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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 EF| 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.

AR Aging Repart. Campany: 0

My Page AR Ay

| Exit Application |
Cefine My Group ltems -==
Minimize the Ribban

il

To customize menu items

1. Select Define My Group Items

Ading Report. Company: 07
by Fage AR Agi
Exit Application
| Define My Group ltems -== |
| Minirmize the Ribhon

]

2. Select from the available items and click Save.

Select My Group ltems

AR AQING
Feconciliation Repor

Cancel Clear Selection

ltems display in the My Group area and are saved to the user login.
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by Fage AR Aging Fecaon:

Exit Application
Define My Group ltems ->> || g8 AR Aging
Minirize the Hibbaon

|| My Group

3. Click Clear Selection to unselect all items in the list and click Save to remove the My Group settings.

EB Select My Group tems

AR Aging
Reconciliation Report

Cancel Save
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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.

ding Report. Compary: 07

My Page AR A

Exit Application
Cefine My Group ltems -==

fdaximize the Ribbhon

]

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

.aE. AR Aning Report. Company: 07
by Fage AR Agi

Exit Application
Define My Graup ltems -==
Minimize the Ribban

il
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S 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.

&. AR Aging Repor. Company: 01 - Plant: 0100 - User: BRARDOR
Wty Page AR Aging Reconciliation Report
J AR Aging Repart |
AR Aging Report
Etf\ Load Customer Aging x Clear Data *;' Invoices Grid *;- Summary Grid | [% Invoices Report [E
= Filter By
(@) From Customer | Ta -
() Reporting Group Code Marne 3
=
1) Salesrep - Pet Care
0 Hasbro #&
0000000z Townsend Manufacturing
& Customer AR Ag ool Sunshine, LLE,
Aged Invoices A ooz Spring Air
J J @ o3 Postage Sub TEST b
X
Mran a calirmn header BEFs Forarnn o Fag FEREFE ol I




V21.1.0200 AR Aging Report ® 9

———

Customer data can be cleared from these fields by selecting the “blank” option.

& AR Aging Report. Company: 01 --- Plant: 0100 --- Uiser. BRANDON

AR Aging

My Page Reconciliation Report

J AR Aging Repark X |

AR Aging Report

'i:fﬁ Load Custarmer Aging x Clear Data | i Invoices Grid "‘;a !

lﬁ Filter By
(@) Fromn Custormer ~| Ta
(") Reporting Group Code Marmne :I
() Salesrep - Fef Care

0 Hasbro #3

Qo00o00z Townsend Manufackuring -
& Customer AR Ag ool Sunshine, LLC, N
J figed Invaices | agin 00< Spring Air

o3 Postage Sub TEST - -

x

Draq a column header RErE To groun by Chat colmmn
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.

& AR Aging Report. Company: 01 - Plant: 0100 - User: BRAKDOR

hly Page
J AR Aging Report |

AR Aging Recaonciliation Report

AR Aging Report

2Y Load Customer Aging x Clear Data ";i Invoices Grid ‘r;i Summary Grid | (= Invoices Report (]

| Filter By
() From Customer Ta
(@) Reporting Group -
() 5alesrep | Reporting Group Code Description
LEAH Leah's Repart Group
TeskGroup Tesk Reporting Group

£& Customer AR Ag TestGroupl

J Aged Invoices @

Drag a column heade

Tesk Reporting Group One
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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.

& AR Aging Repord. Company: 01 --- Plant: 0100 --- Ll=ser:

ity Fage AR Aging Recanciliation Repart
J AR Aging Repaort > |

AR Aging Report

i /2 Load Customer Aging x Clear Data ";il Invoices Grid ‘-;, SUrmary Grid | (= Imvoices Report (=

] Filter By

() From Customer Ta

(") Reporting Group

(@) Salesrep -

Mame | e

Andrea Cox
& Customer AR Ag atbals Fig =

J Aged Invoices || Agin Arian Smith
Billy Long Stockings For real long C5R11

Brian Pichietri
Crag a column headen cja,de

Cormission Rep A
Customer # 3

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.

jing Report. Co 1 --- Plant: 0100 --

My Page AR Aging Reconciliation Report
AR Aging Repaork

‘ AR Aging Report

¥£Y Load Customer Aging x Clear Data ‘—"‘ Inyoices Grid ‘—" Summary Grid | (= Invaices Report (= Summary Report |} Repart Formats

E-] Filter By 7] options

(@) From Custamer ~ | To - || |Aging Date | RefpYpEbE e
(I Reporting Group Age By |4 December » 4 2015 b |
() Salesrep [¥] Load Foll M TWTEFS

zosff]l 2 3 4 s
[#] nclude U 6 7 8 91011 12
- 13 14 15 16 17 18 19
£& Customer AR Aging 20021 22 23 24 25 26

Aged Invoices " Aging Summary || Ireoice Follow up Notes 272823 30E 12

34587859

Drag a column header here ko group by that column Today | | Clear




V21.1.0200 AR Aging Report ® 11

———

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).

My Page AR Aging Reconciliation Report

AR Aging Repark X

‘AR Aging Report

i Load Customer Ading Clear Data 3 Invoices Grid [~ Summary Grid Invoices Repart Summary Report | Report Formats 12| Sel
3 [l [l

7] Filter By (7] Options
(@) From Customer ~ Ta - || Aging Date | 12{12015 -
() Reporting Group Age By Inwvoice Date - Aging
() Salesrep Load Falld Age By
lrdluels Transaction Date

& Customer AR Aging Due Date

Aged Invoices " Aging Summary " Invoice Follow up Mokes

Drag a column header here to group by that colurmn

[T ] I e
Aging Mode

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

Iy Page AR Aging Reconciliation Report

AR Aging Report

|AR Aging Report

Qf\ Load Customer Aging x Clear Data V‘ Invoices Grid V‘ Summary Grid | @] Inwoices Report &] Summary Report ,_; Report Formats ‘ E’a Setup Aging Brackets H Save Motes

[ Filter By 7] Options
(@) From Customer ~ To || |Aging Date | 12f1{2015 M
() Reporting Group Age By Invoice Date - Aging Mode By Date -
() Salesrep [#]Load Falow up Notes Aging Mode
¥]Include Un-Posted Invoices/Receipt:
nclude Un-Posted Invoices/Receipts By Period

& Customer AR Aging

J Aged Invoices ” Aging Summary ” Invoice Fallow up Notes

Drag a calumn header here to group by that column

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.

1--- Plant: 0100 --

My Page AR Aging Reconciliation Report

AR Aging Repark X

AR Aging Report

i /2 Load Customer Aging x Clear Data ‘-'“ Invoices Grid ‘-"‘ Surnmary Grid | (= Invoices Report (54 Summary Report [

7] Filter By | Dptions

(@ From Custamer + To - || |Aging Date |12/1/2015
() Reporting Group Age By Invoice Date
() Salesrep Load Fallow up Notesl
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Load Customer Aging

Select this option after the report criteria has been selected.

by FPage AR Ag

AR Aging Repart >

AR Aging Report

i DY Load Custorner Aging

The grid populates.

- = X
My Page AR Aging Reconciliation Repart
AR Aging Report
i 12) Load Customer Aging x Clear Data | | Invgices Grid | Summary Grig | (& Invoices Report (55 Summary Report |} Report Formats | Setup Aging Brackets | Save Notes -
71 Filter By ["] Options
(©) From Custarmer ~|To ~ || | Aging Date |12/1j2015 -
Reporting Group || Age By Invoice Date - Aging Mode By Date
© 5eesep - Load Fallow up Motes
Include Un-Posted InvoicesjReceipts
£ Customer AR Aging
Aged Invaices || Aging Summary || Inveice Follow up Notes
-
Drag a column header here ko group by that column =
Inwsice Transaction | Invoice Contingency Receipts To In
Customer # ¥ Periad Customer Hame Details Salestep Name Date Total Total Owed - Currency Type Date D.
00 Hasbro-Erian's do nat touch Suspense Claude $0.00 (§877,139.12) USD $0.00
00 STREAMLINE3 Suspense House Account $0.00 (§609,946.89) USD $0.00
00 Gina Cox Company Suspense Andrea Cox $0.00 (§207,629.31) USD $0.00
00 Boulder Outdoor Center Suspense House Account $0.00 (§117,844.04) USD $0.00
00 GINA COMPARY Suspense Andrea Cox $0.00 (369,595.08) USD $0.00
00 Babba Inc. Suspenss House Account $0.00 (360,104.18) USD $0.00
00 Leahs Accounk Suspenss Gabrizlle Allen $0.00 (§50,241.38) USD $0.00
00 Leah Customer 13 Suspenss Leah Yanwynsherghe $0.00 (§34,700.46) USD $0.00
00 Abba Inc. Suspenss House Account $0.00 (§34,213.86) USD $0.00
00 The Perfect Storm Suspenss House Account $0.00 (§28,752.75) USD: $0.00
00 ABC Compan Suspense House Account $0,00 (522,064.80) USD. 40,00
$1,805,092... | $1,205,565,266.43 | | g508,762,20... |+
4 [ 3
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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.

= x
My Page AR Aging Reconciliation Report
g Report %
[AR Aging Report
qu‘ Load Customer Aging x Clear Data | L'ﬁ Invoices Grid ("‘ Summary Grid ‘ @ Invoices Report @ Summary Report _} Report Formats | @ Setup Aging Brackets H Save Notes -
E1 Filter By 7] Options
(@ Fram Customer - To - ||| Aging Dake | 12{1/2015 e
() Reporting Group Age By Invoice Date ~|  AgingMode By Date -
() Salesrep [¥]Load Follow up Motes
nclude Un-Posted Invoices/Receipts
Customer AR Aging
aged Invoices (| Aging Summary || Invoice Follow up otes
-
Drag a column header here ko group by that colamn B

Invsice
Total

Transaction
Date

Contingensy
Type

Customer Name Details Salestep Name Total Omed Curreney

Jobs On Invaice

Rreceipts Ta
Date

Drag & column header here to group by that column

My Page AR Aging Reconciliation Report

AR Aging Report %

R e e e e e e el i e e o el |
> 999959 ($5,850.75) $0.00 40,00 oF $0.00 $0,00 $0.00
| (45,650.75) | $0.00 $0.00| | $0.00| $0.00) $0.00 $0.00 | |
0d Leah Associates Suspense House Account $0.00 ($5,465.00) UsD $0.00
Aging Summary
Lists aging grouped by customer. Drill down capabilities are available by clicking the “+” symbol to the
immediate left of the customer code.
=15 x]

lARAging Report

i 8) Load Customer Aging x Glear Data | (a Invgices Grid s Summary Grid ‘ (5 Invoices Report (55 Summary Repart |4 Report Formats

Setup Aging Brackets | Save Notes

7] Filter By 7] options

(6 From Cuskomer BES - |||Aging Date |12{1/2015 -
(0 Reporting Group AgeBy  [Invoice Date Aging Mode |By Date
O salesrep oad Followr up Nates

nclude Un-Posted Invoices|Recsipts

& Customer AR A

Aged Invaices || Baina Summary! || tnveice Fallow up Mates

Customer
Code

CustomerlD Customer Name Salesrep Name Over 30 Days Over 60 Days Over 90 Days Over 120 Days Unallocated
i 3 [ 0.00 4 [ (45
100023 TEST 1234 $0.00 House Account $0.00 $0.00 $0.00 $0.00 300,00 ($300.00)
2002 Fiscal Year $0.00 House Account $0.00 $0.00 $0.00 $0.00 $9,999.00 ($9,999.00)
50032 Suspense Custamer $0.00 House Account $0.00 $0.00 $0.00 $0.00 $1,000,00 ($1,000.00)
50059 test $0.00 House Account $0.00 $0.00 $0.00 $0.00  $10,000.00 ($10,000.00)
50059 Reeceipt Only Customer $0.00 Gabrielle Allen $0.00 $0.00 $0.00 $0.00 $5,000,00 ($5,000.00)

50341 A Customer with Suspense Orly $0.00 House Account $0.00 $0.00 $0.00 $0.00 $1,000.00 ($1,000.00)
503S Cash Receipt with Debtor $0.00 Leah Yanwynsherghe $0.00 $0.00 $0.00 $0.00 $1,000.00 ($1,000.00)
50748 1305 & Suspense Only $0.00 House Account $0.00 $0.00 $0.00 $0.00 $10,000.00 ($10,000.00)
50751 1310 Postage Escrow Customer $0.00 House Account $0.00 $0.00 $0.00 $0.00 $100.00 ($100.00)

50820 1441 Little Baby $0.00 House Account $0.00 $0.00 $0.00 $0.00 $1,000,00 (41,000,003

s0zz6 AR Display Test Customer $0.00 Leah vanwynsberghe $0.00 $0.00 $0.00 $0.00 $500.00 ($500.00) $1,000,500...

50814 1424 Prepayment Report Test $0.00 Michelle $0.00 $0.00 $0.00 $0.00 $1,000,00 (41,000,003 $1,001,000...

300,00
$109,998.00
$101,000.00

$20,000.00
$15,000.00

$11,000.00
$2,000.00
$110,000.00
$10,100.00

$101,000.00

471,024.76| $10,306.54 | §754,900.77 | §872,205.00) §1,214,600,5... | §10,745,076.65 $1,205,565, 266,43 |
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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 Al 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.

B, AR Aging Report. Company: 01 - Plant: 0100 — User: BRANDON _ X
My Page AR Aging Reconciliation Report

AR fging Repart %
”| AR Aging Report

t@ Load Custamer Aging x Clear Data '-; Invoices Grid -“ Summary Grid ‘ [Ec! Invoices Report [E'c! Summary Report _; Report Formats | L‘lz Setup Aging Brackets H Save Motes -

1 Filter By (-] Options

(@) From Customer - | To - ||| Agng Date |12{1/2015 e
() Reporting Group Age By Invoice Date ~|  AgingMode |By Date -
) salesren Load Follow up Notes
Include Un-Posted Invoices/Receipts

& Customer AR Aging
[ Aged Invoices. | Aging Summary ||| dvoice Follow up Notes |

Customer

Customer Name Fﬂ‘t‘ﬂw Up

Salesrep Name

Draq a column header here to group by that column

Chris Kinkaid
Save Follow Up Notes — »
| |awaska == House Account 7425021 §o6,10022 4§26,
AAAAAA et 1e -~ e Ui s arcnnn wnnerie amecmee

Clear Data

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

ing Report. C i t: 0100 ---

by FPage AR Aging Reconcili:

AR Aging Repart > |

AR Aging Report

E;_'f\ Load Custarmer Ading x Clear Data

Invoices Grid

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

&. AR Aging Report. Company: 01 --- Plant: 0100 --- User: BRARD R

by Fage AR Aging Feconciliation Repart

AR Aging Repart > |

AR Aging Report

tf\ Load Custarmer Ading x Clear Diata *;, [mnices Grid




V21.1.0200 AR Aging Report ® 15

———

Summary Grid

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

&, AR Aging Report. Company: 01 - Flant; 0100 --- User: BRAKNDORM

by Fage AR Aging Feconciliation Repart

AR Aging Repart > |

AR Aging Report

@ Load Custarmer Ading x Clear Diata ‘-;,, [mnices Grid ";-I Summary Grid

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.

& AR Aging Report. Compary: 01 - Plant 0100 — User; BRAMDON

My Page AR Aging Reconciliation Report

AR Aging Repork X

AR Aging Report

: Load Customer Aging Clear Data —3 lnvoices Grid [~ Summary Grid Invoices Report
: & gl

Summary Report

This option allows you to preview and print the data from the Aging Summary grid in a standard report format.

4 AR Aging Report. Company: 01 - Flant: 0100 --- User: BRANDON

My Page AR Aging Reconciliation Repaort

AR Aging Report

‘AR Aging Report

3 Load Customer Aging Clear Data — Invoices Grid 4 Surmmary Grid Invoices Report Summary Report
: i g
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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.
2 Aging Report. Company: 01 --- Plant: 0100 --- User. BRANDOMN
My Page AR Aging Reconciliation Repaort
AR Aging Report >
‘ AR Aging Report

i Y Load Customer Aging x Clear Data N—; Invoices Grid H—; Surmimary Grid | (= Invoices Report (54 Summary Report [} Report 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.

e Aging Report Formats

Manage Aging Report Formats
Select Report Type

Repart Type: [(Seleck)

Repork Tvpe
2 Edit e e [

AR, Summary &ging B
Drag a colul AR Reconcilistion Report

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.
ﬂ Manage Aging Report Formats

= lolxi|

Manage Aging Report Formats

|
Select Report Type
Repoart Type: AR, Detail Aging iv ‘
i 7 Edit @ Create New Format & Delete Format [ Save ]
—
Drag a column header here to group by that colurmn
Report Mame Created By Dt

. . Is
Croated Last Edited Last Edit By Default Motes

[+

AR Aging Detail

i
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2. Highlight a report in the list and click Edit to open the Report Designer window.

Manage Aging Report Formats

Select Report Type
Report Type: AR Detail Aging iv

72 Edit © Create Mew Farmat & Delete Format [ Save
e —

I@

Drag a column header here ko group by that column

Date . . Is
Report Mame Created B Last Edited Last Edit B MNaokes
D v Created v Default
¥ | AR Aging Detail v
- = X
File  Edit Miew Format -
EREN= " N i ) el u =
| o sindiiiniiin i o o 8 e -2 8
Taul Bax. S el el T3 el Al B el B ol T .1 .8 -1 - |ReporkExplarer
Standard Controls 2 =l ReponHeader [one band per report]
€}
Points - =
K Fointer . (+HE PageHeader
A Labd _-AIR Aging Detail Report : B} Groupreader!
[# checkBox . " (HE] petal
Rich Text ReportParameters.Parameterfor] ++= GrovpFoater!
= 1 i CHE] rep
Picture B &
K paueox =) PageHeader [one band per page] HE PageFooter
B ore ([ R e L —_—_—,
B oreble g *Clprerts - - fOwer 30 Days: < - | Over 80 Days| - - iOver 80 Days | - | - Over 120 Cays: | - Suspense; - - 1 |
S Line
= GroupHeaderl
B o | st CistamaRaRal R E e e AP SHFEE
Il Bar Code - E Detai
{3 Zip Code i ¥ & 1 i Thened 5 e | [Perind fPanac J 1 Tézpen || 2 Report Explorer | 5 Fiskd List |
J chart = & Z GroupFooterl Property Grid
[E pivet Grid Sl Paa e o L T e i, [FERoE 1 TS [Suspenas 1 Report -
Sl Page Inf E
G oo 12 RepartFaoter [ane band per reporl &
=
= Pagebresk i [Bartod T 7T T S [ParodE S, [Partods i, [Baodd ] S, [BaradZ i fgpestance ==l
=2 Cross-bandLine ki o - o e Backaround Colo ] Transparent | =
B cross-band Box -~ & |E PageFooter [one band per page] Border Color I ControlText
Border width 1
E Subreport Borders Hone
|+ Font: Arial, 5.25pt
Foreground Colo I ControlText
G m 5 Farmatting Rule {Collection)
""" Formatting Rules {Collection)
(£ Padd nnnan )
468 Dsagingl
% Designer ] Preview G HTML View | rptDetailReport! { Paperkind Letier } Zoorn Factor: 100%

3. Click Create New Format to open the Report Designer window.

Manage Aging Report Fori

Select Report Type

Report Type: AR Detail Aging

: /7 Edit © Create New Format

I—
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The default template opens.

NS
i File Edit View Format -
RR=N= N . 5 b wel
| I | iiin i mkian) senldu ) o 3 B Q100w -
Tool Bax 1 1 1 H 1 3 1 4 1 5 1 [ 1 7 1 i 1 Report Explarer
Standard Contrals % = RepartHeader [one band per repart]
Foint b
K Fointer (/=] PageHeader
A et _. /AIR Aging Detail Report ' (9 GroupHeadert
[¥]  CheckBox " (o H petai
[t} = GroupFootert
Rich Text (S GrovpFoster
= ‘ 51 ron
Ficture B =
feturs Bax = PageHeader [one band per page] (B} PagsFooter
Panel
B rate Birreni; - Over S0Days; o Over 80 Days, - - [Ower G0 Days, | Ower 190 Dayss | Suspenss;
A Line =
E GroupHeadeil
O shape [Eiistomercode] - [C i
i Bar Code: Hle B oo
13 Zio code @ Tl [ TFaied 1§ e g § i i i | Teusgar 7| (2 Report Explover | 5 Field List |
Jh chart =l 2 GroupFooter! Pragerty Grid
[E Fivot Grid sl Padiod Ji TG [Paiadi] [ TSR (Pavdd i} {1 fPaod S (Pt i § (SRR 1 1 Report -
54 Page nfo = A
E' 9 = Il RepartFacter [one band per report] '
= Page treak Sl fPenodt Sl {Penody Somi [Pariad?” i [Barod, i [Paradt” : Appearance =
2= crossbandLine Wk -l i W R Background Colo [ Transparent E
S CrossbandBox = = B PagsFooter [one band per page] ECicecol R W CortrolText
Border Width 1
EI Subreport Borders Maone
] Fenl: Arial, 8,250t
Foreground Colo I CortrolText
a0 = 5 Farmatting Rule  (Collection)
»»»»» Formatting Rules {Collection)
[¥] nnnan b
S8 Dsagingt LL
/| Designer 2] Freview @waiew | rptDetailReport! { Faperkind:Letter ) \ Zoom Factor 100% \

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.
ing Repart Formats - I O I_X

Manage Aging Report Formats

Select Report Type

Repart Type: AR Detail Aging i

i 7 Edit © Create New Format i Delete Format =] Save & I
—

Drag a column header here ta group by that colurmn

Date

Created Last Edited Last Edit By

Maokes

Report Mame Created By De;;ult

[+

AR Aging Detail v

Default formats can be set by selecting the check box in the Is Default column and clicking Save.

Manage Aging Report Formats

Select Report Type
Repart Type: AR Detail Aging i
i 2 Edit © Create New Farmat i Delete Format [&=] Save &

Drag a column header here to group by that column

Is
Default

Date

Created Last Edited Last Edit By

Repart Name Created By Motes

AR Aging Detail v

[+




V21.1.0200 AR Aging Report ® 19

- L —

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.

vy Page AR Aging Reconciliation Report

AR Aging Report %

‘ AR Aging Report

‘ @ Load Customer Aging x Clear Data | L? Invoices Grid l\? Summary Grid | @ Invoices Report @ Summary Report ,_;E Repaort Formats | 12| Setup Aging Brackets

Bracket 1 Marme Days 0L
Bracket 2 Mame |Owver 30 Days Days 60 o
Bracket 3 Mame |Owver 60 Days Days =u
Bracket 4 Mame |Over 90 Days Days 120 o
Bracket 5 Mame |COver 120 Days Days o
Bracket & Marme Days o

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

My Page AR Aging  Reconciliation Report

AR Aging Report %

AR Aging Report

¢ ) Load Customeraging 3 clearData | s mvoices onia |2 SummanyGra | () Invaices Repart () Summary Repont |3 RepartFormats | %] Setup Aging Brackets | Save Note

] Options,
AdingDate | 9/30/2014 - | AgeBy Invaice Date -| AgingMode By Date -
Start Customer ~ | End Customer ~ | [[]Load Follow up Motes: Include Un-Posted Invoices/Receipts

£ Customer AR Aging

#aedTnvoices | aging Summary | Inveice Follow up otes

Drag a colurmn header here to group by that column

Total Owed

Tiansaction | Contingene Invaice
otal To Date Date Amount

Receipls Inveics Discount Qver3d Qversd Over 90 Ower 120
¥ Type Day a a 2

DueDate | Aging Days Current

My Page AR Aging Reconciliation Report

AR Aging Report X

|AR Aging Report

i 2 Load Custamer Aging xC\earData | l"ﬁ Invoices Grid L:‘-;Summaanrld | (= Imvoices Repart (55 Summary Repart | Repart Farmat

[7] Options
Aging Date 9/a0fz014 ~| AgeBy Invoice Date = | Aging Mode By Date
Start Customer - | End Customer - []Load Fallow up Hates Include

& Customer AR Aging

| Aged Invoices " Aaing Summary ” Invaice Follow up Nates

Custormer
Code

Customer Name Salesiep Name Current Cer 30 Days OuerB0 Days | Over Q0 Days Over 120 Days

12345675

[ TrC AL T u L 4 # & s &

~
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Reconciliation Report

B AR A

My Fage AR Aging Reconciliation Report

e Reconciliation Report

(F]

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.

&. AR Ading Report. Company: 01 --- Plant 0100 --- Lizer: BRARDOR

MWy Page AR Ading Recanciliation Repart
J AR Reconciliation Report > | AR Aging Report

AR Reconciliation Report

ij\ Load Reconciliation Report x Clear Data *;i Preview Grid @] FPreview Report ,_; Report Formats

¥ Customer Selection

Start Cuskomer - | End Customer -

i Code | Mame -

E'"ilj Reconcile Bl
(8) Period _ Hashro #8

00000002 Townsend Manufacturing - | Petiod 12
, o1 Sunshine, LLC.
) Dake ooz Spring Air = To /2512014
003 Postage Sub
no4 T &m MNurnber Four - | To 9f25/2014

x
& Reconciliation ,
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Customer data can be cleared from these fields by selecting the “blank” option from thelists.

&. AR Aging Report. Company: 01 - Plant: 0100 --- Liser; BRANDOM

iy Page AR Aging Reconciliation Report
J AR Reconciliation Report | AR Aging Repark

AR Reconciliation Report

tf\ Load Reconciliation Report x Clear Data *;‘ Preview Grid

¥ Customer Selection
Skart Cuskomer oooooo0z - | End Customer
Code Mame S
E“zj Reconcile =|
@ Periad Hasbro #3 n
: 00000002 Townsend Manufacturing
_ ool Sunshine, LLC,
©Date oz Spring &ir
003 Postage Sub
004 1 &m Mumber Four b
b4 = F
& Reconciliation . .

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.

&. AR Aging Report. Company: 01 -

by Fage AR Aging

&R Reconciliation Report %

AR Reconciliation Report

'tf\ Load Reconciliation Report




22 @ EFI PrintStream | User Guide

The Reconciliation Summary grid populates.

- Plant 0100 - U OM - = X
= s x|

Iy Page AR Aging  Reconciliation Report

AR Recondiliation Report %

AR Reconciliation Report

i o) Load Reconcliation Report 9 GlearData ' Preview rid () PreviewReport 3 Report Formats -

o Customer Selection

Start Custamer | End Custamer -
B"zﬁ Reconcile By
©) Period Year 2014 - | Petind g -
Cbate Invaice Date From | 9jLi2014 - Ta 10/1f2014 -
Feeceipts Dake From |3/1/2014 </ o 10f1j2014 -
Iy il Summary - Expand row to view Customer Detail
Customar Beginning Total Total Total Gross End Aging E
Account # Customerhame Aging Amount Invoice Receipt Tetal Dizeount Prapayments Amount Amount Het Amount Contingency Level =]
» 50 0o
ER:) Sunshine, LLC. 2,663.34 0.00 0.00 0.00 o0 000 2,653.34 2,683.34 0,00
00z Spring ir 97166 0.00 0.00 0.00 0.00 0.00 97166 97166 0.00
004 T Am Mumber Four 46,591.04 0.00 0.00 0.00 0.0 0.00 46,591.04 46,591.04 0.00
@ 00 Green's Thumb -9,000,00 0.00 0.00 0.00 0.0 000 -6,000.00 -5,000,00 0,00 STRONG
0200 ABC Company 1L,367,541.77  S1,897.33 0.00 0.00 0.00 0.00 1,419,439.10  1,419,439.10 0.00
@ 06-10-64  STREAMLINE MARKETING 2,015.00 000 0.0 0.00 000 000 201500 2,015.00 0.00
@1 KAISER. 532,00 0.00 0.00 0.00 o0 0.00 532,00 532,00 0,00
100 The Perfect Storm LISLTITT 6A14.23 .00 .00 o0 0.00 1,956,551.30  1,955,551.30 0.00
1000 DEMO CUSTL 1,294.15 0.00 0.00 0.00 0.0 0.00 1,294.15 1,294.15 0.00
100023 TEST 1234 -300.00 0.00 0.00 0.00 0.0 0.00 -300.00 -300.00 0.00
@ 101 Ice Breskers -9,500.00 0.00 0.00 0.00 o0 000 -9,500.00 -5,500,00 0,00
1234 Flowers RiUs 42,463.98 0.00 0.00 0.00 0.00 000 42,463.39 42,463.39 0.00
1,200,393,042.91 || 62,855.80 0.00 0.00 0.00 0.0 1,200,455,...|| 1,200,455,89... 0.00 L

Clear Data

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

i&, AR Aging Report. Company: 01 - Flant: 0100 --- User

My Fage AR Aging FRecaonciliation

AR Reconciliation Repark > |

AR Reconciliation Report

@ Load Reconciliation Report x Clear Data

Preview Grid

This option allows you to preview and print the data exactly as shown in the grid.

i&, AR Aging Report. Company: 01 - Plant: 0100 - User: BRANDOR

My Page AR Aging Reconciliation Report

AR Reconciliation Report * |

AR Reconciliation Report

@ Load Reconciliation Report x Clear Data ";i Preview Grid




V21.1.0200 AR Aging Report ® 23

———

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.

i&, AR Aging Report. Company: 01 - Plant: 0100 - User: BRANDORN

by Page AR Aging Feconciliation Report

AR Reconciliation Report * |

AR Reconciliation Report

tﬁ Load Reconciliation Report x Clear Data ‘-;, P reviesn Grid [% Preview Feport

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.

& AR Aging Report. Company: 01 - Plant: 0100 - User: BRANDON

Iy Page AR Aging Reconciliation Report

AR Reconciliation Report |

AR Reconciliation Report

@ Load Reconciliation Report x Clear Data “;i Preview Grid @ Freview Report ,__% Repaott Formats
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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.

[ Options

|#] Date Range
Qut of balance only (effective when filtering by period ran

From |9}1,f2012

v| ‘ g | | 2012 | (@) Report by Period Range

|| Customers with transactions in the selected date range on

(") Report By Date Range

v (omme o[ o | [ wn |

£ Customer Selection (Leave blank for all)

Customer # |(Se|Ect} -| Customer Name ‘(Select}

Suspense Audit

Drag a column header here to group by that column

" Fostage Postage Fostage Balance end of
Customer # Customer Mame Opening Balance Received Postage Biled Earmarked Refurds Period

3 |@ aDvO1 Advertising, Inc 3,100.00 3,100.00

ALTGRO1 Alta Graphics 0.00 5,000.00 0.00 5,000.00 0.00 0.00

BASEDO1 Basic Education Coalation 0.00 7,200.00 0.00 0.00 2,200.00 5,000.00

BEAFUO1 Beach Furniture 0.00 0.00 0.00 0.00 0.00 0.00

BECMOO1 Becker Moving 0.00 ©,000.00 0.00 0.00 1,000.00 5,000.00

|=F] Date Range [ Options

From |g,r1,r2012 - | | g | | 2012 | (@) Report by Period Range 0Out of balance only (effective when filtering b
(@) | Customers with transactions in the selected dz
To |].2,|’31J'2012 . | | 12 | | 012 | (_)Report By Date Range 2

& Customer Selection (Leave blank for all)

Customer # |(Se|ect) v| Customer Name |(Se|ect)

Balance Audit || Suspense Audit

J Balance Detail |

Drag a column header here to group by that column

x Date Type Reference Job # Receipt # Invoice # Batch # Amount Balance

3
10/23/2012  Deposit Check 432 21023 0 33 3,000,00 3,000.00
12132012 Deposit Checks 4547 21029 0 122 100.00 3,100.00
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Clicking the magnifying glass enlarges the previously expanded record.

0.00

Drag a column header here to group by that column
a| pate ‘ Type ‘ Reference ‘ Job & ‘ Receipt & ‘ Invoice & ‘ Batch = \ Amaunt ‘ Balance \
Il Opening o 0.00 0,00
L 10/23/2012  Deposit Chedks 432 21023 0 33 3,000.00 3,000.00
12/19/2012  Deposit Chedkz 4547 21029 0 122 100.00 3,100.00
|F] Date Range [ Options
Fr ‘g,rﬂzmz - ‘ | g | | 2012 | (@ Report by Period Range Out of balance only (effective when filtering by,
o ‘12131,12012 - | 2 | | 2012 | ()Report By Date Range Customers with ransactions in the selected dat

& Customer Selection (Leave blank for all)

- | Customer Name | (Select)

Customer # | (Select)

Balance Audit | Suspense Audit

J Balance Detail |
Drag a column header here to group by that column
» Date Type Reference Job # Receipt # Invoice % Batch # Amount Balance
>
10/23/2012  Deposit Check# 432 21023 0 33 3,000.00 3,000.00
12/19/2012  Deposit Check# 4547 21029 ) 122 100.00 3,100.00

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.

o, conpory 1P v
Refunds ~ Postage Checks ~ Usage  Report Formats ~ F

My Page Postage Display ~ CustomerReporis  Receipis

Postage Inventory Report X

Postage Inventory Report

Load Data 2 Preview Summary Report % Preview Detail Report [7] Preview Grid.

() Inventory # Selection (Leave Blank for All)

Tnventory (select) -

Type [

Job Alocation Required | Il
| currency

Chargeable

] Postage Inventory Options.

) Date Range
Starting Date |10/1/2012 -| Inventory Currency |USA -

TransactionType | Al -

13312012 -|

Ending Date

[=] Postage Inventory

Drag a column header here to group by that column

End Balance

Usage Adjustments | Spoilage Adjustments

Beginning Balance

Streamiine Solutions 0000  4,600.00 0,000 0.000 0.000 0,000 4,600.00
Streamine Solutions 14,000.000  12,000.00 0.000 0.000 -12,000.000 0.000 14,000.00
0.000 -13,000.000 0.000 69,577.77

Streamline Solutions 11,000,000 78,400.00 6,822,230
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To add a column, right-click any header and select Column Chooser.

e e —
wentory Options
-

Al M
= Al M

. Usage Spoilage |
Usage Spoilage
= B Adjustment | Adjustment 4] Sort Ascending

5,822,230

0,000 0.000 0.000 0.000
0.000 0.000 0.000 0.000
5,822230” U.[]CIU” -ZE,CIUU.UU[]H CI‘CI[]CI”

0.000 Sort Descending
000 m Clear Sorting

= Group By This Column

Group By Box
&0 Column Chooser
=] BestFit

7 Filter Editor

Best Fit (all columns)

—————

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.

Customization

(=]

Description

InventorySummaryID
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Sorting and Grouping
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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.

My Page Postage Display Customer Reports Receipts Refunds Postage Checks Usage Report Formats Postmaster Post
Postage Inventory Report >
| Postage Inventory Report
| Load Data 2 Preview Summary Report 4 Preview Detail Report [F] Preview Grid
() Inventory # Selection (Leave Blank for All)
Inventory # [(select) N Activity Code
Type Activity Description
Job Allocation Required | Statement Permit #
Chargeable | currency Balance
|7 Date Range [7] Postage Inventory Options
Starting Date 10/1/2012 . Inventory Currency |USA -]
Inventory Type All -
Ending Date 12/31/2012 = § -
Transaction Type | All M
[=] Postage Inventory
Drag a column header here to group by that column
Inventory [ Beginning Usage Spoilage
# Es‘us:;‘) Description el Purchases | Job Usage Spoilage ey eentil AdsistaaE End Balance
an
¥ M200 (Mon blanks) solutions 14,000.000 12,000.00 0.000| -12,000.000 14,000.00
P1000  |M200 clutions 11,000.000 78,400.00 -6,822,.230 0.000 -13,000.000 0.000 68,577.77
prAKE |P1000 olutions 0.000 0.00 0.000 0.000 0.000 0.000 0.00
— PFAKE
546 s46 olutions 0.000 4,600.00 0.000 0.000 0.000 0.000 4,600.00

Right-click a column header to display a listing of additional sorting and filtering options.

Activity Description
Statement Permit #
Currency Balance
jventory Options
oy |USA -
All -
ool -
Usage Spoilage L_Jsage 5F’°"39e End Balg ‘
Adjustment | Adjustment 4] Sort Ascending
F,322.230 0,000  -13,000.000 0.000 Sort Descending
0.000 0.000 0.000 0.000
0.000 0.000 0.000 0.000 ‘= Group By This Colurn
Group By Box
&5 Column Chooser
= BestFit
5 Filter Editor
Best Fit (all columns)
,822.230 | 0.000)| -25,000.000 || 0.000 ) T
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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.

My Pags

=lotx]
| A% Load Cusiomaragng o) Ciesr Data | oy ivoicea gy Germmany Ond | (o) imokws Fremed [ Summan Regot  Manage PrporiFomaty | | 7T} et Ageg Brackats | Sae Hois
T —— 1
| ARt Aging Report |
| Dy =
| dgrgbete 1S | by Ttnie Dt - g By Da

B Clstiies = e S - Lot Pl L B

L Y —— - 4
| gt ircen | kg Ty | b P g ks |

I -
0 i

e & e 35 | Dl

| b | o

Chai
aw

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.

&, AR Aging Report. Company: 01 --- Plant: 0

My Page

i <% Load CustomerAging (2 ClearD

AR Aging Report
(] Options

AgingDate 114272012

Start Customer

& Customer AR Aging

J_Aged Invoices | Aging Summary | Invoice Folf

Customer Name a

————— | Period &

Invoice

Customer# Details

> Customer Name: 09 Inc $7.30

(#) Customer Name: 1002 Inc $364.08

rnl C

21 PPV CArIE S 9
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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.

30 Load Customer Aging F:f\ Clear Data *;‘. Invaices Gric

AR Aging Report

-] Options
Aging Date 11f27/2012 = | Age By 1
Skart Custamer = End Customer

£ Customer AR Aging

J aged Invaoices || Aging Summary " Irveoice Follows up Motes

Customer Mame »

—

=] Full Expand
= Full Collapse

Feriod &

Customer # '““;"’e Det: I ouping

[+ muekornee Blarnes A072 Tre dd 00



