -58.33
Customer Invoice Balance: 583.30 0.0 524.97 38.33
Retires, James T g 3 0710172012 Recuming A-12 182.33 182.33 0.00
T 08/01/2012  Recurming A-11 182.33 182.33 0.00
11 08/01/2012 Recuming A-10 182.33 182.33 0.00
16 1043112012 Recuming A-5 182.33 182.33 0.00
20 1110112012 Recurring A-B 182.33 182.33 0.00
26 1213112012 Recuming A-T 182.33 182.33 0.00
3 01/01/2013  Recuming A-B 182.33 110.00 7333
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Finance Manager

Invoice Listing - Detail

Demo CSD NS
Invoice Listing (Detail) By Customer Name For 71172012 - 613002013
Customer Name Customer D
Invoice Number Invoice Date Type Schedule Billing Item Billed Credits Paid Amount Due
ADAMS, JAMES T 5
1 OTr01/2012  Recurring A-12 BS - Ind - Cobra e L] 0.00
Invoice Total: 83.33 0.00 383.33 0.00
5 08/01/2012 Recurring A-11 BS - Ind - Cobra 5E3.32 58332 0.00
Invoice Total: 353.33 0.00 383.33 0.00
8 02001/2012  Recurring A-10 BS - Ind - Cobra 5E3.33 BE3. 32 0.00
Invoice Total: 83.33 0.00 383.33 0.00
4 1003172012 Recurring A-T BS - Ind - Cobra BE333 hE3 I3 0.00
Invoice Total: 83.33 0.00 383.33 0.00
8 11/01/2012  Recurring A-E BS - Ind - Cobra BE3 33 5E3 32 0.00
Invoice Total: 353.33 0.00 383.33 0.00
24 12131/2012 Recurring A-T BS - Ind - Cobra 58332 58332 0.00
Invoice Total: 83.33 0.00 383.33 0.00
ez 0170172013  Recurring A-G BS - Ind - Cobra BE333 hE3 I3 0.00
Invoice Total: 583.33 0.00 583.33 0.00
34 020172012 Recurring A-5 BS - Ind - Cobra eI 5E3.32 0.00
Invoice Total: 83.33 0.00 383.33 0.00
] 030172012 Recurring A-4 BS - Ind - Cobra 5E3.32 58332 0.00
Invoice Total: 383.33 0.00 383.33 0.00
44 0470172013 Recurmring A-3 BS - Ind - Cobra 58333 58333
Invoice Total: 83.33 0.00 0.00 383.33
55 050172012  Recuming A-Z BS - Ind - Cobra B 116.687 45686
Invoice Total: 83.33 116.67 0.00 46666
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Finance Manager

Invoice History

The Invoice History shows the sequence of transactions against invoices for selected or all customers based on a
specified reporting date range.

Access to Invoice History
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Invoice History option.

The Invoice History Report window displays.

o Xy Y
H Demo CSD - Invoice History Report LM
Invoice History Report o
This report will show a history of the selected invoices by date. ==
| |
Report Criteria
Customer(s): m Invoice Start Date: 07/01/2012 [Zl
Sort By: ' Customer Name E| Invoice End Date: 06/30/2013 |E]l
Report Type: ‘ SPW”‘?"!’ EJ Invoice Starting Number: 0 »
Status: Al I~ Invoice Ending Number: 999999
T [~y | | Shared . ¢ |
=% ] Editable W[ X] L Rm ][ Concel ]

Use this window to select the reporting criteria.
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Running the Invoice History

1.

Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button |E|. Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Choose the sort order for the report.

Choose Customer Name to sort data in alphabetical order by customer name.

Choose Customer ID to sort data in numerical order by customer number.

Use the drop-down to choose the Report Type.

Set the drop-down to Summary to display summarized invoice history information — customer name and ID,
invoice number, reference number, transaction type (e.g., invoice, credit memo, payment, void, etc.), transaction
date, schedule number, and transaction amount. Invoice subtotals and customer invoice grand totals are
provided. The report concludes with grand totals

Set the drop-down to Detail to display details of the invoice history — customer name and ID, invoice number,
reference number, transaction type (e.g., invoice, credit memo, payment, void, etc.), transaction date, schedule
number, billing item the transaction was applied to, and amount billed/paid/credited/voided. Individual invoice
subtotals and customer invoice grand totals are provided. The report concludes with grand totals.

Choose the invoice status.

Choose All to report on outstanding invoices as well as those with no balance.

Choose Outstanding to report only on outstanding invoices.

Enter the starting and ending invoice date range for the reporting period in MM/DD/YYYY format. Enter the
same date in the starting and ending fields to restrict the report to invoices entered on that particular date.

Leave the default starting and ending invoice number to include ALL invoices within the specified invoice
date range. Change the starting and ending invoice numbers to restrict the report to invoices entered between
the specified date range.

Click Run to run the report.

Sample reports follow:
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Finance Manager

Invoice History — Summary

Demo CSD S
Invoice History Report By Customer Name For 7/1/2012 - 6/30/2013 ( Summary)
Invoice Reference
Customer Name Customer ID Number Number Type Date Schedule Amount
ADAMS, JAMEST 5 1 Invoice a07/01/2012 A-12 58333
128 Payment 04/21/2013 A -20 -583.33
Inveoice Balance: 0.00
5 Invoice 08/01/2012 A-11 583.33
133 Payment 04/22/2013 A -15 -583.33
Inveice Balance: 0.00
g Invoice 09/01/212 A-10 58333
133 Payment 04/22/2012 A-156 -583.33
Invoice Balance: 0.00
14 Invoice 10/31/2012 A -8 58333
133 Payment 04/22/20132 A -15 -583.33
Inveoice Balance: 0.00
18 Invoice 11/01/2012  A-8 583.33
133 Payment 04/22/2013 A -15 -583.33
Inveice Balance: 0.00
24 Invoice 127317212 A-T 58333
133 Payment 04/22/2012 A-156 -583.33
Invoice Balance: 0.00
28 Invoice 01/01/2012  A-6 58333
138 Payment 04/22/2013 A-12 -583.33
Inveoice Balance: 0.00
34 Invoice 02/01/2012 A-5 583.33
133 Payment 04/22/2013 A-12 -583.33
Inveice Balance: 0.00
€) FINANCE MANAGER
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Finance Manager

Invoice History — Detail

Demeo CSD NCIS
Invoice History Report By Customer Name For 7/1/2012 - 6/30/2013 (Detail)
Invoice Reference
Customer Mame Customer 1D Number Number Type Date  Schedule Billing Item Amount
ADAMS, JAMES T 5 1 Invoice oTioirz0iz . A- 12 BS - Ind - Cobra 583.33
Invoice Amount: 383.33
125  Paymant Q4720201 A-20 BS - Ind - Cobra -5E3.33
Payment Amount: -383.33
Invoice Balance: 0.00
5 Invoice OBD1F2012 A-11 BS - Ind - Cobra hE3.33
Invoice Amount: 38333
132 Paymant Q422201 A-15 BS - Ind - Cobra -5E3.32
Payment Amount: -383.33
Invoice Balance: 0.00
] Invgics 02012012 A- 10 BE - Ind - Cobra 5133
Invoice Amount: 383.33
132 Paymeant Q4222 A-15 BS - Ind - Cobra -5E3.32
Payment Amount: -383.33
Invoice Balance: 000
i4 Invgics 13172012 A-9 BE - Ind - Cobra 5133
Invoice Amount: 383.33
132 Payment O4ZEINE A-15 BS - Ind - Cobra -583.33
Payment Amount: -383.33
Invoice Balance: 000
18 Invoice 1170172012 A-8 BS - Ind - Cobra hE3 I3
Invoice Amount: 833
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Invoices Waiting to Print

The Invoices Waiting to Print routine provides a listing of invoices that are linked to a current open schedule and have not
yet been printed. Enter a specific starting and ending date range to restrict the report to invoices entered between the
specified range or select a range of invoice numbers. Leave the default dates and invoices to include all unprinted
invoices from the selected schedule.

Access to Invoices Waiting to Print
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Invoices Waiting to Print option.

The Invoices Waiting to Print report window displays.

4 R
H Demo CSD - Invoices Waiting To Print Report |M

Invoices Waiting To Print Report ;

This report will list all invoices that have not been printed under the selected criteria.

Report Criteria
Transaction Schedule: | |
Start Date: 07/01/2012 [=]
End Date: 06/30/2013 [v]
Invoice(s): All E
~~ Shared [ (¢
> Editable gk || & || X [ Run ] [ Cancel J

Use this window to select the reporting criteria.
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Running the Invoices Waiting to Print Report

1. Use the lookup (@) to choose the appropriate open Receivables transaction schedule.

2. To report on invoices with dates between a specified date range, enter the starting and ending dates of the
reporting period in MM/DD/YYYY format.

3. Choose one, multiple, or all invoices. Leave the default value to report on All invoices. Otherwise, change the

drop-down arrow to Selection and click the lookup button @. Highlight the appropriate invoice(s) in the listing
and click OK to return to the report criteria selection window.

4. Click &l to generate the report.

The Invoices Waiting to Print Report provides the following information: invoice number, invoice date, customer name
and number, amount billed, credit or adjustment amount (if any), and amount due. The report concludes with the total
amount of invoices waiting to print based on the selected reporting criteria.

A sample report follows:

Demo C3SD NTIS \’J
Invoices Waiting To Print From 5/1/2013 - 5/31/2013 For Schedule A - 2: May 2013 Invoices

Invoice Number Invoice Date Customer Name Customer ID Billed Credits Amount Due

57 05/01/2013 DOE, JAMES & 53.33 58.33

Grand Totals: 58.33 0.00 58.33
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Finance Manager

Voided Invoices

The Voided Invoices Report lists those invoices that were voided between a specified date range.

Access to Voided Invoices Report
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Voided Invoices option.

The Voided Invoices Report window displays.

>
% Demo CSD - Voided Invoices Report

Voided Invoices Report

This report will list all voided invoices under the selected criteria.

Report Criteria

|| Start Date: m E]
EndDate: | 06/30/2013 [v]

¢

Shared @ d ><

Editable

Use this window to select the reporting criteria.
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Running the Voided Invoices Report

1. To report on invoices that were voided between a specified date range, enter the starting and ending dates

of the reporting period in MM/DD/YYYY format.

2. Click &l to generate the report.

The Voided Invoice Report provides the following information: invoice number, void date, customer name, customer ID,

and invoice amount due.

A sample report follows:

Demo CSD
Voided Invoice Report From 7/1/2012 - 6/30/2013

NIEI\J

Invoice Number Void Date  Customer Name Customer ID Amount Due
ED 0012013 DOE, JAMES & 53.33

E3 0e01/2013 SMITH SR, JAMES P 10 1,000.00

Grand Total: 1,058.33
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Finance Manager

Credit Memo Listing
The Credit Memo Listing Report lists all credit memos within a specified date range for all or selected customers.

Access to Credit Memo Listing Report
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Credit Memo Listing option.

The Credit Memo Listing report window displays.

- —
H Demo CSD - Credit Memo Listing M
Credit Memo Listing _j
This report will list all credit memos under the selected criteria. ::[:
Report Criteria
Customer(s): NI =]  StertDate: 07012012 [+]
Report Type: ‘iSpmmary IZ] End Date: 063012013 [Z]
Sort By: Customer Name B Credit Memo Starting Number: 0|
Status: Al [+]  Credit Memo Ending Number: | 599999 |
~ Shared . ‘
* | [] Editable ]| X Run ] | Cancel

Use this window to select the reporting criteria.
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Running the Credit Memo Listing

1.

Choose one, multiple, or all customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button |E|. Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Using the drop-down, choose the report type — Summary or Detail.

The Credit Memo Summary Listing includes the following information: customer name, customer ID number,
credit memo number, credit memo date, schedule ID, credit amount, applied credit amount, and credit balance.
Credit memo subtotals are provided for each customer. The report concludes with the grand total credit
amounts.

The Credit Memo Detail Listing includes the following information: customer name, customer ID number, credit
memo number, credit memo date, schedule ID, invoice number, credit application date, billing item, and credit
amount.

Customer credit memo subtotals and report grand totals are also provided.

Choose the sort order for the report.

Choose Customer Name to sort credit memos in alphabetical order by customer name.
Choose Customer ID to sort credit memos in numerical order by customer number.
Choose the credit memo status to include on the report.

Choose All to include all credit memos (applied to invoices and unapplied).

Choose Outstanding to include only unapplied credit memos.

To report on credit memo transactions that occurred between a specified date range, enter the starting and
ending dates of the reporting period in MM/DD/YYYY format.

Enter the starting and ending credit memo number to restrict the report to a range of credit memo

transactions. Leave the default entries in the starting and ending Credit Memo Number fields to include all credit
memos in the report.

Click &l to generate the report.

Sample reports follow:
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Credit Memo Summary Listing

Demo CSD
) o NVISI \4
Credit Memo Listing (Summary) By Customer Name For 7/1/2012 - 6/30/2013
Customer Name Customer ID  Credit Memo Number Credit Memo Date Schedule Credit Amount Applied Credit Amount Credit Balance
ADAMS, JAMES T & 1 041242013 A-3 11667 116.67 0.00
Customer Credit Memo Balance: 116.67 116.67 0.00
Retires, James T 3 2 0EO12013 A-2 80.00 80.00 0.00
04302013 A-3 86.87 86.67 0.00
Customer Credit Memo Balance: 166,67 156.67 0.00
Smith, John T 9 4 0413002013 A-3 100.00 100.00 0.00
Customer Credit Memo Balance: 100.00 100,00 0.00
Grand Total: 373.34 373.34 0.00
Credit Memo Detail Listing
Demo CSD NS
Credit Memo Listing (Detail) By Customer Name For 7/1/2012 - 6/30/2013 \4
Credit Memo  Credit Memo Invoice Application
Customer Name Customer ID Number Date Schedule Number Date Billing Item Credit Amount
ADAMS, JAMES T 5 1 042472013 A-3 BS-Ind - Cobra 116.67
E& 05/01/2013 BS-Ind -Cobra -116.67
Credit Memo Balance: 0.00
Customer Credit Memo Balance: 0.00
Retiree, James T g 2 08012013 A-2 BS - Family - Retiree 90.00
45 04/24/2013 BS - Family - Retiree -80.00
Credit Memo Balance: 0.00
3 043072013 A-3 BS - Family - Retiree 66.67
B4 0E/01/2013 BS- Family - Retiree -66.67
Credit Memo Balance: 0.00
Customer Credit Memo Balance: 0.00
Smith, John T 8 4 0403072013 A-3 BS - Family - Cobra 100.00
B& 05/01/2013 BS - Family - Cobra -100.00
Credit Memo Balance: 0.00
Customer Credit Memo Balance: 0.00
Grand Total: 0.00
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Finance Manager

Payment Listing

The Payment Listing Report lists all payment receipts within a specified date range for all or selected customers.

Access to Payment Listing Report
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Payment Listing option.

The Payment Listing report window displays.

-
m Demo CSD - Payment Listing

Payment Listing

This report will list all payments under the selected criteria.

Report Criteria

[ Cosomers: EINENNNNNN-]  Souey

EndDate: | 06/302013 [v]

Report Type: :Summar-,r'r E| Receipt Starting Number: 0

I StartDate: | 070112012 [] Receipt Ending Number: 39993939

T Shared = | [~z |
goe @ax]  [CEn) (o

Customer Name ] lE_]

- eee———— ]

Use this window to select the reporting criteria.
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Running the Payment Listing

1.

Choose one, multiple, or all Customers. Leave the default value to report on All customers. Otherwise, change

the drop-down arrow to Selection and click the lookup button |E|. Highlight the appropriate customer(s) in the
listing and click OK to return to the report criteria selection window.

Using the drop-down, choose the report type — Summary or Detail.

The Payment Summary Listing includes the following information: customer name, customer ID number,
receipt number, payment date, schedule ID, payments applied, payment credits, and payment amount.

The Payment Detail Listing includes the following information: customer name, customer ID number, receipt
number, payment date, schedule ID, receipt description, payment method, payment reference number, billing
item, and payment amount.

Customer payment subtotals and report grand totals are provided in both report types.

To report on cash receipt transactions that occurred between a specified date range, enter the starting and
ending dates of the reporting period in MM/DD/YYYY format.

Choose the sort order for the report.

Choose Customer Name to sort payment records in alphabetical order by customer name.

Choose Customer ID to sort payment records in numerical order by customer number.

Enter the starting and ending cash receipt number to restrict the report to a range of cash receipt

transactions. Leave the default entries in the starting and ending Receipt Number fields to include all receipts in
the report.

Click &l to generate the report.

Sample reports follow:
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Finance Manager

Payment Summary Listing

Demo CSD
i NVISI

Payment Listing { Summary) By CustomerName For 7/1/2012 - 6/30/2013
Customer Name Customer Il ReceiptNumber PaymentDate Schedule Payments Applied PaymentCredits Payment Amount
ADAMS, JAMEST 5 128 07/31/2012 A -20 58333 0.00 58333
133 1203172012 A-15 2916656 0.00 2,91666
139 033172013 A-12 1,166.56 0.00 1,16660
144 04242013 A -1 58333 11667 70000
Customer Payment Totals: 524987 11667 536664
DOE, JAMES [ 130 0T/27/2012 A -20 58.33 0.00 58.33
135 12317212 A-15 28165 0.00 28165
140 030172013 A -12 5833 0.00 §8.33
142 05/01/2013 A -10 0.00 58.33
143 04/24/2013 A -11 58.33 0.00 58.33
145 04307212 A-11 58.33 0.00 58.33
Customer Payment Totals: 524 857 0.oo 58330
Retires, JamesT 8 13 07/31/2012 A -20 18333 0.00 18333
132 123172012 A-15 73332 0.00 73332
145 047307212 A -1 18333 66.67 25000
148 04/30/2012 A -1 110.00 0.00 110.00
Customer Payment Totals: 1,20888 BE.ET 1,2T6ES
SMITHSR, JAMES P 10 1356 12317212 A-15 4,00000 0.00 4,00000
138 0373172013 A -12 3,00000 0.00 3,00000
Customer Payment Totals: 7,000.00 0.o0 7,000000
Smith, John T =] 134 12/31/7212 A -15 G,459888 0.00 §,49988
137 030172013 A -12 324883 0.00 3,24383
147 043072013 A -1 0.00 100.00
Customer Payment Totals: 9, 74557 0.o0 5,840587
Grand Totals: 23,72489 182.24 24,07656
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Finance Manager

Payment Detail Listing

Demo CSD NS
Payment Listing (Detail) By Customer Name For 7/1/2012 - 6/30/2013
Receipt Number Payment Date Schedule Description Payment Method Payment Reference
Reference Humber  Billing Item Payment Amount
ADAMS, JAMEST-5
125 07312012 A-20 AR Receipt for ADAMS, JAMES T Check 123
1 B5-lInd - Cobra B3 33
Payment Totals: 353.33
133 1273172012 A-15 AR Receipt for ADAMS, JAMES T Check G675
24  BE-Ind - Cobra HE3.32
18 B5-Ind- Cobra B3 33
14 B5-Ind - Cobra 53 33
S5 BS5-Ind- Cobra 58332
5 BS5-Ind - Cobra B3 33
Payment Totals: 291665
135 033172013 A-12 AR Receipt for ADAMS, JAMES T Check 5i1E
34  BS-Ind - Cobra 58332
23 BS5-Ind - Cobra B3 33
Payment Totals: 1,166.66
144 042472013 A-11 AR Receipt for ADAMS, JAMES T Check 4567
35 BS5-Ind- Cobra B3 33
1 Ower Psyment - BS - Ind - Cobra 116.67
Payment Totals: TH.0D
Customer Payment Totals: 5.366.64
DOE, JAMES -6
130 OT2T202 A-20 AR Receipt for DOE, JAMES Check 456
2 B5-Ind-Ret 5833
Payment Totals: 38.33
135 123172012 A-15 AR Receipt for DOE, JAMES Check 1876
25  BS-Ind - Ret 5833
13 BS5-Ind- Ret 5833
15 BS-Ind- Ret 5833
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Finance Manager

Print Payment Receipts
Once a payment has been entered, a receipt can be printed for the customer via the Print Payment Receipts option.

Access to Print Payment Receipts
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Print Payment Receipts option.

The Print Payment Receipts report window displays.

lﬁ Setauket Central School Districk - Prink Payment Receipks ? I X I

Print Payment Receipts w j

This repart will prink all pavment receipks For the selected customer(s),

-~ Feport Criteria

Starting Fleceipt Mumber; I [0
Ending Receipt Humber: I 9333333

;I ill_ e 'ﬂ'l "E‘l X | Run Caticel |

[T Ediable

Use this window to select the reporting criteria.
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Printing Payment Receipts

1. Enter the starting and ending receipt number. To print one receipt, enter the same number in the starting
and ending fields. Leave the default entries in the starting and ending Receipt Number fields to print all receipts.

2. Click @ to generate the report.

A sample receipt follows:

Setauket Central School District
Payment Receipt

Receipt Number: 0516404
Payment Reference: TraaTaa
Payrnent Date: 0092013
Received From:
Custormer 10: 120
Custormer Marme: Huntington Schools
AR Receipt for Huntington Schools
Ref Murnber  Billing tem Billing Hern Description Brrount
2167 Blue Shield Family COBRA  Blue Shield Family COBRA A00.00
Payrnert Total : A00.00
Signature
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Cash Receipt Query
The Cash Receipt Query provides a detailed report of selected cash receipts for a selected date range.

Access to Cash Receipt Query
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Cash Receipt Query option.

The Cash Receipt Query report window displays.

% Demo CSD - Cash Receipt Query [M
Cash Receipt Query = 'j
This report will list all of the details of all of the selected Cash Receipts. ==
Report Criteria
Starting Cash Receipt: R
Ending Cash Receipt: 999999999
Starting Amount: $ 0.00
Ending Amount: $999,999,999.99
Start Date: 07/01/2012 =]
End Date: 0612012013 || [T] Prior Year
Fund(s): All E[
~ Shared [ 5 ]
\ =2 4 ||| X | R | [ Cancel

Use this window to select the reporting criteria.

Running the Cash Receipt Query

1. Enter the starting and ending cash receipt number to restrict the report to a range of cash receipt
transactions. Leave the default entries in the starting and ending Cash Receipt Number fields to include all cash
receipts in the report.

2. Use the Starting and Ending Amount fields to restrict the report to cash receipts within a specified dollar
range.
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3. To report on cash receipt transactions that occurred between a specified date range, enter the starting and
ending dates of the reporting period in MM/DD/YYYY format. Check the Prior Year box to report on cash
receipts for the previous year.

4. Choose one, multiple, or all Funds. Leave the default value to report on All funds. Otherwise, change the drop-

down arrow to Selection and click the lookup button @) Highlight the appropriate fund(s) in the listing and
click OK to return to the report criteria selection window.

5. Click l&l to generate the report.

The Cash Receipt Query provides the following information: reference number, receipt date, receipt description, and
account distribution. Cash receipt subtotals and report grand totals are also provided. A sample report follows:

Demo CSD NTI ST
Cash ReceiptQuery Report from 7/1/2012 to 6/30/2013in between $0.00 and $999.999,999.99
Ref# Dae ReceiptEntry /Explanation Account Debits Credits
CashReceipt Tol: 3833 3833
4 4/24/2013 AR Receipt for ADAMS, JAMES T
AZ00 11667 0.00
AZ00 RE333 0.00
AZED 0.00 11667
AZE0 0.20 583133
Cash Receipt Tol: 700.00 700.00
145 413023 AR Receipt for DOE, JAMES
AZ00 5833 0.00
AZED 0.00 hE33
CashReceipt Tol: 3833 3833
145 413023 AR Receipt forRetres lames T
AZ00 LT 0.00
AZ00 15333 0.00
A2ED 0.00 [T
AZED 0.00 18332
Cash Receipt Tol: 250.00 250.00
47 47307213 AR Receipt forSmih John T
AZ00 10000 0.00
AZED 0.00 100.00
CashReceipt Toal: 10000 100.00
143 413023 AR Receipt forRetres lames T
AZ0 11000 0.00
AZE0 0.00 110.00
Cash Receipt Totl: 110000 110.00
Grand Tokl: 07 LI
BI32013 Pagedof4
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Finance Manager

Cash Receipt Schedules

The Cash Receipt Schedules report lists the cash receipt transactions for a selected open or closed schedule.

Access to Cash Receipt Schedules
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Cash Receipt Schedules option.

The Cash Receipt Schedules report window displays.

L Demo CSD - Cash Receipt Schedules

Cash Receipt Schedules _j
This report will list all the Cash Receipts for the selected Schedule under the specified criteria. "IT
K 4 p M @ Search~ 3& ﬁ v Fund: (All) v Status: Cpen v

' Schedule " | Description StariDate EndDate

A-10 May 2013 Cash Receipts 05/01/2013 05/31/2013

» A-11 April 2013 Cash Receipts 04/01/2013 04/30/2013
A-12 March 2013 Cash Receipts 03/01/2013 03/31/2013
A-9 June 2013 Cash Receipts 06/01/2013 06/30/2013
Report Criteria

Starting Cash Include Account N E]
Receipt No.: Distribution: 0
Ending Cash
Receipt No.:
Run ] [ Cancel

Use this window to select the reporting criteria.
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Running the Cash Receipt Schedules Report

1. If necessary, use the Fund drop-down arrow to restrict the listing to those schedules associated with a specific
fund.

2. Use the Status drop-down arrow above the listing to select the type of schedule - Open or Closed. The listing
displays open or closed Cash Receipt schedules based on your selection.

3. In the listing, highlight the appropriate schedule.

4. Enter the starting and ending cash receipt number to restrict the report to a range of cash receipt
transactions. Leave the default entries in the starting and ending Cash Receipt Number fields to include all cash
receipts from the selected Cash Receipt schedule in the report.

5. Set the Include Account Distribution drop-down to Yes if the report should include schedule distribution
totals by account by fund.

6. Click &l to generate the report.

The Cash Receipt Schedules Report provides the following information when the Include Account Distribution flag is
set to NO: receipt number, receipt date, receipt description, customer name, customer ID number, and amount
received. Deposit totals are provided by day. The report concludes with the total cash receipt count and schedule totals.
When the Include Account Distribution flag is set to YES, the report provides the receipt number, receipt date,
receipt description, additional explanation, account code with debit/credit amount, and schedule distribution totals by
account by fund.

Sample reports follow:
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Cash Receipt Schedules Report — Include Distribution = No

DemoCSD 151
Cash Receipt Schedule ReportFor A - 11: April 2013 Cash Receipts
Receipt Date ReceiptDescription CustomerlD CustomerName Amount
143 4/24/2013 ARReceiptfor DOE, JAMES & DOEJAMES 53.33
144 4/24/2013 AlRReceiptfor ADAMS, JAMEST 5 ADAMSJAMEST 700.00
Day's Deposit Total: 758,33
145 413002013 ARReceiptfor DOE, JAMES & DOEJAMES 58.33
148 4/30/2013 ARReceiptfor Retiree, James T g Retiree, James T 250.00
147 4/30/2013 ARReceiptfor Smith, John T 8  SmithJohn T 100.00
148 473002013 AR Receiptfor Retiree, James T g Retireg, James T 110,00
Day's Deposit Total: 518.33
TotalCash Receipt Count: -] ScheduleTotal: 1,276.66
Cash Receipt Schedules Report — Include Distribution = Yes
DemoCSD NVISI
Cash Receipt Schedule Report For A - 11: April 2013 Cash Receipts
Receipt Date ReceiptDescription Additional Explanation Account Debits Credits
143
4242013 A/RReceiptfor DOE, JAMES AR Receipt for DOE, JAMES AZ00 bE.33 0.00
4/24/2013 A/RReceiptfor DOE JAMES A/RReceipt for DOE, JAMES A380 0.00 58.33
144
4/24/2013 A/RReceiptfor ADAMS, JAMEST A/RReceipt for ADAMS, JAMEST A200 116.67 0.00
4/24/2013  A/RReceiptfor ADAMS, JAMEST AR Receipt for ADAMS, JAMEST A200 583.33 0.00
4/24/2013 A/RReceiptfor ADAMS, JAMEST A/RReceipt for ADAMS, JAMEST A3B0 0.00 116.67
4/24/2013 A/RReceiptfor ADAMS, JAMEST AlRReceipt for ADAMS, JAMEST A380 0.00 583.33
145
4/30/2013 A/RReceiptfor DOE, JAMES A/RReceiptfor DOE, JAMES A200 53.33 0.00
4/30/2013 A/RReceiptfor DOE, JAMES A/RReceiptfor DOE, JAMES A3B0 0.00 53.33
148
413002013  A/RReceiptfor Retiree, James T A/RReceiptfor Retiree, James T A200 66.67 0.00
4/30/2013  A/RReceiptfor Retiree, James T A/RReceiptfor Retireg, James T A200 183.33 0.00
41302013  A/RReceiptfor Retiree, James T A/RReceiptfor Retiree, James T AJB0 0.00 56.67
4/30/2013  A/RReceiptfor Retiree, James T A/RReceiptfor Retires, James T AJ80 0.00 183.33
147
4302013  A/RReceiptfor Smith, John T AR Receipt for Smith, John T A200 100.00 0.00
47302013  A/RReceiptfor Smith, John T AR Receipt for Smih, John T AJ80 0.00 100.00
148
4302013  A/RReceiptfor Retiree, James T ARReceiptfor Retiree, James T A200 110.00 0.00
473002013  A/RReceiptfor Retiree, James T AR Receiptfor Retiree, James T AJ80 0.00 110,00
GeneralLedger Totals: 1,276.66 1,276.66
TotalCash Receipt Count: ] SubsidiaryLedger Totals: 0.00 0.00
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Receivables Schedules

The Receivables Schedules routine is used to generate a report displaying those printed and unprinted invoices and credit
memos linked to a selected open or closed Accounts Receivable schedule. The report displays invoices and credit memos
for a selected schedule in transaction number order and includes the transaction date, transaction type, customer name,
customer ID, and transaction amount. You can enter a starting transaction number to restrict the report to a specific
range of transactions or include all transactions for the selected schedule. Options are provided to print a Summary or
Detail report, where the Detail report includes the billing item, debit and credit accounts, and invoice and credit memo
amounts for each line item. Both the Summary and Detail reports conclude with subsidiary totals by account by fund and
general ledger account entries by fund.

Access to Receivables Schedules
1. Open the Reports menu tree.

2. Open the Transaction Reports menu tree.

3. Click the Receivables Schedules option.

The Receivables Schedules report window displays.

r 1
% Demo CSD - Receivables Schedules -0 |
Receivables Schedules - J]
This report will list all invoices and details for the selected schedule. ==
M 4 p W Search~ & 8 - Fund: (AN v | Status: Open v
Schedule Description StartDate EndDate
A-1 June 2013 Invoices 06/01/2013 06/30/2013
A-2 May 2013 Invoices 05/01/2013 05/31/2013
A-3 April 2013 Invoices 04/01/2013 04/30/2013
A-4 March 2013 Invoices 03/01/2013 03/31/2013
Report Criteria
Transaction Starting Number: 0 Report Type: | Summary E
Transaction Ending Number: 999999
Shared [ 1wl 2
=t = 11k o Ron. ] [ Cancel
A

Use this window to select reporting criteria.
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Running the Receivables Schedules Report

1.

If necessary, use the Fund drop-down arrow to restrict the listing to those schedules associated with a specific
fund.

Using the Status drop-down arrow above the listing, select the type of schedule - Open or Closed. The listing
displays open or closed Accounts Receivables schedules based on your selection.

In the listing, highlight the appropriate schedule.
Enter the starting and ending transaction number to restrict the report to a range of invoice and credit
memo transactions. Leave the default entries in the starting and ending Transaction Number fields to include all

invoices and credit memos from the selected Accounts Receivable schedule in the report.

Set the drop-down to Summary or Detail to indicate the type of report to generate. The Detail report includes
the billing item and debit and credit accounts for each transaction.

Click &l to generate the report.

The Receivables Schedules Report provides the following information: transaction number, transaction date, transaction
type (e.g., Invoice, Credit Memo), customer name, customer ID number, and transaction amount.

Sample reports follows:
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Finance Manager

Receivables Schedules Summary Report — Page 1

Demo CSD
NVISI
Receivables Schedules Report For A -3 From 4/1/2013 - 473072013
Transacion  Transacion Transaction
Nu Dae Type Customer Mame Customer ID Amount
1 04/24/2013 Credit Mamo ADAME, JAMEST 5 -116.67
3 04732012 Credit Mamo  Retires, James T ] 5667
4 047302013 Credit Meme Smith, John T ] -100.00
44 0470172012 Invoice ADAME, JAMEST 5 BE3.23
45 0470172013 Invoice DOE, JAMES [ 58.33
4G 0410172013 Invoice Ratires, James T ] 183,33
47 0470172012 Invoice Smith, John T ] 1.082.32
45 0470172012 Invoice SEMITH ER, JAMEE P 10 1,000.00
Schedule Totl: 2,624.98
060372013 Fags Z
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Finance Manager

Receivables Schedules Summary Report — Page 2

Demo CSD S|
Receivables Schedules Report For A -2 From 471720132 - 472072013
Subsidiary Account Breskdown
Account Tota
AZZI0 1, 000,00
AZTTD 1,908 32
AFund Total: 2,908.32
Grand Totl: 2,908.32
General Ledger Account Breskdown
Account Debits Credits Tota
AZBD 2,908 32 2,908 32
ASED 2,908 12 -2,208.32
AFund Totals: 2,908.32 2,908.32 0.00
Grand Totas: 2.908.32 2,908 32 0.0
052013 2z
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Finance Manager

Receivables Schedules Detail Report — Page 1

Demo CSD
_ NVISION
Receivables 3chedules Report For A -3 From 4/1/2013 - 4/3002013
Transaction  Transaction Transaction  cyustomer Name Customer D Eilling lem Credit Account Debit Account Amount
Mumber Date Type
1 0472472012 Credit Memo ADAMS, JAMEST 5 BS-Ind- Cobra AZTTD A 38D -116.67
Credit Memo Total -116.67
3 0432012 Credit Memo  Retires, James T & BE -Family - Retires AZTTD A 38D 5667
Credit Memo Total -66.67
4 04732012 Credit Meme Smith, JohnT % BE -Family - Cobra AZTTD A 38D By L]
Credit Memo Total: -100.00
44 040172012 Inwvoice ADAMSE, JAMEST % BS-Ind- Cobra AZTTD A 38D BE3.32
Invoice Total: 38333
45 0470172013 Invoice DOE, JAMES & B5-Ind -Ret AZTTD A 380 5832
Invoice Total: 833
45 0410172012 Inwoice Retires, James T & BS -Family - Retires AZTTD A 38D 153,33
Invoice Total: 183.33
47 OD172013 Invoice Smith, John T % BS -Family - Cobra AZTTD A 38D 1,083.33
Invoice Total: 1.083.33
45 040172013 Inwoice SMITH 5R, JAMES P 10 Tuition - Outside A ZZID A 38D 1, 06060 D
Invoice Total: 1,000
Schedule Total: 2,624 58
OBE2013 Fage ir2
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Finance Manager

Receivables Schedules Detail Report — Page 2

Demo CSD
_ NYISION
Receivables Schedules Report ForA -3 From 41/2013 - 413002013
Bubsidiary Account Breakdown
Account Total
AZZID 1,000.00
AZTTD 1.908.32
AFund Total: 2.908.32
Grand Total: 2,908.32
General Ledger Account Breakd own
Account Debits Credits Total
AZED 2,%08.22 2,%08.22
ASED 2,508 32 -Z,308.32
AFund Totals: 2,908.32 2,908.32 0.00
Grand Totals: 2,308.32 2,908.32 0.00
05032012 Fags 2z
09252013
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