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Introduction 

Overview 
The document describes the AP Aging Report module of PrintStream. 

 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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My Page 
This tab gives users options for customizing menu settings in a particular module. Settings are retained for users 
each time they open the module. The tab is in all .Net versions of various modules. 

To close the AP Aging module, click Exit Application. 

 

Select Maximize the Ribbon to display My Page tab information while using the module. There is no need to use 
this selection in this module as there are no other My Page features available. Other modules have additional 
features available for selection. 

 

When maximized, the Minimize the Ribbon option is displayed. Click to hide the My Page tab information. 
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AP Aging 

Load Aging 

Options 

Prior to loading the report, select from the various filter options. 

 Report Filters – Select Report Filter options before running the report.  

 Aging Date – The date will default to the current date but can be edited by entering a date directly into 
the field or by clicking the arrow on the right to display a dropdown calendar. 
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 Age By – Three choices include  Invoice Date, Transaction Date (or batch date) and Due Date. 
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 Start and End Vendor – To run the report for all vendors, leave both fields blank. To run the report for 
one specific vendor, enter the vendor code or name into both fields. You can type directly into the 
applicable fields or search using the drop-down lists to the right of each field. 
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Vendor data is cleared by selecting the “blank” option from the code dropdown lists. 

 

 Load Aging – select this option after the report criteria has been selected. 
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The grid will populate. 

 

The two tabs in the grid area are  Aged Invoices and Aging Summary. 

 Aged Invoices – lists each open invoice, grouped by vendor and aged. 

 Aging Summary – lists total AP aged balances by vendor. 

Detail Report 
Use this option to preview and print a formatted report shown. 
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Detail Grid 
Use this option to preview and print the data exactly as shown in the grid. 

 



12  EFI PrintStream | User Guide 

 
 

 

 

  



V21.1.0200 AP Aging Report User Guide   13  

 
 

 

Summary Report 
Use this option will to preview and print a formated report as shown in the grid for the Aging Summary tab. 
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Summary Grid 
Use this option to preview and print the data exactly as shown in the grid for the Aging Summary tab. 

 

 

Report Formats 
Use this option to set the default format for the Detail and Summary reports and to create customized formats. 
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Select the type of report using the dropdown list. 

 

One default report of each type lists in the grid. It is not recommended that this report be altered in any way. It is 
better to create a new report to customize and use this one as a base template. 

 

Highlight a report in the list and click Edit to open the Report Designer window. 
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The template for the selected report will open. 

 

Click Create New Format to open the Report Designer window. 
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The default template will open. 

 

This template can be edited to suit your needs. Be sure to save work prior to closing the screen. 

Delete a report format by highlighting and clicking Delete Format. 
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Set the default format by clicking the checkbox in the Is Default column and click Save. 

 

Reconcile AP 
This option adds six (6) additional tabs to the grid area which include Current Invoices, Voided QI Invoiced, 
Check Register, Check Register – Voided Checks, Aged Invoices (Prior Period) and Reconciled Data. The first 
five new tabs hold the detailed information for the numbers used in the reconciliation calculation and the sixth is 
the actual calculation. 
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 Current Invoices – all invoices posted in the same period as the Aging Date entered. 

 

 
 Voided QI Invoiced – lists invoices entered as a part of the Quick Check process, that were voided 

with a  date in the same period as the Aging Date entered. 

 

 Check Register – lists all checks with a date in the same period as the Aging Date entered. 
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 Check Register - Voided Checks – lists checks with a void date in the same period as the Aging Date 
entered. 

 

 Aged Invoices (Prior Period) – lists all invoices as of the ending date of the previous accounting 
period. 
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 Reconciled Data – reconciliation calculation. 
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Clear Data 
This option clears all Start/End Vendor information and the Aged Invoices and Aging Summary grids. 

 

 

Print Reconciled 
This option prints three different reports related to the Reconcile AP process. If this process has not been run, 
the reports will display as blank templates. 
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 Print Reconciled Report – Previews or prints a report of the information from the Reconciled Data tab. 
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 Print Check Register Report – Previews or prints a report of the information from the Check Register 
tab; sorted by vendor. 
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 Print Current Invoices Report – Previews or prints a report of the information from the Current 
Invoices tab; sorted by vendor. 
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Setup Aging Brackets 
By default, there are five aging brackets that include Current, Over 30 Days, Over 60 Days, Over 90 Days and 
Over 120 Days.  These brackets are editable. 

 

 

Each bracket is displayed on a column on the Aged Invoices and Aging Summary grids as well as printed 
reports. 

Recent Additions 

Vendor Terms 
The terms for each vendor, as held in the master file vendor record, are now available as a column option, in the 
Summary grid. 

 

 


