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Introduction 

Overview 
This document describes the use of the AR Aging Report module. 

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 
The My Page tab gives users options to customize the menu settings in a module. Settings are retained for the 
user each time the module is opened. The tab is in all .Net versions of the various modules. 

To close the AR Aging module, select Exit Application from the My Page tab. 

 

To customize menu items 

1. Select Define My Group Items 

 

2. Select from the available items and click Save. 

 

 Items display in the My Group area and are saved to the user login. 
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3. Click Clear Selection to unselect all items in the list and click Save to remove the My Group settings. 
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Selecting Maximize the Ribbon allows the My Page tab information to remain open while using the module. 
There is no need to use this selection in this module since there are no other My Page features available. Other 
modules will have additional features available for selection. 

 

When maximized, Minimize the Ribbon displays. Click this option to hide the My Page tab information. 
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AR Aging 

 

Load Customer Aging 

Filter By 

Prior to loading the report, select one of the three available filter options: Customer, Reporting Group or 
Salesrep. 

From and To Customer 

If you are running the report for all customers, leave both fields blank. If you are running the report for one 
specific customer, enter that customer’s code into both fields. The code can be entered directly into the fields or 
you can search using the drop down arrow, to the right of each field. 
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Customer data can be cleared from these fields by selecting the “blank” option. 

 

Reporting Group 

If you are running the report by this filter, you cannot leave the field blank. The code can be entered directly into 
the field or you can search using the drop down arrow, to the right. 
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Salesrep 

If you are running the report by this filter, you cannot leave the field blank. The code can be entered directly into 
the field or you can search using the drop down arrow, to the right. 

 

Options 

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

Aging Date 

The date defaults to the current date but can be changed. The desired date can be entered directly into the field 
or a calendar can be accessed by clicking the arrow to the right of the field. 
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Age By 

There are three choices available: Invoice Date (the actual date on the invoice), Transaction Date (or batch 
date and date the invoice posts to the General Ledger), and Due Date (date calculated from the Invoice Date 
and the number of days from the terms in the specific customer’s master file). 

 

Aging Mode 

By Date (meaning the actual date entered) or By Period (meaning the last day of the period the entered date 
falls into). 

 

Select the Load Follow up Notes check box to populate the grid under the Invoice Follow up Notes tab. This 
will be discussed further along in this document. If this check box is not selected, no information will display 
under the tab. 
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Load Customer Aging 

Select this option after the report criteria has been selected. 

 

The grid populates. 
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Customer AR Aging 

There are three tabs of data in the grid area: Aged Invoices, Aging Summary, and Invoice Follow up Notes. 

 Aged Invoices 

Lists each open invoice. More specific information about the invoice can be found by clicking the “+” 
symbol, to the immediate left of the customer code, to drill down. 

 

 Aging Summary 

Lists aging grouped by customer. Drill down capabilities are available by clicking the “+” symbol to the 
immediate left of the customer code. 
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 Invoice Follow up Notes 

Lists invoice specific notes that were entered via this module or the Customer Collections module. The 

actual text of a note can be viewed and edited by clicking the field with the  symbol under the Note 
column. A follow up note can also be marked as Complete by selecting the check box to the far left of a 
record. If edits are made, be sure to save them by right-clicking to bring up the option or clicking Save 
Notes at the top right of the main screen. 

 

Clear Data 
This option clears the grid information from the Invoices and Summary tabs. 

 

Invoices Grid 
This option allows you to preview and print the data exactly as shown in the grid for the Aged Invoices tab. 
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Summary Grid 
This option allows you to preview and print the data exactly as shown in the grid for the Aging Summary tab. 

 

Invoices Report 
This option allows you to preview and print the data from the Aged Invoices grid in a standard report format. 
This is a detailed AR Aging report. 

 

Summary Report 
This option allows you to preview and print the data from the Aging Summary grid in a standard report format. 
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Report Formats 
This option allows you to set the default format for Invoices and Summary reports and to create customized 
formats. 

 

To establish formats 

1. Select the type of report you want to work with. Keep in mind that the AR Detail Aging type is what 
prints when the Invoices Report option is selected and the AR Summary Aging type is printed when 
the Summary Report option is selected. 

 

 One default report of each type is listed in the grid. It is not recommended that this report be altered in 
any way. It is preferable to create a new report to customize and leave this one as a base template. 
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2. Highlight a report in the list and click Edit to open the Report Designer window. 

 

 The template for the selected report opens. 

 

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

 

4. This template can be edited according to user preference. Remember that you need to save your work 
prior to closing this screen. 

Report formats can be deleted by highlighting the format in the list and clicking Delete Format. 

 

Default formats can be set by selecting the check box in the Is Default column and clicking Save. 
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Setup Aging Brackets 
By default, there are five aging brackets set up: Current, Over 30 Days, Over 60 Days, Over 90 Days, and 
Over 120 Days. These aging brackets can be edited. 

 

 

Each bracket appears as its own column on the Aged Invoices and Aging Summary grids as well as printed 
reports. 
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Reconciliation Report 

 

Load Reconciliation Report 

Customer Selection 

Start and End Customer 

When running a report for all customers, leave both fields blank. If running the report for one specific customer, 
enter the customer code into both fields. The code can be entered directly into the fields or by using the arrows 
on the right of each field to select a calendar date. 
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Customer data can be cleared from these fields by selecting the “blank” option from thelists. 

 

Reconcile By 

Period 

Enter the Year and Period in which to filter the report. The last day of the selected period is the cutoff date. 

Date 

This option allows you to run the report across periods. Enter the From and To date. 

Load Reconciliation Report 

Select this option after the report criteria has been selected. 
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The Reconciliation Summary grid populates. 

 

Clear Data 
This option clears the grid information from the Invoices and Summary tabs. 

 

Preview Grid 
This option allows you to preview and print the data exactly as shown in the grid. 
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Preview Report 
This option allows you to preview and print the data from the grid in a standard report format. This is a detailed 
AR reconciliation report. 

 

Report Formats 
This is the same option that is accessible from the AR Aging area. See the section of documentation in that area 
for specifics. 
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.Net Tools 
.Net programming provides sorting and filtering tools as well as enhanced functionality within the data screens 
provided. 

Grid Functionality 
Grids that display a ‘+’ sign at the beginning of a row indicate the record can be opened to display additional 
information. 
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Clicking the magnifying glass enlarges the previously expanded record. 

 

 

To remove columns from the grid, click the column header you want to remove and drag it off the grid. Removed 
columns are automatically saved and retained when the module is re-opened. 
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To add a column, right-click any header and select Column Chooser. 

 

Columns removed from the grid display in the Customization window. Click the column header you want to add 
back to the grid and drag-and-drop it to the desired display location. 
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Sorting and Grouping 
Each column header can be sorted by clicking it. The column header also contains a wizard which can be 
accessed by hovering the mouse within the column header. This wizard displays available sorting options. 

 

Right-click a column header to display a listing of additional sorting and filtering options. 
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To group by a particular column, click and drag the column header to the upper left area of the grid. 

The following screen represents grouping by Customer Name. 

 

More than one column can also be grouped by clicking and dragging the next column header to the section 
above the grid. For example, group by Customer Name and then group by Period, as shown below. 
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Resetting the Grid 
Any formatting will be automatically saved and retained when the module is re-opened. 

You can remove all groupings and reset the Grid to its original format by right-clicking in the grouping display 
area and selecting Clear Grouping. 

 


