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IN MANAGER MODE:

To print a report, go to Reports.
1. Select Reports Button
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PRINT A/R STATEMENTS & A/R AGING REPORTS:

In Report Center:
1. Inthe Yellow area, Select A/R Reports
2. On the Report Side, choose A/R Statements to print a house account statement for everyone who owes $
Selective Customer Statements can also be printed off the Customer List (in A/R Detail)
3. Select Run Report (F7)
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Actions | - F7l [ ﬂ Cloze ]
Close Monthly Statements .’
Account | Code Marne Total Owed Current Ower30 OvverB0 Owerd0
1 Print Statements | : 383 3.83 ]
AR Transactions 04 212 & JONES, SALLY 86.03 0.00 0.00 86.09 0.00
Edit Customer ¥ 33 & Jones, Tom 56.03 40.54 0.oo 0.00 15.54
¥ g8 & Thomas, Linda 2067 0.00 000 2067 0.00 5
[ 19 & Apple, Sue 3612 30.45 000 567 0.00 I’
<] ¥
Tag/UnTag Tagal ¥, Untag Al
[J J M ] [ ] Last Cloged On: 12/22/2010 253 FM
Do not print Statements with zero balances Last Processed Period:  11/01/2010 - 11./30/2010
S Pins “Statemnents are printed in the order that they are sorted above. Last Printed O 12/22/2010  2:53 PM
= Print Statement ok the column Header to sart.
o |

PRINTING ALL A/R HOUSE ACCOUNT STATEMENTS (1st week of each month):

1. Select Close Monthly Statements
« This will POST & Date stamp the period (last month) the Statement
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Process AR Statements

Account Code Mame Total Owed Current Ovwer30 Owerb0 Owerdo -
919 & Apple, Sue 3E12 30.45 0.00 B.EY 0.00
g8 & Thomas, Linda 2067 0.00 0.00 20.67 0.00
22 & JOMES, SALLY 86.03 0.00 0.00 86.03 0.00

“Statements are printed in the order that they are sorted above.

& = Pint Statement Click the column Header to sort.

0.00 86.09 0.00
0.00 20.67 0.00
This process will close your AR statements for the period: 0.on BEY 0.00
2072011 Thiough 2/28/2011 L L L=
This Process was last un on: 12/22/20010 253 PM
.;
E g Process [F10]
< |:||] >
Tag/UnTag Tagal ¥, Untag Al
u J M J [ ] Last Cloged On: 12/22/2010 253 FM
Do not print Statements with zero balances Last Processed Period: 1120142010 - 1143042010
Last Printed Or: 1242242010 253 PM

Reports

PRINTING ALL A/R HOUSE ACCOUNT STATEMENTS (1st week of each month):

1. Select Process (F10)



AR Reports
’ AR Statements

Ml Report Preview

File
(e [ JIREIE s 3 |
Pages To Print: ] | gearc:h:i Q Copigs: 1 : |
Page  Size o
Statement
The Bhustique Staternsnt Date: 12/17/2010
Manheim Tewmshin Hizh Schaol emen e
1 School Boad
Laneaster, PA 17601 Amount Chared: 8549
Paid:
SALLY JOMES
ROOM 123 Aecount: 2
Code: 2
Aeoonmt: 2 Code: 2 Phone:
Eetwrn Top Half With Payment
Credit Limit: 100.00
Mewr Charzes: £7.49 Mewr Credits: 0.00 Payments: 0.00 Refinds: 0.00
Diascription Date Lnie Diate Charges Payments Balance
Invoice 1258 10/28/10 1142910 12.00 12.00
Balance Foreard 120910 12131110 50.00 50.00
Invoice 1563 121710 11611 17.4% 1743
Subtotal: 549
Finance Charge: 0.00
§ Total Charges: 8549
I——
A

|Zoom: 100% | 1 pages, 14.0Kb

PRINTING ALL A/R HOUSE ACCOUNT STATEMENTS (1st week of each month):

1. Select Print Statements
o Distribute statements in Teacher’s Mail Box



