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Introduction 

Overview 
The Accounts Receivable Module Reference Guide contains information on the following Accounts Receivable 
programs: AR Invoice Entry, Cash Receipts, AR Customer Collection, AR Display, AR Reporter, AR Cross 
Reference, and the AR Database Builder. 

 

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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Accounts Receivable Invoicing Entry 
The AR Invoicing Entry program allows the user to create miscellaneous (non job related) invoices and standard 
(job related) invoices. It can further accommodate invoicing for those companies who are running several 
companies in PrintStream, which we refer to as Multi-Company. The following documentation for the AR 
Invoicing Entry program will refer to those companies who are not operating on a multi-company database. 

Creating an AR Invoice Batch 
A Batch is a group of transactions. Batching allows PrintStream to post transactions in a group to the General 
Ledger with one number instead of each invoice or cash receipt posting individually. 

To create a batch of invoices in AR Invoice Entry 

1. Select the new batch icon (red book), or select Batch from the task bar along the top of your screen 
and then select New Batch. 

 As an alternative, you can also right-click in the white field under the Active Batches tab and select 
New Batch from the menu. 

IMPORTANT The date of your batch determines the period the batch of invoices or cash receipts will 
post to the General Ledger. It is recommended all invoices or receipts in the batch are 
dated within the same period as the batch date to prevent complications when 
balancing the AR Aging report to the General Ledger. 

  

2. Verify the Batch date is correct. 

3. You may also enter a brief Description (up to 20 alpha/numeric characters) identifying the batch being 
created to aid in tracking the batch when multiple batches are open. 

4. Click Finish. 
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5. After clicking Finish, the above confirmation opens. Verify the batch date and the period the batch will 
be created in and click Yes if correct. 

To begin adding invoices to the batch highlight the batch 

1. Right-click and select New Single Job Invoice or click the paper icon on the tool bar at the top of the 
screen. 

 You can also select Batch on the task bar at the top of your screen, and then select New Single Job 
Invoice. 

  

2. Visible at the bottom of the screen is the batch number, the batch date, the total number of invoices in 
the batch, and the total dollar value of the batch. 
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Miscellaneous Invoicing 
Use this feature for charges that are not job related, the sale of an asset, permit fees, startup balances, etc. Any 
invoice to a customer where there is not a job number present will default to the PrintStream miscellaneous job 
number 999999, and it will be recognized as a miscellaneous invoice. 

To perform miscellaneous invoicing 

1. After selecting the correct batch and the New Single Job Invoice option from the menu, choose 
Miscellaneous for the invoice type. 

2. Enter the customer account number or use the up/down arrow keys on the keyboard to select the 
customer. The job number will automatically default to 999999, the PrintStream miscellaneous job 
number. All miscellaneous invoices are Final invoices. 

3. Click Finish when done. 

  

4. Select the Lines tab, right-click in the gray, blank area, and select Add Line. 

5. Fill in the quantity, the description, and the rate, and then select the tax code. 

 To move from column to column in the grid, press the Enter key or use the left/right arrow keys on the 
keyboard. To move from the Services field, press the CTRL key and left/right arrow key. 
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6. You can continue to add and format lines within an invoice. Place your cursor on the line, right-click and 
a list of options will display. 

  

LINE FORMAT DESCRIPTIONS 

Move Line Up – The line selected will move up one line. 

Move Line Down – The line selected will move down one line. 

Add Line – One line will be added, and it will display as the last line on the invoice.  

Add Multiple Lines –After entering the number of lines to add the lines will display below all existing 
invoice lines. 

Insert Line– A line will be inserted where the cursor is placed. 

Insert Multiple Lines – A specified number of lines will be inserted where the cursor is placed.  

Duplicate Line – The line selected will copy itself to a line directly below it. 

Delete Line – The line selected will be removed. 

Delete Selected Lines – Use Ctrl+Shift+click to highlight the lines you want to delete. 

Delete All Invoice Lines – All lines on the invoice will be removed. 

Add Freight Line – A line allocated to the GL account referenced as Freight Revenue in Control 
Accounts will be added as the last line on the invoice.  

Insert Freight Line – A line allocated to the GL account referenced as Freight Revenue in Control 
Accounts will be inserted where the cursor is placed. 

Edit Line Allocations – This option allows you to view and or change the GL allocation displayed. To 
change the GL allocation, you can either manually type the correct GL account in the Account # field or, 
with the cursor on the Account # field, you may use the +/- keys on the numeric keypad on your 
keyboard to select from the GL account numbers available based on the selected branch and 
department. Make the changes and select Save and Close.  

7. When you have completed adding and making changes to the invoice, select Save. 

Note A Salesrep will not appear on miscellaneous invoices. Sales and Commission reports have the 
option to exclude these miscellaneous invoices, because there is no salesrep assigned. 

 Adding or Inserting a Freight Line will not be included in the net sale total in AR reports. 

 Each of the tabs listed at the top of the screen allows changes to be made in different areas of the 
invoice, which will be further defined in the Job Invoicing section of this document. 

 Visible at the bottom of the screen is the invoice number of the invoice displayed along with the invoice 
date, the invoice dollar amount, the balance of the invoice less any payments applied to it, the 
customer’s account number and the miscellaneous job number. 
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Job Invoicing 

To create a job related invoice 

1. Highlight the batch you want to add the invoice to, right-click the batch number, and select New Single 
Job Invoice. 

2. Select the Standard (job) Invoice option and enter the job number to be invoiced. 

3. Click Finish. 

  

External Entire System: Suggested option for single or multi-company. Invoice generates for all 
processes on the job from all companies. 

External Company Part: Option for multi-company invoicing. Invoice generates to the external 
customer with ONLY that company’s processes. 

Internal Company Part: Option for multi company users only. Invoice generates to the internal 
customer with ONLY that company’s processes. JobMark cannot be set to External Bill for this job to 
have this option available. 

Invoice Status Partial/Final: Indicates whether the invoice being created is a partial billing for the job 
or if it is a final billing for the job. Partial billing leaves a job “open” in production to further job costs, 
inventory pulls, postage usage, etc. When a job has been final invoiced, PrintStream understands the 
job has been completed in full and no further production additions/changes can be made to the job. 
Therefore, only an Adjustment invoice can be created thereafter. 
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Currency, Job Rate and Period Rate: Display for multicurrency users. This grid will reflect the 
currency calculated for the job, the currency exchange rate at the job level and the currency exchange 
rate for the period the AR invoice batch is created in. 

Job Exchange Rate: Option for multicurrency users only. This option will calculate the services using 
the exchange rate captured at the job level. Postage is required to be invoiced separately from services. 

Use Accounting Period Exchange Rate (Postage Billed Separately): Option for multicurrency users 
only. This option will calculate the services using the exchange rate defined for the period the AR 
invoice batch is created in. Postage is required to be invoiced separately from services. 

Automatically Generate Invoice: You have the option of generating the invoice by Estimate, which will 
look to what was selected on the quote/job in the Mail Estimating or Print Estimating program. You can 
also generate the invoice based on Actual (actual timesheet/shopfloor entries logged, actual materials 
used, etc., which we do not recommend selecting), or generate the invoice based on the Prebill, which 
could have been generated by a Salesrep or a CSR prior to creating the invoice. 

Copy Invoice: Please refer to the Copy AR Invoice procedure within this handbook for further 
instructions on this feature. 

Use Client Language: This option will automatically default, however, you can deselect if you choose. 
If selected, PrintStream will use the process description designated as client rather than internal 
description. Add Modifiers Description: If Modifiers are associated to any processes on the job, the 
modifiers will also print on the invoice. 

Charge Freight from Shipping: This is an optional feature and requires assistance from your 
Accounting Support contact to enable. If activated, the shipping charges captured in the Shipping 
module for the job will automatically pull onto the AR invoice generated for the job. Please refer to the 
Shipping document for additional information concerning this feature. 

Auto-Itemize: Lastly, you can auto-itemize the invoice with prices, which will list the various line items 
to be billed on the invoice with their individual line prices, or you can auto-itemize without prices. This 
option will list the various line items being billed on the invoice without their individual prices, and 
indicate the grand total on the description line of the invoice. If you uncheck the Auto-Itemize box, the 
invoice will generate the total dollar amount and 1 line description based on the job title. 

4. To make changes to any line items, right-click for all options. Add as many line items as necessary to 
complete the invoice. More detail on changing or adding line items can be found in the Line Item Entry 
section of this guide. 

5. To move from column to column in the grid, press the Enter key or use the arrow keys on the keyboard.  

6. To complete the invoice, select the Save button. To add another invoice to the batch, click the batch 
number in the Active Batches tab and then right-click and select the New Single Job Invoice option. 

Note Using the Billing Worksheet to analyze and approve estimated to actual variances is a great 
pre-invoicing tool. We recommend generating the Billing Worksheet prior to billing to ensure all 
costs incurred during the completion of the job are being billed accurately when invoicing the 
job. 
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Creating an Invoice 

Line Item Entry 

You may add, insert, copy, move, or delete lines within an invoice. 

To edit any line items 

The invoice number in the tree must be selected and not the job number. 

 

1. Place your cursor on an invoice line and right-click. A list of options will display. 

 Adding a line or adding a freight line will insert a line at the bottom of the invoice, whereas inserting a 
line or inserting a freight line will insert a line above the line item your cursor is placed. 

2. When you have completed adding and making changes to the invoice, select Save. 

Adding or inserting a line automatically allocates the line to the default revenue account, as defined in Control 
Accounts. 

To change this credit entry 

1. From the Lines tab place your cursor on the line item and right-click and then select Edit Line 
Allocations. 

2. You can either manually type the correct GL account in the Account # field or, with the cursor on the 
Account # field, you may use the +/- keys on the numeric keypad on your keyboard to select from the 
GL account numbers available based on the selected branch and department. 

3. Make the changes and select Save and Close.  

To move a line 

 Click the line and then right-click and select Move Line Up or Move Line Down. 

To delete a line 

 Click the line and then right-click and select Delete Line. 

Freight Charges: It is important to designate a charge as freight by using the special add/insert options, 
because this ensures the freight amount will be broken out separately on reports such as the Invoices By 
Date Report and Sales Commission reports. 

To add a freight line 

 Right-click any line and select Add Freight Line. The line will be added after the last line of the bill. 
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To insert a freight line 

 Click any line and then right-click and select Insert Freight Line for Above Job. This will add a freight 
line above the line you selected. The special “break out” of freight charges is based on any charge to 
the Control Account for Default Freight Revenue – lines added/inserted using this special freight option 
automatically credit this account. Any other allocation to this freight revenue control account hidden in a 
‘normal’ line will also break out on reports as freight. 

 

Note Display columns appear in yellow; entry columns appear in white. 

Group: Imploding activities, also known as grouping, allows items that may be detailed for production 
purposes to be strung together for invoicing purposes. Items to be grouped together should have the 
same unit of measure. Overall, grouping will add lines together on one line separating the combined 
descriptions with a comma, the GL allocations will remain broken out across the original GL revenue 
accounts and sales tax will be calculated based on the sales tax code referenced on the first line 
selected in the grouping. This feature is also found in the Sales Prebill program. Additional information 
for this feature can be found later in this document. 

Job #: Displays the job number the invoice was created for. For multi invoice users, multiple job 
numbers will be listed in this column. 

Qty: The quantity for each line item will display, which comes from the estimate/job and it can be 
changed. This field will accept whole numbers or quantities with decimals. Headings, subtotals and 
extended lines will have a zero quantity, which will not print. 

Hot Key: Hot keys give the PrintStream user the ability to define a list of service/product descriptions 
that can be accessed and filled in quickly from the invoicing and Sales Prebill line items. By use of the 
hot keys defined in the master list, the description in the invoice line can be populated saving 
keystrokes. Additional information about feature can be found later in this document. 

Services: A description of services or a title for the heading. Each description is 150 characters long. 

Setup and Minimum Charges: Setups and minimums, as defined in the Mail Estimate, will display and 
can be entered, and will not appear in the rate column.  

Rate: The cost for the services. Zero will display for Headings, Subtotal and Extended lines. 

Per: The Per column has the capability of having the line item priced at one of the following: None, M 
per 1000, C per 100 or @each. The Per column can also be a Heading, Extended line or Subtotal. A 
Heading line will appear in bold with no line extensions. An Extended line is used for a detailed text 
explanation and also appears with no line extensions. A line defined as Subtotal will appear italicized 
and will subtotal all lines since the previous Subtotal line. 

Avg. Unit Price: An average price of each item, including set up, for each line. This will not print. 

Subtotal: A subtotal of the line item. 
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Tax Code: Tax code defined in the Master Files Customer & applied if the activity is set to taxable. 

Tax Percent: The tax percent defined in the Master Files Customer associated with the tax code. 

Tax Amt: The calculation of the tax percent and the line subtotal will display. This amount can be 
altered. 

Total Amount: The subtotal and tax amount will display. 

Activity Code: The activity code associated with the process being billed will display. 

Balance Postage 

Balancing postage is required for all final invoices with postage earmarked or postage usage. 

To balance postage 

1. Click the Balance Postage tab. 

 The Balance Postage tab will have a red octagon symbol with a line through it indicating postage has 
not yet been balanced on this invoice. The postage must be balanced on a final AR invoice in order to 
post the batch. The postage does not have to be balanced on a partial AR invoice in order to post the 
batch.  

  

2. Reading down the left side of the above screen and then to the right side, an explanation of each field is 
described below: 

 Total Deposits for Job: The total postage deposits received/earmarked to this job. 

 Prior Billed Deposits: The postage earmarked amount that has been previously billed for this job. 

 Unbilled Deposits for Job: Postage deposit amount that has not yet been billed. 

 Postage Suspense: Postage advance or pre-payment money that has not been earmarked to jobs. A 
customer maintains a postage suspense balance if their postage deposit exceeded the actual postage 
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usage and the overpayment was not credited to the services on an AR invoice or refunded to the 
customer. 

 Total Usage for Job: The total postage usage logged to the job. 

 Prior Billed Usage: Postage usage that was billed on a partial invoice prior to creating this invoice. 

 Unbilled Usage for Job: Usage that has not yet been billed. 

 Deposits on this Invoice: The amount to be applied on this invoice for Unbilled Deposits for Job will be 
entered in this field. 

 Customer Suspense: The amount to be applied on this invoice from the customer’s postage suspense 
account will be entered in this field. 

 Usage on this Invoice: If the job is being partially invoiced, the user will click the Select Usage Trans 
button and then select the postage usage transactions to be billed on the invoice by placing a check 
mark in the gray box to the far left of each usage transaction. The total amount of the usages selected 
will display in the gray field below the Select Usage Trans button. To deselect a postage usage 
transaction, remove the check mark by clicking in the gray box provided. If the job is being final AR 
invoiced, this button will be grayed out as PrintStream requires all postage to be balanced on a final 
invoice. 

 Bill or credit on this Invoice: The net amount of Deposits on this Invoice plus Customer Suspense 
plus/minus usage on this invoice will display in this field. If the postage usage is > deposits plus 
suspense, the customer will be invoiced for the difference. If the postage deposits plus postage 
suspense is > the postage usage, the user will have the option to apply the difference to services, issue 
a customer refund check or return the difference to the customer’s postage suspense account. 

3. On a final AR invoice, all usages are automatically selected when the user balances postage. On a 
partial AR invoice, you have the option of selecting which usages you would like to bill for on the 
invoice. To do so, select the Select Usage Trans button. The window below will open. Select the 
postage usage transactions to be billed on the invoice by placing a check mark in the gray box to the far 
left of the line item. 

4. Click OK when finished. 
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 The total amount of the postage usages selected will display in the Usage on this Invoice field. 

  

5. Click the OK button in the lower right hand corner to balance the postage. 

6. If the deposits plus postage suspense money used in balancing the postage is greater than the postage 
usage, you will be asked Apply Postage Credit to Services on Invoice? If Yes is selected, the difference 
will be deducted from the services billed on the AR invoice. If No is selected, you will then be asked 
Issue refund check to customer? If Yes is selected, a request will automatically be created in the 
Postage Entry/Customer Postage Refund program. If No is selected, the difference will automatically be 
returned to the customer’s postage suspense account. 

  

  

Note In the event additional/less postage usage or postage advance money must be logged to the 
job after the postage has been balanced on a final AR invoice, you must 1) change the invoice 
status to Partial, 2) make the necessary postage adjustment(s) to the job in the applicable 
program(s), 3) reopen the AR invoice for the job and rebalance the postage on the invoice. 
You may change the invoice status back to Final, if desired, before balancing. 
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Bill To/Ship To 

The Bill To/Ship To tab will allow alterations to either the Billing or Shipping address by manually keying the 
information in the address fields or by clicking the Bill To or Ship To buttons and selecting from the addresses 
that display. The addresses that display are setup in the Master Files Customer program in Addresses. 

To change the Bill To or Ship To address in the Bill To/Ship To screen 

1. Click either the Bill To or Ship to button. 

 A window displaying the additional addresses defined for the customer in Master File Customer will 
display. 

2. Double-click the address you want referenced on the invoice. 
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Note To work within this tab, the appropriate invoice number listed under the batch number must be 
highlighted. 

 The Bill To and Ship To address selected when the estimate/job was created will display under this tab. 

Miscellaneous Tab 

Tax Id: The Miscellaneous tab provides an area for the customer’s tax information, which will pull from the 
information stored in Master Files Customer, and print on the invoice. 

Add’l Tax: This field is used for states with gross tax calculations. 

Cust Order #: The customer’s purchase order number will display in this field if it was inserted at the time of 
order entry. Otherwise, the purchase order number can be manually inserted into this field and it will print on the 
invoice.  

Salesrep: The Salesrep indicated on the estimate/job will pull through to the Salesrep field; however, it can be 
changed if needed. The estimate/job may have one salesrep and the invoice may have another salesrep. The 
salesrep referenced will print on the invoice. 

Customer’s Time Stamped Notes: Customer Time Stamped Notes can be entered at the AR Invoicing level. 
These notes will show behind the Notes tab of AR Invoicing as well as in the Master Files Customer 
program/Time Stamped Notes button. 

Status: The status of the invoice can be changed from Final to Partial and back again if additional costs need to 
be added.  

You can also change the status of an invoice that has been “Dummy Invoiced” from Final to Partial. All GL 
transactions to WIP and the expense will be removed. Additional information on undoing a Dummy Invoice can 
be found later in this document. 

Transaction Date, Invoice Date: The Transaction date indicates the date of the batch that holds the invoice. 
This date determines the period the batch of invoices will get posted to in the General Ledger. The Invoice Date 
is the date that will appear on the invoice. The invoice date does not have to be in the same period as the 
batch/transaction date. Many reports, such as the Accounts Receivable Aging Report, will offer the option to age 
the invoice based on transaction date or invoice date.  

Reference: The reference box is for reference only and does not display or print anywhere.  

Commission: The commission box in the Miscellaneous tab is used in conjunction with the Commission by 
Salesrep Report in AR Reporter as described in the Procedures section of this document. This method allows 
commission to be calculated manually offline and then entered in this field.  
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Terms: The standard terms, as defined in the Master Files Customer, appear in the Terms field and can be 
overridden if necessary. Changing the terms will automatically change the Due Date as well. 

Due Date: The invoice due date is calculated based on the terms, but can be changed if needed. 

 

Dummy Invoice 

The Dummy Invoice feature is described in further detail in the Procedures section of this handbook. The 
following description and illustration will provide an overview only. Each purchase order receipt is dummied 
individually.  
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You can access the Dummy Invoice tab from the job level of the invoice. Open the purchase order by clicking 
the ‘+’ sign, then double-click the receipt, which will open a display box titled Edit Dummy Invoice as shown 
below. The purchase order receipt dollar amount can be changed and then accepted by clicking OK. The vendor 
may be called at this point to get an exact dollar amount. 
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Deposits 

If a dollar sign appears on this tab, it indicates the availability of AR Suspense for this customer. An unapplied 
Accounts Receivable deposit can be applied to an invoice at the invoicing stage, and it will show as “less 
deposit” on the customer’s invoice. This works especially well when a deposit is received on a job before the 
work begins. 

To apply the unapplied deposit at the invoicing stage 

1. Click the Deposits tab and double-click the check number to the unapplied deposit. 

 An Apply Deposit box opens. 

2. Select the payment date based on the following criteria: (THIS IS VERY IMPORTANT FOR YOUR 
AGING REPORT.) 

 If the receipt is dated earlier than the invoice, apply the money based on the invoice date.  

 If the invoice is dated earlier than the receipt date, apply the money based on the receipt date. 

 PrintStream will default to the later of the two dates; however, if the user attempts to change the date, 
the following warning message will display: 

  

 If the wrong option is selected, your Accounts Receivable Aging Report will not balance to your General 
Ledger for the period you are working in. 

 It is not recommended that a deposit be applied for more than the actual invoice, thus creating a credit 
invoice. Instead, only apply the total amount of the invoice to net it to zero, and then follow the 
instructions in the Procedures section of this handbook on how to issue a refund check. Or, leave the 
balance of the unapplied receipt in AR suspense for this customer to be used at a later date. 



24  EFI PrintStream | User Guide 

 
 

 

  

Note The Deposits tab will be flagged with a dollar sign if there are any unapplied deposits for the 
customer. The date for application defaults to the invoice date. 

Notes 

Customer Credit Notes can be added through the Master Files Customer program to appear every time an 
invoice is prepared for the customer. Billing notes for a specific job can be added at the Sales Prebill Entry stage 
to remind the person preparing the invoice of any special circumstances related to this customer or this job. The 
Notes tab will be flagged with a notepad if there are any notes to review. 

 

Note The notes that display are for internal reference only. They will not print on the customer’s invoice. 
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Allocations 

The General Ledger allocations for this invoice can be reviewed in the Allocations tab. It is good practice to 
review this tab with each invoice to make sure the invoice is in balance and that the correct General Ledger 
accounts are getting charged. Make any necessary allocation changes through the Lines tab. 

 

Under the Options menu, a user can select View Detailed Allocations. This is set for the workstation when you 
open the AR Invoice Entry program. If checked, it displays EVERY allocation for the batch or invoice. In the 
Preview Batch Posting, View Batch Posting and Allocations tab, you can re-sort by account, invoice#, amount, 
etc. If the detail is set when posting to the General Ledger, the detail will carry through to the GL. If you prefer to 
see this information in summary form in the GL, make sure the option for detailed allocations is not selected prior 
to posting the batch. 
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Preview 

The invoice can be viewed using the Preview tab, and the invoice can be printed from the Preview tab as well. 
To preview the invoice, the invoice line transaction in the tree must be highlighted. To change the size of the 
invoice in the preview window, select the drop-down arrow where the percentage is displayed. 

 

Note You can set the AR Invoicing Entry program to print the required number of invoice copies in the Master 
File Reports program/Master File Reports/Setup Printout Copies by assigning a title to each copy, 
defined by the user. The invoice description will print in the upper right hand corner of the invoice (AR 
Copy, File Copy, etc.) 

You can change the invoice layout by going to Options/Invoice Format in the invoicing program. Select from 
using with/without a logo, with/without a postage box and with/without a ship to address. This is a global setting 
which affects all invoice printing system-wide. 
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Preview Using Postage Box 

The Postage Box, defined as report #1600 (defined in Master Files Reports), will display if this option is selected 
as the invoice format. This option can be selected by selecting Options on the task bar, Invoice Format and 
then selecting the Invoice Format with Postage Box check box. You will also select, in the drop-down box 
provided, an invoice format. This box is designed to show the postage calculation for the job being invoiced. It 
will list the prepayments plus suspense, minus the usage to yield the postage “total balance” for the job. The 
postage box will not provide an overall summary of the customer’s postage account; it will only provide a recap of 
the postage transactions for the job being invoiced. 

 

Notes The eight lines of text required for report #1600 in Master File Reports are as follows: 

 1. LINES 

 2. Postage Earmarked for Job 

 3. Postage Suspense used 

 4. Postage Usage for job 

 5. Postage Balance  

 6. Held in Suspense 

 7. Applied to Services 

 8. Refund Check 

 The actual wording of these lines is not “hard coded” but the use is. In other words, the program looks 
at line #8 when a refund check is selected and prints the text defined in line #8. 
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Job 

The final tab in the AR Invoice Entry program is the Job tab. As previously mentioned in this documentation, 
there are several ways to create a new invoice in PrintStream. You can right-click the batch number and select 
the type of invoice you want to create or you can click the paper icon on the toolbar located at the top of the 
screen or select Batch on the task bar at the top of the screen. You can also create a new invoice from the Job 
screen. For more-involved jobs, this tab is helpful because it shows all invoice activity for the job: partials, finals, 
amounts and balance due, etc. 

Enter the job number you want to invoice or look it up in the field provided. The job description and the customer 
for the job will display. The current invoice status of the job will display in the Status field; Partial if the job has 
been partially billed, Final if the job has been final billed or the field will be left blank if the job has not yet been 
invoiced. If the job has been previously invoiced, the invoice(s) will display in the area provided indicating the 
invoice number, the batch the invoice is in, the original invoice total and the current invoice balance. You can 
right-click an invoice and select Jump to Invoice to preview that invoice. 

 

To proceed in invoicing the job selected, select an active batch to which you wish to add an invoice, right-click 
and select Create New Invoice. You will be prompted to the Create New Invoice screen where you will define 
the parameters of the invoice you are about to create. Click Finish when you are done. 
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You can also view the Billing Worksheet for the specific job by clicking the BWS button located under the Status 
field. The selection criteria is based on the BWS defaults defined in the Masterfile Report program. 

 

Printing an Invoice  
An invoice may be printed or re-printed from several different areas in PrintStream. Invoices can be printed/re-
printed whether they have been posted to the GL or not. 

From Batch: One method is to go into the actual batch and select the invoice you wish to print. Preview the 
invoice to the screen and then click the printer icon displayed across the top of the invoice. 

From Find Invoice: Highlight the company code line in the AR Invoicing Entry tree, right-click and select Find 
Invoice if the batch number is unknown. The invoice can be previewed and printed by clicking the printer icon 
displayed across the top of the invoice.  

From Job tab: Select the job number and right-click the existing invoice displayed. If you select Jump To 
Invoice, the invoice can then be previewed and printed. 

A/R Cross Reference: Enter the invoice number in the field provided, select Invoice from the program’s toolbar 
and then select View/Print Invoice. The invoice will display to the screen. Select the printer icon displayed across 
the top of the invoice to print it. 
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AR Display program: An invoice may also be printed from the AR Display program. Enter the customer’s 
account number in the field provided, select Invoices in the tree provided, drill down by the method preferred 
(either outstanding invoices, period or all), locate the invoice you want to print, right-click the invoice and select 
View Invoice. After the invoice displays to the screen, select the printer icon to print. 

Customer Support program: Once a job is displayed, use the Billing part of the tree and right-click the invoice 
you wish to print. 

Streamline.ARInvoice Printing: Invoices can also be printed from the .Net AR Invoicing Printing program. 

An entire batch of invoices can be printed at one time - right-click the batch and select Print Batch Invoices. The 
whole batch of invoices can also be printed from A/R Reporter, Jobs/Invs reports, Batch Invoices. 

The number of copies and the copies’ titles can be defined in the Master File Report module – report number 
915.  
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Posting an AR Invoice Batch 

To post an AR invoice batch 

1.  Select the batch by clicking the batch number in the tree. 

2. Right-click and select the Post Batch option. 

  

3. A preview to the batch posting will display showing the GL accounts to be affected based on the 
invoices contained in the batch. Select Post Batch. A General Ledger Posting Report will display 
indicating the batch has been posted to the General Ledger.  
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Invoicing Multiple Customers for One Job 
PrintStream provides the ability to create invoices to customers other than the job customer. The only restriction 
is postage can only be reconciled on the job customer’s invoice.  

Below is a screenshot of Job 1195 created for customer 0200. 
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1. Create a new invoice and enter the job number. In the Customer field, change the customer account 
number to the other customer to be invoiced and select Partial. 

2. Click Finish when done. 

  

3. Edit the Lines tab reflecting the services the other customer should get invoiced for. Select Save when 
done. 
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4. The Balance Postage tab indicates there is postage recorded on the job, however, because the 
postage was created against the original customer on the job, you will not be allowed to balance the 
postage for this customer invoice. 

  

5. Create a new job invoice to invoice the balance of the services and postage to the original job customer. 
Select either Partial or Final, and then click Finish. 
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6. Edit the Lines tab reflecting the services the job customer should get invoiced for. 

7. Select Save when done. 

  

8. Select the Balance Postage tab and reconcile the postage. 

  

 All AR reports and the AR Display will reflect the correct data. 
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Including Shipments on an Invoice 
Shipments manually entered to a job or imported into the Shipping program can be added as line items on an AR 
invoice. This feature must be activated in your database, therefore please contact your PrintStream Support 
contact, as well as if you need additional information regarding the setup of billing shipments on an AR invoice. 

The screenshot below reflects a shipment made against job 1353, with a freight cost of $350.00. 

 

1. Create an AR invoice and select the option titled Charge Freight from Shipping. 

  

 The AR invoice will display with a line item for the shipment. 
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2. If the Charge Freight from Shipping option is not selected on the AR Header, right-click from the 
Lines tab and select the option Add Job Shipments. 

  

3. The shipments for the job will display in the window provided. Click in the gray box in the Select column 
for each shipment you want to reflect on the AR invoice and select Add Selected Shipments. 
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Create a Credit Memo 

To create a credit memo 

1. In the AR Invoice Entry program, right-click the batch number and select New Credit Memo. 

  

2. To locate the invoice or job to credit, you can either enter the Customer’s account number and the 
Invoice Date range, you can enter the job number in the field provided, or enter the invoice number to 
be credited. 

3. Click Load. 

  



V21.1.0200 Accounts Receivable  39  

 
 

 

4. The invoices that match the search will display in the lower portion of the window. Place a check mark 
in the gray box provided to the left of the invoice number to indicate the invoice you want to credit. Click 
OK. 

5. PrintStream will take the original line items on the invoice number selected. Place them into a new 
invoice and automatically change the quantities from positive to negative to yield a credit invoice. 

 The screen shot below illustrates final invoice 10965 created for job 1124. 

  

 The screen shot below illustrates Adjustment invoice 10985 created for job 1124 by using the New 
Credit Memo feature. 

 

 The first line of the invoice will print Credit Memo with the corresponding invoice and job number it was 
created for. 
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New Zero Bill Batch 
A Zero Bill Batch allows the user to final invoice several jobs all at once at $0.00. Any material expenses and 
postage logged to the jobs will still be recorded and posted to the General Ledger. 

To create a zero bill batch 

1. Right-click the Company Code line at the top of the invoice tree and select New Zero Bill Batch. 

2. Define the batch date. You have two options of selecting the jobs to zero bill.  

a. The first method allows you to insert the job numbers you want to zero bill. Enter the job number 
into the Job # field and select Add. Continue to enter the job numbers until you have populated the 
window with all of the job numbers to zero bill. When done, select the invoice description to use 
and then click Finish.  

b. Or you can select the Load All Open Jobs button, click each job number to zero invoice by holding 
down the CTRL key on your keyboard while clicking the job numbers with the mouse, select the 
invoice description use option and then click Finish when done. 
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 A new batch with the jobs selected will be created. 

Note Zero billed jobs are automatically created as Final invoices; however, you can change them to 
Partial under the Miscellaneous tab if needed. 

New Bulk Batch 
This option allows users to create a batch per customer, and invoice several jobs individually. This feature can 
be handy for companies who invoice customers weekly, biweekly, or monthly. 

To create a bulk batch 

1. Right-click the company code line in the AR Invoice tree and select New Bulk Batch. 

2. Define the batch date, select the customer who you will be invoicing in the new batch, and then begin 
selecting the jobs you want to invoice by placing a check mark in the far left gray box provided. 
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3. The Estimate/Prebill column reflects if the invoice will be created from the estimate or from the Prebill 
(if a Prebill was created). If you do not want the invoice to be itemized, remove the check mark in the 
gray box provided. If there are any purchase orders that have not yet been AP invoiced (open purchase 
orders), a Yes will display in the Open PO’s column for the job. An open purchase order will result in a 
Dummy Invoice. (Please refer to the Dummy Invoice procedure in this handbook for further information.) 
If there are any unverified postage statements, a Yes will display in the Unverified Statements column 
for the job. Postage statements must be verified or marked as verified before a final invoice can be 
created. 

Note Invoices created in a bulk batch are marked as a Final invoice; however, you can change them 
to Partial under the Miscellaneous tab of the individual invoice. 

  

 The next available batch number will be created containing an invoice for each of the jobs selected. 

4. You can go into each invoice and make any necessary changes as you would in a regular AR invoice 
batch. When you are finished working within the bulk batch, right-click the batch number and select 
Post Batch. 
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Grouping Lines On An Invoice 
Imploding activities, also known as grouping, allows items that may be detailed for production purposes to be 
strung together for invoicing purposes. Items to be grouped together should have the same unit of measure. 
Overall, grouping will add lines together on one line separating the combined descriptions with a comma, the GL 
allocations will remain broken out across the original GL revenue accounts and a sales tax will be calculated 
based on the sales tax code referenced on the first line selected in the grouping. 

1. Place a check mark in the first column for lines you wish to group or right-click the AR invoice in the tree 
and select Group. If you want the items to appear in a different order, move lines up and down before 
grouping.  

  

2. A confirmation box will appear indicating the effects grouping will have on your AR invoice. By selecting 
Yes, you will be prompted to enter the quantity and unit of measure for the grouped line. It will total the 
Setup and Minimum and recalculate the rate based on the quantity. Select Proceed. 
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 After grouping:  

  

Consolidating Lines on an Invoice 
Some processes are performed numerous times for multiple components. Consolidating allows you to total those 
quantities that share the same activity code and apply the unit price rate of the first line consolidated. The first 
line selected in the consolidation will serve as the replacement line’s Setup, Minimum, Rate and Tax, while the 
new line will total all quantities. If an item that you want to consolidate has a different activity code, you can 
change the code and it will consolidate along with the other lines, or you can change the activity code of a line if 
you do not want to include it in the consolidation. 

To consolidate line items on the AR invoice 

1. Right-click the invoice in the tree and select Consolidate. 

 A confirmation box will appear indicating the effects consolidating will have on your invoice. 

2. Select Yes to proceed. 

 The lines with identical activity codes will now be combined onto one line referencing the description for 
services that was tied to the first line in the selected series.  

  



V21.1.0200 Accounts Receivable  45  

 
 

 

 After consolidating: 

  

Zero Value Inventory 
The Zero Value Inventory option is located on the job line of the invoice selected (see illustration below). The 
purpose of this feature is to take the inventory item(s) purchased or planned for the job and expense their entire 
value all at once, rather than expensing the value of the exact quantity used to complete the job. For further 
information on this feature, please refer to the Inventory Accounting documentation. 

This feature should be used with extreme caution as it will turn the value of the inventory item selected to zero.  

1. Go to AR Invoicing Entry and create a final, job related invoice. 

2. After the invoice has been created, double-click the invoice line; this will open a Job line for the invoice.  

3. Right-click the job line and select the option Zero Value Inventory. 

  

4. A window will display listing the inventory item(s) used on the job. Place a check mark in the box to the 
far left for each inventory item you want to zero the value for. 
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5. Click OK. 

 You will receive a confirmation verifying you want to zero bill the tagged items. 

6. Select Yes. 

 This will change the value for the inventory item code to zero and the entire cost of the inventory item 
will now appear against this job. 

  

 The screen shot below shows the GL allocations after selecting the zero value option. The DP Material 
Expense account reflects the change when using the zero value inventory feature. 

  

7. As a final step in invoicing, you will need to rework the expense allocations (right-click the invoice line) 
prior to posting. 
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Unbalance Postage 
PrintStream has the ability to unbalance postage on an AR invoice. You can only unbalance the postage on an 
unposted AR invoice. 

To unbalance postage 

1. Select the unposted invoice from the tree and click the Balance Postage tab. (If the invoice is flagged 
as a Final, change it to a Partial status to unbalance the postage.) 

2. Select the Select Usage Trans button and clear the postage usage transactions previously selected by 
removing the check mark in the gray box to the far left of each line transaction, or select Clear All to 
deselect all transactions at once. 

3. After all usage transactions have been cleared, click the OK button. 

4. Click the OK button on the Balance Postage tab to re-balance the postage. You will notice the green 
check mark referenced on the tab will change to a red octagon sign. This symbolizes the postage is 
unbalanced. 
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Undo Dummy Invoice 
A Dummy Invoice is a cost accrual of a received job related purchase order that has not been AP invoiced. The 
creation of a Dummy Invoice applies when a job is final invoiced; it does not apply to a partial invoice.  

A Dummy invoice can be reversed after the fact as long as the AR invoice has not yet been posted to the 
General Ledger.  

Below is an example of the allocations to an AR invoice with a Dummy invoice. You will notice the allocations 
to/from WIP as well as the charges to Buyout Expense and AP Without Invoice. These are a result of the Dummy 
Invoice. 
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To undo a Dummy Invoice 

 Simply click the Miscellaneous tab and change the status from Final to Partial. This will reverse the 
above GL allocations due to the Dummy invoice, and you will also notice the symbol next to the invoice 
number will change back to a standard AR invoice. 
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Uninvoice Feature 
In the event a job was invoiced by accident, PrintStream has the ability to uninvoice the job as long as the 
invoice has not yet been posted to the General Ledger.  

If postage has already been balanced on the AR invoice, you must unbalance the postage first. Please refer to 
the section in this handbook titled Unbalance Postage. 

If a Dummy invoice has been created on the AR invoice, you must undo the Dummy invoice before the uninvoice 
feature can be used. Please refer to the section in this handbook titled Undo Dummy invoice. 

Uninvoicing a job does not delete the invoice. The invoice number will still be assigned to the customer; however, 
the line items will be removed from the invoice, it will change the invoice to $0.00 and it will link the invoice to job 
#999999 – the PrintStream miscellaneous job number. 

To use the uninvoice feature 

1. Double-click the invoice number located in the tree. 

 This will open the invoice to the job level. 

2. Click the job number in the tree to highlight it and then right-click. 

3. Select the Un-Invoice Job option.  
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 You will receive a confirmation request asking if you want to un-invoice the selected job. 

  

4. Select Yes to proceed. You will notice the invoice line items will disappear. The job number will 
automatically change to 999999. The GL allocations will automatically be removed. 

Copy AR Invoice 
Many users spend a great deal of time on the layout and appearance of invoices. The Copy Invoice feature 
allows you to create the “look” of an invoice once and then copy all of those lines, prices and allocations to a new 
job’s invoice. An invoice may be copied to different customers. This feature is available on job related invoices as 
well as miscellaneous invoices. 

Note Use caution with job quantities. If the original invoice had pricing at $100 per thousand up to 50,000 and 
the new job has a job quantity of 90,000, the new invoice will show a quantity of 50,000 at the $100 per 
thousand rate. You may need to edit each quantity and rate on the new invoice. 

Sales tax: The tax codes on the lines will copy exactly. If the original invoice was for a non taxable customer and 
the new invoice’s customer is taxable, you will have to change the tax code for the lines. 

Postage, Job Costs, WIP: All postage, job cost and WIP posting will apply normally for the new job. Dummy 
invoices, open shopfloor entries and postage statements will also be for the new job. 

You can still un-invoice a new invoice that has been copied. It will not affect the original invoice you copied from. 

The invoice you copy can either be posted or unposted at the time of copying. The new invoice is fully editable: 
you can move/delete lines, change allocations, add lines, etc. 
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Below is a screen shot of the final pricing screen of job #814 that has not been AR invoiced. 
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Below is a screen shot of AR invoice 550 for job #812 to be copied. 
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Below is the copied AR invoice #551 for job #814. 

 

Rework Expense Allocations 
If the value of a costing transaction changes between the time it was entered to the job and before the final 
invoice is posted, you will be prompted to rework the expense allocations on the invoice before it can be posted 
to the GL. 

The example below shows a purchase of 50,000 pieces of inventory item 1947 in the amount of $3,750.00.  

 

Fifty thousand pieces of inventory item 1947 was issued to job 1330. The final invoice for job 1330 shows $3,750 
allocated to finished goods expense for the inventory issue.  



V21.1.0200 Accounts Receivable  55  

 
 

 

 

Prior to the AR invoice is posted to the GL, the AP invoice for the purchase of inventory item 1947 is entered into 
the AP invoicing program. However, the invoice is entered for more than what the purchase order was created 
for. 

 

When the final AR invoice is posted to the GL, the following error message will display indicating the expenses 
captured at the time the final AR invoice no longer match to the costing for the job. 
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To rework the expense allocations, you can either right-click the invoice and select Rework Expense 
Allocations for this one invoice, or if there are several invoices in the batch that require the expense allocations 
reworked, you can right-click the batch and select the option to Rework Batch Invoice Expenses. 

    

The allocation to finished goods expense now reflects the correct costing for the job. 

 

Locked Batch 
PrintStream only allows one user at a time to work in an AR invoice batch, a cash receipt batch, an AP invoice 
batch and an AP Check batch. If you attempt to open a batch currently in use, PrintStream will display the 
following message referencing the user’s login who is currently working in the batch: 

 

In order for the user to access the batch, the user logged into the batch, LS in the example above, must exit the 
batch. 
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Using Hot Keys 
Hot Keys give the PrintStream user the ability to define a list of service/product descriptions that can be 
accessed and filled in quickly from the invoicing and Sales Prebill line items. By use of the hot keys defined in the 
master list, the description in the invoice line can be populated saving keystrokes.  

To setup Hot Keys 

1. Open the AR invoicing program, select File from the taskbar and then select List of Hot Keys. 

2. Click in the next available blank cell, define alpha/numeric code to use as the identifier, provide a 
description for the code which will reflect as the Services for the invoice line, and as an option you can 
reference a Default Activity code for the Hot Key. 

 Defining a Default Activity Code will reference the Link to GL revenue allocation for that activity code, 
and if the activity code was defined with pricing in Masterfile Mail, the pricing will auto default for the line 
item. If pricing was not defined for the activity code, $0.00 will display for the line item and the user can 
manually key in the rate. 
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To use the Hot Keys in an invoice 

1. Open an AR invoice and go to the Lines tab. 

2. Right-click and select either Add a Line or Insert a Line. 

  

3. Insert a quantity. In the Hot Key cell, insert the abbreviated code for the service you want to add to the 
invoice. If the Hot Key has an activity code assigned to it, but a rate did not auto populate, this means 
the pricing for the activity was not defined in Masterfile Mail. You will have to manually insert a rate to 
the invoice. 
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Postage Sub Account Feature 
The Postage Sub Account (PSA) feature was designed for jobs where the customer referenced on the job is 
acting as an Agency between the House and the Agency’s customer (sub customer), and the sub customer is 
responsible for the postage portion of the job.  

Minimal setup is required to effectively use the PSA feature. The customer acting as the Agency must be defined 
in Master Files Customer. The sub customer must also be defined in Master Files Customer with the Customer is 
the Postage Customer for the Customer option checked referencing the Agency in the Customer # and the 
Customer fields. 

Agency customer defined in Master Files Customer: 
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Postage Sub Account (PSA) customer defined in Master Files Customer: 

The PSA’s Customer Master File record must reference the Agency 
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1. Create a new job in Mail Estimating with the Agency as the customer. 

2. After selecting the Agency as the customer, select the Sub Acct button to the right of the Customer # 
field, and select the Postage Sub Account to be associated with the job by placing a check mark in the 
gray box provided to the left of the Ac No. 

3. Select Save when done, and complete the balance of the job by selecting processes, components, etc. 

  

 The job will be processed as normal by logging time, materials, etc. to it. When postage is logged to the 
job, the sub customer’s company name will appear as the owner of the job as PrintStream knows it has 
been selected as the Postage Sub Account for the job.  
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4. If prepaid postage money is received prior to the job being AR invoiced, the cash receipt MUST be 
entered against the Postage Sub Account. The postage advance money can either be earmarked to the 
job or left in postage suspense. 

  
Note If postage payment is received after the postage invoice is generated to the PSA customer, the 

cash receipt will be entered as normal to the PSA customer account as a receipt to Accounts 
Receivable and applied to the invoice PrintStream will generate for the postage. 

5. When the job is ready to be AR invoiced, right-click the batch number and select New Postage Invoice. 
This will allow you to bill the postage to the sub account rather than to the Agency. 
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6. Enter the PSA’s account number in the Select Customer field and then select the Load Jobs button. 

 All jobs the postage sub account is associated to that have not been invoiced for postage will display in 
the grid. 

7. Place a check mark in the gray box provided to the left of the Job # to select the jobs to generate a 
postage invoice for. 

8. Select whether a Partial or a Final invoice is to be created. 

9. Click Finish. 

  

10. Balance the postage as you would with a standard job related invoice. This invoice will be addressed to 
the PSA Customer. A separate job invoice for the services will be generated to the Agency. 

11. You can generate the services invoice prior to the postage invoice and vice-versa. 
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AR Invoice Search Function 
AR Invoicing Entry has the ability to search for an invoice regardless if it has been posted or not. 

To find an invoice 

1. Click the Company Code line at the top of your invoice tree. 

2. Right-click and select Find Invoice. 

To search for an invoice multiple ways 

1. You can select the customer account number and the date range the invoice was created in and click 
Load. 

 Invoices will display based on the parameters selected. 

2. Click in the gray box provided at the beginning of the invoice transaction and click OK and PrintStream 
will locate the invoice for you and open the invoice to the screen. 

3. You can also enter the job number or the invoice number, click load and the invoice(s) will also display. 
Again, click in the gray box provided at the beginning of the invoice transaction and click OK. 

 The program will drill down to the correct batch and open the invoice for review. 

4. If the invoice is in a posted batch, you cannot alter the invoice; however, you can view the data behind 
the various tabs, and you can also print/preview the invoice. 
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Cash Receipts 

Creating a Cash Receipt 
The AR Cash Receipt program is used for all customer related receipts as well as miscellaneous cash receipts. 

To add a new batch 

1. Select the yellow icon or select New Batch from the menu. 

2. When creating a new batch, select the date and the bank account the batch of deposits will post to in 
the General Ledger. 

 Remember, the date inserted for the batch date will be the corresponding period the receipts 
within this batch will get posted to in the General Ledger. 

3. You may also enter a brief description identifying the batch being created to aid in tracking the batch 
when multiple batches are open. 

4. Click Finish. 

5. After clicking Finish, a confirmation message will display. Verify the batch date and the period the batch 
will be created in, and select Yes if correct. 

6. Right-click the batch number and select Add New Receipt. 

7. Fill in the customer number, check number, and the receipt amount. The other information fields are 
optional. 

8. Fill in the deposit allocation: AR, Postage, or both  

9. Click Finish. 

  

Note The check number field can accommodate 20 alpha/numeric characters. 
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Allocating a Cash Receipt to an Open AR Invoice 
Follow the steps from the prior page and create the first part of the cash receipt before continuing.  

1. Select the Unpaid Invoices tab. 

 The program will list all of the open invoices for the selected customer whether they are posted or 
unposted. 

2. However, to display only the invoices that have been posted to the General Ledger, select Options on 
the task bar at the top of the screen and then select the Select the Display Posted Invoices Only 
option. 
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3. One invoice or multiple invoices can be paid at a time. To pay a single invoice, select the invoice by 
clicking the invoice date and then right-click. Select one of the following options: 

 Auto Apply – this selection will automatically apply the total dollar amount due.  

 Manual Apply – this selection will prompt for the amount to apply to the invoice. 

  

4. After the invoice has been selected and paid by the cash receipt, the invoice will display in the lower 
gray section of the screen to show money has been applied to it by the current receipt. 
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5. To pay multiple invoices, hold down the CTRL key while selecting the invoices by clicking with the 
mouse. Once the invoices have been selected, right-click and select either the Auto Apply or Manual 
Apply option. 

  

 Any AR money left unapplied will go to the customer’s AR suspense account, which can be applied at a 
later date.  

Note Visible at the bottom left of the screen is the bank account number, the batch number, the total 
number of receipts, the date of the batch, and the total AR dollar value and total postage dollar 
value of the batch. 

 See additional notes on allocating and moving money under the Procedures section of this handbook. 

6. If an allocation to the unposted receipt needs to be changed, click the invoice number in the lower 
section of the screen. 

7. Enter the correct amount to be applied in the Change Allocated Receipts box and click OK. 

8. If the allocation was made to the incorrect invoice, change the allocation to zero, select the correct 
invoice, and enter the allocation amount. 
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Allocating a Postage Deposit 
Follow the steps from earlier to create the cash receipt header. 

To allocate a postage deposit 

1. Allocate the receipt to the Postage Deposit field and then click Finish. 

2. Select the Postage Allocation tab.  

 It will list all active jobs for the selected customer. 

3. Highlight the job number(s) to earmark the deposit to. 

4. Right-click and select Manual Apply and indicate how much of the postage allocation you want applied 
to the job selected. 

5. The money may also be left on account in postage suspense. The money can then be 
allocated/earmarked at a later date through the Postage Receipt Allocation program. 
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Changing/Editing a Cash Receipt 
Use this technique when the check number, dollar amount, or receipt allocation needs to be changed. The 
following procedure cannot be used if the batch has been posted, if a final invoice has been created for the job 
(additional postage cannot be earmarked to a final invoiced job), or if the postage has been balanced on an 
invoice. 

To change/edit a cash receipt 

If you are changing the amount of the receipt and it has been allocated to invoices or jobs, you must first 
unallocate the receipt. 

1. Return to the cash receipts screen and open the batch where the receipt is located. 

 Changes can be made to the amount applied against any invoice by clicking the invoice number 
displayed in the lower gray section of the screen. 

2. Change the amount of the allocation and click OK upon completion. If the allocation was made to the 
incorrect invoice, change the allocation to zero, click OK and then select the correct invoice and enter 
the allocation amount. 

3. If the postage allocation needs to be altered, individually click each job listed on the lower portion of the 
screen and edit the allocation as needed. 

4. To change the amount of the receipt, click in the lower gray section of the screen on the receipt itself 
(as opposed to clicking the invoice or job to which it has been allocated). An Edit Receipt box will 
display that will allow you to change the dollar amount, Postage vs. A/R allocation, check number, etc. 
Make the necessary changes and click Finish upon completion.  

  

 Please see Moving Money under the Procedures section of this handbook for instruction on how to edit 
receipts after they have been posted to the General Ledger. 
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Allocating Postage Escrow 
PrintStream has the capability to track postage escrow money, which are funds received from a customer that 
are set aside as a reserve. Postage escrow money can be allocated to a unique GL account aside from the 
postage liability account, and they are also reported separately from job related postage deposits. 

This feature must be activated in Feature to Purchase. Please contact your PrintStream Support contact for 
further assistance. 

To track postage escrow money 

1. Once the feature is activated, you must link the Postage Escrow control account in Master Files 
Reports>Accounting Structure/GL Plant Controls Accounts. 

  

2. Follow the steps from earlier to create the cash receipt header. Allocate the receipt to the Postage 
Escrow field and then click Finish. 
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 The receipt will show allocated to Escrow Unapplied. 

  

3. Proceed with adding another receipt to the batch, or post the batch when done. 

4. Postage escrow is tracked in the .net Streamline Postage program. Select Customer Reports on the 
task bar and then select Postage Escrow. 

5. Enter the from/to date range and click Load Grid. The customers carrying a postage escrow balance 
for that date range will load to the grid. 

6. Click the + sign for the line item to review the postage escrow transactions that fall within the date 
range. 
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7. Postage escrow receipts can be transferred to AR suspense or to postage suspense. You can create a 
new batch or work within an existing batch to use this function. Right-click the unposted batch number 
in the tree and select either Transfer Postage Escrow to AR Suspense, to move to AR, or Transfer 
Postage Escrow to Postage Suspense, to transfer to postage unapplied. This example will illustrate how 
to transfer postage escrow to AR suspense. 

  

8. Insert the customer’s account number and click Load Receipts. Complete the Reference or Check # 
field, click in the gray box next to the receipt to select the receipt to transfer, and enter the dollar amount 
to transfer in the Amount To Transfer column. 

9. Click Create Transfer Receipt when done. 
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 The receipt will now show a negative value in the Escrow Unapplied column and a positive balance to 
AR Unapplied. 

  

Allocating a Cash Receipt to Multiple Customers 
A cash receipt can be allocated to multiple customers. The customers the receipt can be allocated to can be sub-
customers for the fulfillment customer, or any customer defined in the database.  

This feature can work with the Report Grouping function in Masterfile Customer. 

1. Open the Masterfile Customer program, select Modules from the taskbar, and then select Define 
Customers Grouping for Reporting. Define the Group and then Save.  

2. Assign this group to each customer where a customer will send payments for other customer accounts 
by selecting Modules on the task bar in Masterfile Customer/Customers Assign Salesrep, Assign Active 
Flag. When the grid loads, scroll to the right and click in the cell titled Report Grouping for the 
customers you want to link together, and select the report code. Select Save when done. 

3. Enter the cash receipt as normal. If the receipt is paying for outstanding invoices for various fulfillment 
sub-customers, enter the receipt to the parent customer. Otherwise the receipt can be entered to a 
customer you want to show as the primary owner of the receipt. If the receipt is paying outstanding 
invoices, allocate the receipt to AR Suspense. If the receipt is prepaid postage, allocate the receipt to 
Postage Deposit. Click Finish. 
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4. If the receipt is paying any invoices for the customer the receipt was entered to, proceed to allocate it to 
the invoices/jobs accordingly. To allocate the receipt to other customers, right-click the receipt in the 
tree and select Transfer AR Suspense to Sub-Accounts if this receipt should pay outstanding 
invoices. If the receipt is to allocate postage advance funds to other customers, select Transfer 
Postage to Sub-Accounts. 

  

5. If the Transfer AR Suspense to Sub-Accounts is selected, a new window will open to allow the 
receipt to be transferred. If sub-customers are available via the report grouping method explained 
above, they will be listed under the Select Customers tab. 
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6. To add a customer to allocate the receipt to, select Add Customer and select the customer’s account. 
Click OK when done. 

  

7. Place your cursor on a customer in the grid and click the Select Invoices for Payment tab. A grid 
listing the outstanding invoices for all customers listed in the Select Customer tab will display. 

8. Place a check mark in the first column to select the invoice to pay. The Apply Amount column will 
default to the balance amount of the invoice. If the amount to allocate to the invoice is less that the 
balance, enter the amount to pay against the invoice in the Apply Amount column. See invoice 1034 in 
the screenshot below as an example.  
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9. If the customer takes a discount against an invoice, enter the amount paid against the invoice in the 
Apply Amount column, and then click the gray box in the Pay In Full column.  

10. Lastly, if you want PrintStream to create new receipts within the same batch, select the Add to Current 
Batch option. To put these new allocation receipts into a new batch, select Create New Batch. 

11. When you have completed allocating the receipt, click Create Transfer Receipts. PrintStream will 
either create a new batch for the receipts or add them to the original batch depending on the option 
selected. The screenshot below shows batch 157 created with the original receipt and 3 transferred 
receipts. 

  

12. To transfer a receipt to a customer to leave in AR unapplied, right-click the original receipt and select 
Transfer AR Suspense to Sub Accounts. 

13. Locate the customer in the grid you want to transfer to, or add the customer by clicking the Add 
Customer button. 

14. Enter the amount to transfer in the Apply Amount column and select Create Transfer Receipt. 
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15. A new batch and receipt will be created showing the amount transferred to the customer’s AR 
suspense. The same process can be used when transferring to postage unapplied, however select the 
Transfer Postage to Sub Account option from the original receipt. 

  

Note The original receipt can be transferred if it is posted or unposted, up until the receipt has been 
fully allocated. If the original receipt has been posted, you can only make additional AR 
transfers to other customers. You cannot use the Transfer Postage to Sub Account option 
on a posted receipt that was allocated to AR. 
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Short Pay an Invoice 
If a customer short pays an invoice due to arrangements made based on the terms of the invoice, the Paid In 
Full feature in the AR Cash Receipts program allows the user to apply the discount at the same time the cash 
receipt is entered. 

1. Create a new cash receipt as previously explained in this document. 

2. Select the invoice being paid with a click of the mouse, then right-click the invoice and select the 
Manual Apply option. 

3. Enter the dollar amount the customer is paying toward the invoice, and then click OK. 

  

 This will leave a balance due which should represent the discount taken. The invoice selected will 
display in the lower section of the screen. 
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4. After the invoice selected for the short pay has displayed in the lower section of the screen, return to the 
list of invoices displayed beneath the Unpaid Invoices tab and re-select the same invoice by clicking 
the date. Then, right-click the date and select the Pay in Full option. 

  

5. A box will display referencing the AR Discount Control account previously defined in Master File 
Reports, Control Accounts, with the dollar amount of the discount being taken. You may alter this 
account number or accept the allocation. 

  

6. Select the OK button to accept the allocation. The invoice will drop off from the Unpaid Invoices list and 
will show in the lower section of the screen as paid in full. The receipt will post along with the other 
receipts within this batch. 
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Miscellaneous Receipt 
A miscellaneous receipt is money received for a non-invoiced transaction. For example: If money was received 
for a rebate your company applied for, the receipt can be entered through the AR Cash Receipt program rather 
than entering it through the General Ledger in Miscellaneous GL Receipts Entry. Entering a miscellaneous 
receipt through the AR Cash Receipt program allows the user to combine non customer related receipts within 
the same batch as customer related receipts. The miscellaneous receipt automatically posts to the General 
Ledger upon its completion. You will not manually post it along with the other receipts contained in the batch. 

To enter a miscellaneous receipt 

1. Create a cash receipt as normal to your House account. In the details field provided, type in the name of 
the party who sent the check. Allocate the cash receipt to AR. Click Finish when done. 

  

 The program will assign the next available receipt number to the receipt, and it will take you into the 
Unpaid Invoices tab. 

2. Click the receipt number listed in the tree and then right-click and select the Assign Account for 
Difference option. 
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 A window opens referencing the AR Discount Control account previously defined in Master File 
Reports. This account number can be changed if needed; however, keep in mind the account number 
you select will be credited for the amount referenced. The adjustment amount will automatically default 
to the AR unapplied amount of this cash receipt. 

  

3. Click OK. A preview of the posting displays. Select the Post option to post the transaction to the 
general ledger. You will then be asked if you would like to print the posting report. Select either Yes or 
No. 

4. If Close is selected, you will be taken back to the Assign Account for Difference window. This feature 
does not post with other receipts in the batch and must be posted after confirming the GL account 
selected to assign to.  

  

Note A miscellaneous receipt can also be applied to invoices referenced on the House account as 
well. Before selecting the Assign Account for Difference option, first apply the receipt to the 
necessary invoices. Any amount left over – rebate money, re-payment of employee advances 
or any other non-customer related cash receipts – will be applied using the Assign Account 
for Difference option. 
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Moving Money from AR Suspense to Postage Suspense 
If the customer has unapplied AR money (AR suspense) on account, you can move it to the customer’s postage 
suspense account.  

To move money from AR Suspense to Postage Suspense 

1. Open the AR Cash Receipt program and either create a new batch or use an existing unposted batch. 
Verify the date of the batch, as the batch date will determine the period the transfer will take place in.  

2. Right-click the batch number highlighted and select Add AR Transfer Receipt. A New Transfer Receipt 
window will display. Select the customer the unapplied AR receipt belongs to in the field provided. 

3. Click Load Receipts. 

4. The Date field will default to the date of the batch while the Payer will auto fill based on the customer 
selected. Enter a check number (most likely it will be the same check number as originally entered, 
unless you want to code it with a unique code to indicate it is a transfer), and then place a check mark in 
the gray box to the far left of the receipt transaction indicating the receipt you want to transfer. If the 
amount you want to transfer is less than what is available under AR Balance, edit the amount displayed 
in the Amount to Transfer field.  

5. Click Create Transfer Receipt. 
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Moving Money from Postage Suspense to AR Suspense 
If the customer has unapplied postage money (postage suspense) on account, you can move it to the customer’s 
AR suspense account.  

To move money from Postage Suspense to AR Suspense 

1. Open the AR Cash Receipt program and either create a new batch or use an existing unposted batch. 
Verify the date of the batch, as the batch date will determine the period the transfer will take place in.  

2. Right-click the batch number highlighted and select Add Postage Transfer Receipt. A New Transfer 
Receipt window will display. Select the customer the unapplied postage receipt belongs to in the field 
provided.  

3. Click Load Receipts.  

4. The Date field will default to the date of the batch while the Payer will auto fill based on the customer 
selected. Enter a check number (most likely it will be the same check number as originally entered, 
unless you want to code it with a unique code to indicate it was transferred), and then place a check 
mark in the gray box to the far left of the receipt transaction indicating the receipt you want to transfer. If 
the amount you want to transfer is less than what is available under Postage Balance, edit the amount 
displayed in the Amount to Transfer field.  

5. Click Create Transfer Receipt. 
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Transferring a Receipt between Customers 
If a cash receipt has been entered in error to the wrong customer account, you may transfer it from the wrong 
customer to the correct customer as long as the receipt has not been allocated to an invoice or to a job. 

To transfer a receipt between customers 

1. Select the cash receipt in the posted or unposted batch. If you are unsure of the batch number or period 
the receipt was entered into, use the search feature in the cash receipt program to locate the cash 
receipt. 

2. After the receipt is found, highlight the receipt number in the tree and click the receipt number found 
under the Description header. 

  

3. The Edit Cash Receipt window opens. Select the Change Receipt Customer button. 

4. The Select New Customer for Receipt window opens. Enter the customer the cash receipt should get 
moved to and then click OK.  

5. Click Finish in the Edit Cash Receipt screen and then close the batch. 

Note You can only transfer the full amount of the original receipt. If the receipt was applied to an 
invoice, you must unapply it before changing the changing the customer on the receipt. To 
unapply the payment, click the $ icon on the toolbar, select the customer’s account number, 
click the receipt number, and unapply the amount allocated to the invoice by entering a 
negative dollar amount in the Amount column. 
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AR Cash Receipt Search Function 
The Cash Receipt program has the ability to search for receipts regardless if the receipt has been posted or not.  

To find a receipt 

1. Click the binoculars icon located on the task bar.  

2. A search window opens allowing you to search for a receipt using several options. You can search for a 
receipt by selecting a customer account number, you can then narrow your search by entering a check 
number, a specific receipt number or receipts entered for a particular invoice along with a date range of 
when the cash receipt was entered. You can also search for receipts transferred for the selected 
customer account. 

  

3. After completing the search criteria, click Find Receipts. The receipts that match the parameters 
selected will display. By double-clicking the receipt, PrintStream will open the receipt for you in the Cash 
Receipt program. 
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Import Cash Receipts 
Cash receipts can be imported into PrintStream using a preformatted spreadsheet. Please contact PrintStream 
Accounting Support for the template.  

The template is compiled of 4 tabs: Header, AR Allocation, Postage Allocation, and Prepayment 
Allocations. 

 

The Header tab behaves as the header screen when a manual cash receipt is entered into PrintStream. The 
following elements must be provided in the Header tab of the template:  

 Customer account number 

 Check number 

 The total amount of the receipt 

 AR allocation for the check 

 Postage allocation for the check 

 Prepayment allocation for the check 

 Any applicable details 

 

The example above illustrates we will import a receipt for $10,000, with $7,000 allocated to AR and $3,000 
allocated to postage. 

To distribute the AR allocation to outstanding invoices, click the AR Allocation tab and define the required 
elements: 

 The customer account number 

 The check number 

 The invoice number 

 The amount to apply to the invoice 
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In this example, the receipt will pay 3 invoices. The invoices sum to $5,769.36. The allocation for the receipt is 
$10,000, therefore the difference of $4,230.64 will go to the customer’s AR Suspense account. 

 

To earmark the postage allocation for the receipt to a job, click the Postage Allocation tab. Define the following: 

 Customer account number 

 Check number 

 Job number to earmark the funds to 

 Job allocation amount 

 

The example above illustrates $3,000 will be earmarked to job 9409 when the receipt is imported. You will see 
the allocations to the AR invoices and the allocation to earmark postage to the job all reflect the same customer 
account number and the same check number. This is how PrintStream understands all transactions are 
associated to the one check. 
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To import the receipt 

1. Open the PrintStream Cash Receipt Import program. 

  

2. Select Import File.  

  

3. Click the ellipsis button to the right of the Browse File field, and locate the cash receipt file to import. 
Select the file and click Open. 
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 PrintStream will read the file into the grid provided. The Receipts tab reflects the header tab if a cash 
receipt was manually entered.  

Note You may edit the customer account number and allocations on this screen if necessary. 

  

4. Click the + sign next to the customer’s account number to display the contents of the receipt. 

  

5. Click the Receipt Allocation tab to display how the receipt will be allocated. 

Note You can edit the invoice and invoice payments on this screen, if necessary. 
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6. Click the Excel File tab to display the data and the various tabs of the file you imported. 

  

7. To import the file into the program, select Save File in the upper left hand corner of the screen. 
PrintStream has now imported the file into the program. 
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To edit the receipt 

1. At this point, you have the ability to edit the receipt if needed. By clicking in the Customer # field, you 
can change the customer’s account number, you can edit the Check #, and you can also change the 
dollar amount of the receipt and the allocations. 

  

2. Keep in mind if you change the Customer Account #, you must also change the invoice allocations to 
reflect invoices being paid for the customer account selected along with the invoice payment amount. 
Otherwise, PrintStream will provide an error indicating there is a mismatch, and the file will not import. 
You can edit the invoices selected by clicking the + sign on the line item, and PrintStream will drill down 
to the allocations for the receipt. 
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3. In the event you do not want to import the receipt, click the box in the Delete column for the transaction, 
and then click the Delete Selected option. 

  

4. To complete the import process, click in the box provided under Process to select the receipts to import. 
Next, click the Process Cash Receipts option. As PrintStream reads the file into the system, it will 
provide any applicable errors in the Validation column if there is mismatched information. These errors 
must be corrected in order to import the file. 

5. If the validation process is successful and PrintStream does not find any errors, the Batch Creation 
window opens. The current system date will default to the Batch Date field, however this can be 
changed to reflect any date for a period that is open in PrintStream. The Bank Account field will default 
to the account defined as the default for AR Cash Receipts, but this can be changed if needed. A Batch 
Description can be defined if required. Click Create Batch. 

  

 PrintStream will shade the line items in the grid once it imports the file.  
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6. You can then open the Cash Receipt program to make any necessary edits to the receipt(s) imported, 
and you can then post the batch created. 
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Negative Cash Receipt 
 

Allocating a Negative Cash Receipt to Accounts Receivable 

PrintStream has the ability to allow the entry of a negative cash receipt. In the AR Cash Receipt program, create 
a new receipt.  Select the customer #, enter the check number, and enter a negative amount into the Receipt 
Amount field.  Entering a negative amount will enable the Allocate Negative Receipt button. Allocate the receipt 
to AR Suspense. 

If the receipt is allocated to AR Suspense, you can click on the Allocate Negative Receipt option. A new screen 
will open and any open credit invoices on the customer’s account will display.  Clicking in the gray box for the 
credit invoice will select the invoice, it will allocate the negative cash receipt to the credit invoice, and it will flag it 
as paid. 
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Allocating a Negative Cash Receipt to Postage 

A negative cash receipt can also be allocated to postage.   Create a new cash receipt and complete all required 
fields.  Enter a negative amount into the Receipt Amount field and enter the same amount into the Postage 
Deposit field. Click Finish when done. 

 

 

You will not allocate this receipt to a negative invoice, but instead the negative amount will post to the customer’s 
postage account. 
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Accounts Receivable Customer Collection Overview 
The Accounts Receivable Customer Collection program was designed as a tool to use when performing 
collections on customers. It allows the user to see which customer accounts are past due, it provides an area to 
enter follow-up notes for future reference, it facilitates the generation of past due letters and it can also calculate 
finance charges. 

List Customers 

To open a list of customers 

1. Select the AR Customer Collection program from the menu. 

2. Click the List Customers button located on the toolbar shown at the top of the screen. 

 Based on the parameters selected, a listing of those customers who have outstanding invoices will 
display. 

3. Insert the date you would like the program to pull the information through, select the aging bracket you 
would like the program to sort the information for (0 days, 30 days, 60 days, etc.), and then choose if 
you want the report to age by the transaction date, the invoice date, or by the due date, along with aging 
it by either the period or by the date. 

4. Click the binoculars to display. 

  

 This information can be useful when performing collections on a customer, account reviews or when 
providing account information when contacted as a credit reference. 

 Based on the criteria entered, a screen will appear listing the customer’s account number, the 
customer’s name, the average days past due the customer’s outstanding invoices are, the date of the 
customer’s oldest unpaid invoice, the total outstanding invoiced amount on the customer’s account 
(including postage, freight and tax), and the credit currently available for the customer (credit limit less 
total amount outstanding on the account; excluding WIP). You will notice under the column labeled Avg 
Days, some customer accounts are colored while some are not. The color-coding indicates the five 
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aging brackets setup within PrintStream. (Current = white, 31-60 = blue, 61-90 = peach, 91-120 =pink, 
120 + days past due = red.)  

  

Note You also have the option of printing the grid that displays. Select the Print Grid option. 
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Customer Notes 
Collection notes can be entered at the customer level by clicking the Customer Notes option. These notes can 
be tracked by the date the note was created or by the date indicated as the follow up date, as well as if the note 
has been completed or remains open. You can also generate a report based on these parameters as well. 

To enter a note 

1. Click the Customer Notes button and select the customer account you want to add the note to. 

2. Click the Add New Customer Note button in the lower right hand corner of the screen. 

3. Enter the note and select a follow up date and press OK. 

 The note will display in the grid provided. 

  

4. As notes are entered in this program, you can generate a listing or a report for a specific customer or for 
all customers for a specified date range based on the Created Date or Follow-up date option selected, 
and for a specific status type. Once a note has been completed, you can select the Completed option 
in the control note and the note will display when the Status filter for completed is selected. You can 
also print a report of the Customer Follow Up Notes or print the grid they display in. 
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Customer History 
This feature is handy for anyone who performs collections on customer accounts, because you can insert notes 
for each client at the invoice level and create follow up updates.  

To view customer history 

1. Click the Customer History button located on the toolbar shown at the top of the screen. 

2. Select the customer by either entering the customer account number or the customer name in the fields 
provided. You can also use the up/down arrow keys located on your keyboard to scroll through the 
selection of customers available.  

3. You have the option to display paid invoices, open invoices or all invoices for the customer selected. If 
the From Invoice Date field is left empty, the program will list all outstanding invoices for the customer 
selected. However, you can insert a date into this field if you only want to see a listing of those invoices 
after the date specified. 

4. Click the binoculars to search. 

  

 The follow up date will display in red if the follow up date is in the past, yellow if the follow up date is the 
current date, green if the follow up date is in the future and no color will display if the note has been 
marked as completed. 

5. Right-click a particular invoice transaction within the grid to receive a list of options. You can either print 
or preview the invoice or you may edit the collection note previously entered. 

Note You may click the icon illustrating a rolodex card to view the customer’s account information. 



102  EFI PrintStream | User Guide 

 
 

 

Credit Control Note 

To add a credit control note to an invoice 

1. Double-click a line. 

 A pop-up display window titled Credit Control Notes will appear where you can insert notes. 

2. Click the line within Credit Control Notes where you want to enter your note. 

3. You may also insert a date in the Follow Up Date field, which will tie into the Follow-Up Notes section 
located in this module. This will remind you when you need to contact the customer again. 

4. If a note is inserted which does not require you to follow-up with the customer, you may select the 
Completed check box. 

 Each credit control note may have up to 70 characters per line with a maximum of 50 lines of text. 
Approximately the first 40 characters of the note will display in the grid when printed. 

  

Note Once marked as completed, you will no longer view the note in the Follow Up Note screen. 
Completed notes will only display in the Customer History screen. If you delete a note, it will 
not appear anywhere. To edit a note, double-click the note line. 
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Follow Up Notes 
Another feature that aids in performing customer collections is Follow Up Notes. This screen displays notes by 
date. 

To view follow up notes 

1. Click the Follow Up Note button located on the toolbar shown at the top of the screen.  

2. Insert the date range you would like the program to search for notes previously entered through 
Customer History. 

 If you would like to view the notes for only one specific customer, insert the customer’s account number 
or the customer’s name and then click the binoculars. However, if you would like to view the notes for all 
customers, insert the desired date range and leave the customer account number and customer name 
field blank. 

3. Click the binoculars icon to search. 

  

4. Click a line item to open the note in full display. You may also edit the notes to add additional 
comments, mark the line item as completed, or insert a new follow-up date. You can also print a report 
of the Follow Up Notes or print the grid they display in. 
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Follow Up Letters 
The Customer Collection program has the ability to generate a collection letter to send to your customers informing 
them of the current status of their account. You can create a custom letter or use the provided form letters provided. 
The form letters differ slightly in severity depending on the aging bracket the letter is generated for. 

To use the provided form letters 

1. Click the Follow Up Letters button located on the toolbar at the top of the screen. 

 The current date will default in the date field; however, it can be changed. The date entered will 
determine the aging and it is also the date that will print on the past due letter generated. 

2. Your company name will default to the Name field located under Collector, but it can be changed to 
represent an individual’s name.  

 This name along with the company phone number, located under Collector, will display underneath the 
signature line on the past due letter. 

3. Select the type of letter you wish to generate based on the aging brackets provided: 

 Auto: Standard statement of account letter indicating the total amount due for each aging bracket 
as well as providing a grand total. 

 30-60 Days: First reminder letter informing the customer of the past due balance. 

 60-90 Days: Second reminder letter indicating the amount outstanding as well as consequences 
involved if payment is not submitted. 

 90 + Days: Final reminder letter informing the customer the account will be placed on hold. 

4. A list of customers with an outstanding invoice within the bracket selected will display on the right. 
Select the customers you want to generate a letter for by clicking within the box located to the left of 
each customer’s name or click the Select All button to select all customers. 

5. If you want to add a comment line to the letter, enter the notation in the Additional Text field provided. 

 This line will display underneath where your company phone number is printed. 

6. Click the Preview button to process the form letters.  

  

Note The letter will fit in most standard window envelopes. 
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To use a custom letter 

1. Create the collection letters in Microsoft Word. 

 Each collection letter created must be saved in the Reports folder of the PrintStream database used. 
The collection letter must also be saved with the title CollLetters followed by the remaining description 
you assign to the document. For example, CollLetters30.rpt would represent the customized letter 
created for my 30 day age bracket, CollLetters60.rpt would represent the customized letter created for 
my 60 day age bracket, etc.  

2. After customizing the collection letters, open the Customer Collection program, select and complete 
the parameters and fields provided, and then select the customers to generate a letter to. 

3. Click Report Format. The password is formats. 

  

 A window opens listing the custom collection letters created. 

  

4. Select the format from the drop-down list and click OK. 

5. Click Preview from the Follow Up Letters window. 

 The collection letters will preview to the screen in the customized format. 

6. Click the printer icon to print them. 
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Customer Contact Info 
A convenient lookup tool to view a customer’s account information is located within the AR Customer 
Collection program. Rather than having to minimize the program and open the Master Files Customer program, 
you can remain in the Collections program to look up the customer’s phone number, contact name, etc. 

 

Note This information cannot be edited from this program. Please refer to the Master Files Customer 
documentation to change data to a customer’s file. 
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Finance Charges 

To use the finance charge feature in AR Customer Collection 

1. Complete these setup items: 

a. Define those customer accounts who you want to assess finance charges to. 

 This is done in the Master Files Customer program. Please refer to the Master Files Customer 
documentation for further instruction. 

b. The Calculation for finance charges will begin at a set # of days entered after the due date of an 
invoice. For example: If your customer’s invoice is due October 1st and the grace days are defined 
as 30, finance charges may be assessed beginning November 1st. To define the global default 
grace days, further assistance will be required by your PrintStream Accounting Support contact.  

c. Option to include/exclude previous finance charge invoices from current calculation. 

2. Click the Finance Charges button in AR Customer Collections. A finance charge calculation screen will 
display where you will define the parameters of the finance charges to be calculated. 

  

 The date field will automatically default to the last date of your fiscal year. This date field can be 
changed to the ending date of the period the finance charges will be calculated for; however, the date 
selected must be in a period that is open in Master Files Reports. 

 The number of grace days will default to the global setting defined above; however, this number can be 
overridden if needed. The number inserted into the Grace Days field will be added to the date of the 
transaction for extra grace time before an invoice is considered overdue. 

3. Insert in the Balance field under Minimum, in the form of dollars, the minimum balance you want the 
program to calculate finance charges for. 
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4. In the Charge field, enter in the form of dollars the minimum finance charge that should be assessed. 

5. Enter the annual interest rate you want the program to charge in the Annual Int Rate field. 

6. If you want the program to account for AR suspense money on the customer’s account in the finance 
charge calculation (total dollars past due less AR suspense money), select the Include Suspense 
check box. If you do not want the program to deduct AR suspense money from the past due balance, 
clear this check box. 

7. If you do not want the program to factor unpaid finance charges into the calculation of the overdue 
amount, select the Exclude Previous Finance Charge Invoices from Calculation check box. 

8. Select how you would like the program to age the outstanding invoices by: transaction date, invoice 
date, or by due date, and then indicate if you want the program to sort the invoices by the period or by 
date. 

9. Click the Calculate Charges button to calculate the finance charges. 

  

 The customers whose customer master file record is marked for service charges will display in the 
window provided as shown above. By highlighting a customer’s account number, PrintStream will 
provide an aging summary below. 
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To edit a finance charge for a customer 

1. Highlight the customer’s account number, right-click, and select Edit to enter a new finance charge.  

2. When all changes have been made, you can preview or print a finance charge report before posting the 
finance charges.  

  

To generate finance charge invoices 

1. Right-click a customer account number and select. 

 A message will display confirming you want to create finance charge invoices. 

2. Select Yes if you want to proceed.  

  

 A summary display will appear providing a listing of those accounts that will be charged in the posting.  
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3. Click Post to complete the posting process.  

  

 A posted batch of AR invoices will be created for the customers for whom PrintStream calculated 
finance charges. 

  

4. If you choose not to post, PrintStream will create an unposted AR invoice batch containing invoices to 
the customers finance charges were calculated for. You can manually post the batch when ready. 
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AR Database Builder 
The AR Database Builder and Job Costing Database Builder create Access databases in the PSEXTERN folder 
of the database server. Reports can then be created using the exported information. Both database builders 
work the same way. The difference is Job Costing extracts information from Jobs, while AR extracts posted 
batch information from Accounts Receivable. The screen shots in this documentation will be of the AR Database 
Builder.  

The export programs were written to assist users who wanted greater flexibility in reporting. Current PrintStream 
reports may be exported via Crystal Reports to various common file formats for resorting, totaling or combining. 
However, some users want the ability to access stored data that does not appear in reports. Rather than 
assisting users in their understanding of the PrintStream database structure, with its redundancy and sometimes 
confusing field names, EFI PrintStream provides these export tools which extracts PrintStream data into more 
concise tables using more standard file and field names. This also provides a level of safety due to the fact that 
data can be repetitively exported without harming the original source data. 

The intention of the AR Database Builder is that users will close their month in AR and then prepare an export of 
the closed month’s batches. This Access database might be saved with a name like “Oct02Ardatabase.mdb” and 
then combined or compared with other month’s exports. 
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Extracting PrintStream Data To An Access Database 

To extract data 

1. Select from the list of posted batches available to export by clicking in the box next to the batch. 

 Selecting All will select all batches in the list and add a check mark next to them. 

 De-select a batch in the selection by clicking twice on the batch. 

 Refresh and Clear will deselect all selected batches; however, Refresh will move to the top of the list 
after clearing the selection.  

2. Non exported Batches will list posted batches that have not been exported. View the list of exported 
batches by marking Batches already exported. 

  

3. When the selection is complete, click Export. The information will export into an Access database file 
titled /stream/livedata/psextern/ARDatabase.mdb. (You may want to rename and/or move this file 
after each export.) 
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4. The status bar at the bottom and the Export button indicate the database is being built. When the 
export is complete, the message Extraction Completed will display. Click OK and then Close. The 
extracted information is now ready to be linked with a report database. 
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Linking Microsoft Access to Create Reports from PrintStream 

PSEXTERN Database vs. Report Database 
The PrintStream Database builders create MSAccess databases in the PSEXTERN folder of the database server 
path used in your office (for most this will be the P:\stream\livedata\PSEXTERN\ folder). In this folder are files 
called ARDatabase.mdb for the AR Database Builder and Jobcost.mdb for the Job Cost Database Builder. You 
should not create reports or queries within these databases. Instead you should create a report database on your 
local computer that will link to the database. By using this method all customized work will be saved in the event 
of future changes and it provides a facility for sharing your reports with other PrintStream users while not sharing 
your data.  

WARNING If you create reports in the Access database located in the PSEXTERN folder, your programming 
will likely be lost during a PrintStream upgrade. 

Linking Tables to the Access Report Database 

To link your report database to the PSEXTERN Database 

1. Create a new Access database and select New from the Tables Selection. 

2. Highlight the Link Table option and click OK. 
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3. Follow the path to the PSEXTERN folder in the server location that manages the PrintStream Database. 
(For most this will be P:\stream\livedata\PSEXTERN\ folder.) Double-click the desired database. 

  

4. After double-clicking the database, a list of all available tables within the database display. Click the 
Select All button and click OK. 
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 All of the Databases that are linked to your database will show up in your local database. All linked 
tables in Access show up in the table list with an arrow next to them. 

  

 Linked tables in Access work in the same way as a normal table except that the table definition cannot 
be modified. The data does not actually reside on your local computer; it is simply brought locally when 
connected to. Notice tempCusTotals does not have a row. This means it is a table that resides in the 
local mdb.  

Sharing Your Reports 
To share your reports with others simply make a copy of the report database. If the user that created the report 
database has the same path to Access database then you will not need to make any changes when the 
database is accessed. If the database had different links to the Access database tables then you will need to 
delete all of the linked tables (the tables with arrows) and recreate the links using the steps above.  

Note None of the data in your system will be transferred when you give your report database to another 
person. Only the “programs” to produce the report are being transferred. 
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Microsoft Access Housekeeping 
Using the linked table method will create file fragments within a Microsoft Access database. To keep the 
database at a minimal size and running efficiently, Microsoft has provided a utility to Compact and Repair the 
Database. (See below for the location of this utility.) It is recommended you run this utility before copying your 
database, for another user to minimize disk space while transferring. 
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AR Cross Reference Search 
Use this program to display information about a customer’s account as well as a search device for job and AR 
transactions. 

You can view all outstanding invoices on a customer’s account, view a customer’s postage balance or any 
inventory items assigned to a customer’s account by selecting these items in the Customer menu. 

To find jobs or invoices by customer 

1. Select the Select Customer check box and insert the customer’s account in the appropriate field. 

2. Click Customer on the toolbar and select Outstanding Invoices. The invoices that display are specific 
to the customer account selected. 

3. If you know the job or invoice number, enter that number into the corresponding field. 

4. Select Job on the tool bar and choose to view a summary of that particular job, view the multiple 
invoices created for that job, view the multiple deliveries made for that job, or display the postage 
transactions for that job. 

5. In the Invoice drop-down menu, you can view/print the invoice, view the allocations to the invoice 
specified, or view any payments applied to the invoice selected. 

6. You may also use the AR Cross Reference as a tool to search for a cash receipt. 
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To locate an invoice by the customer’s order or purchase order number 

1. Select the Select Customer check box and enter the customer’s purchase order number into the 
Customer Order# field. 

2. To narrow your search for a specific customer, enter the customer’s account number in the field 
provided. 

3. To find the exact match of the customer order number entered, select the Find Exact Match check box 
and click Find Invoice for the Order #. 

  

 All exact matches of the customer order number will display.  
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4. To see all invoices containing the first few characters of the customer order number, complete the 
Customer Order# field and select Find Invoice for the Order #. 

  

 All invoices containing the information provided will display. 

  



V21.1.0200 Accounts Receivable  121  

 
 

 

AR Reporting 
The AR Reporting programs consist of a display program and several reports capturing various AR transactions. 
An overview of the display program will be provided while a description of each report will be included in the A/R 
reports section of this handbook. 

AR Display 
In the AR display program, you can view all AR transactions in detail for a customer’s account. After selecting the 
customer number or name, the following options are available: 

1. Display an overview, which shows the main information in the customer’s master file. 

2. View an aged balance by period (shown below), by transaction date, or invoice date. 

3. View the customer’s invoice history by viewing all outstanding invoices, invoices by date, or all invoices 
on the customer’s account.  

4. Cash receipt transactions can be viewed by selecting either By Period or Transactions. Right-click any 
transaction to drill down for more detail including to which invoices or jobs the receipt was allocated. 

5. Drill down by right-clicking the invoice date to view/print the invoice itself, view the lines, allocations, 
payments, etc.  
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AR Reports 
There are 6 categories of reports within A/R Reporter: 

 Transaction reports 

 Customer reports 

 Month End reports 

 Master File reports 

 Jobs/Invs reports 

 Sales reports 

A summary is provided below for each report. 

Transaction Reports: 

A/R Batch Transaction – can be sorted by batch number or by period/year along with generating by 
customer invoice or by cash receipt. Provides a listing of transactions, either Customer Invoices or Cash 
Receipts, by batch number. 

Invoices By Date – provides a listing of invoices by date and by customer. Breaks totals out by net sale, 
postage, freight, tax and invoice total. You can also list 5 invoices for a specific reporting group. Control 
document for month end balancing. 

Cash Receipts By Date – provides a listing of cash receipts by date and by customer. Breaks out receipt 
allocation – AR applied/unapplied, postage applied/unapplied. Control document for month end balancing. 

A/R Bank Deposit Slip – system generated deposit slip capturing all receipts by the batch number or by 
batch number range. 

Invoice Allocation – this report provides a listing of the GL allocations for each invoice within the batch 
number or batch number range indicated. This report will also reference the job number to each invoice 
reported on. A batch summary of all GL accounts affected by the invoices within the batch(s) reported will 
appear at the end of each batch listed on the report. 

Cash Receipts by Bank Account – provides a listing of cash receipts by bank account for the date range 
specified. 

A/R Transactions by Date – this report will show all invoices and cash receipts logged in PrintStream for 
the customer(s) indicated for the date range provided. 

Detailed Invoices By Sales Rep - provides a listing of invoiced sales by date range and salesrep selected. 
This report will calculate the value added as Estimated Value Added or Net Invoice (no sales tax, freight or 
postage), minus actual materials at cost. It includes the ability to sort by customer grouping, and provides a 
total by customer. 

Invoices by Salesrep – provides a listing of invoices by salesrep based on the date range and salesreps 
indicated.  

Detail AR Batch Invoice Allocation – breaks down the batch referencing the invoice, customer and the GL 
allocations to each invoice within the batch. This report will further provide a summary of all GL accounts 
affected by the batches reported on. Can be sorted by batch number or by period. 

Detail Invoice/Job Allocation – shows the invoice GL allocation based on an invoice number or a job 
number. 

Customer Reports: 

Customer Credit Report – this report will print a customer list reflecting a summary of the customer(s) 
credit history including available credit, suspense, the balance of outstanding invoices and the total dollars of 
jobs in process. 

Customer Statement – a statement that will show outstanding invoices and an aging summary for a 
customer’s account. 
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Customer Sales Volume – generated by customer with further breakdown by customer and by product 
type. This will show, based on the filter criteria, sales invoiced by period. 

Customer Credit Type – this report will provide a listing of customers, based on parameters defined, 
indicating the account terms, the salesrep assigned to the account as well as the customer’s account 
balance. 

Inactive Customer – provides a listing of customer accounts that have not had activity on their account 
from the date entered. 

Month End Reports: 

A/R Aging – the A/R aging report will provide a recap of the outstanding invoices as well as the customer’s 
AR suspense on a customer’s account based on the parameters defined. Control document for month end 
balancing. 

Sales Tax – will print a report of sales tax billed for a range of periods, for one or all tax codes defined. 

A/R Detailed Suspense – will provide a detailed listing for one customer or for a range of those customers 
who have unapplied A/R money available on their account. 

Gross Sales Tax – this report summarizes the gross tax for each tax code for the selected date range. 
Custom report for one PrintStream customer only. 

A/R Reconciliation – this report aids in the reconciliation of the A/R aging report. It will calculate any out of 
balance accounts, by customer, by factoring in a customer’s beginning aging balance, all posted invoices 
and posted cash receipts for the period or date range indicated. The difference between the calculation and 
what is recorded on the A/R aging report will be reflected as the Net Amount. 

AR Account Status Report – this report can be generated by customer and will provide a credit overview of 
the account. It will provide totals for outstanding invoices, open orders, available credit, current month and 
year to date totals for receipts and invoices as well as total dollars of credits issued. 

AR Prepayment Summary Report – this report works with the AR Prepayment feature available in the 
Cash Receipt program. The report provides a summarized listing of AR Prepayments entered to a 
customer’s account. Used to reconcile to the GL Prepayments account. 

AR Prepayment Detail Report - this report works with the AR Prepayment feature available in the Cash 
Receipt program. The report provides a detailed listing of receipts allocated as an AR Prepayment, how the 
prepaid receipt was applied, by customer account. Used to reconcile to the GL Prepayments account. 

Master File Reports: 

Customer Listing – provides a summary of a customer’s master file account. Can be generated based on 
customer, salesrep and type. 

Customer Labels – labels can be printed for a customer or a customer range. Three label sizes available. 

Jobs/Invs Reports: 

Billing Worksheet – provides an overall look of the costs incurred to complete a job. The worksheet breaks 
out the costs based on buyouts, materials and labor, and it gives the difference in cost for the centers 
reported on based on estimated costs vs. actual costs. The profitability/loss for a job is also reflected on the 
billing worksheet after the job has been A/R invoiced. 

Job Bookings Period – this report provides a summary of all jobs booked during the selected date range. 

Unbilled Delivered Jobs – indicates all jobs delivered, but not yet invoiced. This report must be used in 
conjunction with the Shipping module. 

Batch Invoices – invoices for the batch selected will first print to the screen and then the entire batch can 
be printed by selecting the printer icon displayed above the invoice.  

Job Summary Report by Customer – provides a summary of the jobs created for the customer(s) 
indicated. 

Sales Invoices Not Closed – provides a listing, by customer or for all customers, of AR invoices that have 
been dummy invoiced using the Bypass option. This report indicates invoices that can not to be posted until 
the AP invoice is entered into PrintStream first. 
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Job Booking (Multi Plant) – this report provides a summary of all jobs booked during the selected date by 
plant. 

Sales Reports: 

Sales Summary by SIC Code – generates a report indicating sales generated by SIC code, for the period 
and year range selected, for those customers who have an SIC code referenced in their customer master 
file.  

Commission By Salesrep - generates a report showing the commissions earned based on the parameters 
defined – in particular invoice paid status. This report pulls from the Commission field found in AR Invoicing 
Entry Miscellaneous tab. 

AR Invoicing Procedures 

AR Invoicing - Sales Tax Dollar Entry Rather Than Using Sales Tax 
Code 

A/R has the ability to enter a flat sales tax amount rather than having the system calculate the tax based on the 
tax code at the line item level. The best example of this occurs in states where sales tax is charged for only a 
percentage of the pieces mailed in state on a job. In this case, the 7% tax rate gets applied to only 64% of the 
pieces. Rather than trying to maintain thirty or forty different tax codes, the user can manually calculate the tax 
dollars and enter the dollars rather than using the codes. 

Double-click the tax line that requires changes in the Tax Amount column, change the dollar amount and press 
Enter. The Tax % reflects the changes made to the dollar amount.  

 

The sales tax code originally selected determines where this item will appear on the sales tax report. 
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Dummy Invoice Feature 
When creating a Final AR Invoice in PrintStream, the user will be notified with a warning message if the job being 
AR invoiced has any open purchase orders against the job (dummy invoicing), if there are any unverified postal 
statements or if there are any active shop floor transactions. We will first take a look at dummy invoicing. 

A dummy invoice is a cost accrual that can be accomplished through the AR module of PrintStream. If there is an 
outstanding job related purchase order for a job ready to be final AR invoiced where the vendor’s invoice has not 
yet been entered, PrintStream will detect it. The AR Invoice Entry program will require either the vendor invoice 
is entered through the Accounts Payable module first, or that a dummy invoice (accrual) is created to account for 
the costs of that outside purchase during the same period the revenue is booked. 

 

If outstanding PO’s are encountered for the job when creating a final AR invoice, use the View PO's button to 
display the PO's and their receipts. A listing of all purchase orders created for the job, whether the purchase 
order has been received or not received, will display. If a purchase order item has not been received in full or not 
received at all, cancel this invoice creation. 
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A/P Accrual/Dummy Option 1 
The first dummy option will mark the job as Final invoiced, completed and ready to post. This option 
automatically creates an “AP dummy” accrual invoice for the amount of the receipt for that line item of the PO.  

 

Note The first option should almost always be selected. 

This AR invoice will post a debit to the buyout expense account and a credit to the AP accrual account 
designated as AP Without Invoice. When the actual AP invoice is entered to reverse the accrual invoice, the 
program knows there was an “A/P dummy”, and it will debit the AP Without Invoice account and credit AP. (If the 
AP invoice amount is different, that difference debits or credits the AP Without Invoice difference account.)  

Note When the AP invoice is entered after the dummy invoice is created, PrintStream has the ability to 
charge the same expense account charged during the AR invoice process instead of the AP Without 
Invoice Difference account. The expense account charged would be the expense account linked to the 
buyout activity in Link to GL. Activation is required for this functionality. Please contact your Accounting 
Support contact. 

In this scenario, the AR invoice batch must be posted before the AP invoice is entered. The job cost will get 
logged as the accrual invoice amount, not the reversal of the accrual amount. An invoice created with Option 1 
will have a yellow exclamation icon next to it in AR, designating it as an invoice with a dummy accrual. This batch 
may be posted. 

You can also generate a billing worksheet for the job you are invoicing to see the purchase orders created for it. 
Then, cross reference the billing worksheet to the data that appears behind the View PO’s button shown above. 

Because an invoice with an accrual must be posted before you can post the reversing AP accrual entry, you will 
want to post this AR batch as soon as possible. For this reason, it’s best to place an invoice with a “dummy” item 
in its own batch – apart from all other AR invoices. 

To continue processing the dummy invoice transaction, double-click the invoice number in the tree so that the job 
level appears. Highlight the job number by clicking it. Then, select the Dummy Invoice tab on the invoice. The 
purchase orders created for the job being invoiced will display.  
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The dollar amount referenced for the deliveries is based on the amount entered on the PrintStream purchase 
order; thus the amount to be “dummied.” At this point, if you know the vendor will be charging you more than/less 
than what the purchase order was created for, you should correct the dummy invoice amount. To edit the dollar 
amount to be “dummied,” double-click the delivery line of the purchase order. An Edit Dummy Invoice window will 
display. Enter the correct amount, and then click OK.  
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A/P Accrual/Dummy Option 2: (Bypass) 
The Bypass option, the second on this list, also marks the job as a Final invoice, but it leaves it as uncompleted 
and not ready to post until the A/P invoice has been entered. 

 

If this option is selected, material costs may still be logged to the job using the Job Material Entry program. 
However postage, timesheet, shop floor and inventory transactions are prohibited. PO receipts can also be 
logged; however, new PO’s cannot be created for the job. 

An invoice created with Option 2, the Bypass option, will appear with a red slash icon next to it in AR, 
designating it as an uncompleted invoice. It has neither been dummied nor AP invoiced. This batch will not be 
able to be posted until the vendor invoice is entered into PrintStream. 

When the AP invoice is entered into PrintStream and associated with the PO and posted, WIP will be debited 
and AP will be credited. Upon later selection of the unposted AR invoice batch, it will change the icon to a normal 
invoice icon, and confirm the posting to debit the buyout expense and credit WIP for the amount of the A/P 
invoice. Selecting the AR batch changes the completed flag to yes.  

Prior to completing the AR invoice, the AP invoice amount may be changed. After the AR invoice is completed, 
AP can see that there was no AP dummy (meaning that the AR posted to WIP rather than to the AP without Inv 
account), and PrintStream will not allow the AP invoice amount be changed. In this case, a warning message will 
appear, which means that the AR transaction has been set up to debit the buyout expense and credit WIP. 
Changing the AP amount would leave an out-of-balance condition in WIP. The only work-around is to log a 
regular AP invoice against that vendor (use invoice number 123A?) and when you pay the AP invoice, select 
both AP invoices. 

If the Bypass option is selected, but an AP invoice is not entered, the Dummy Invoice tab can be selected in 
AR Invoicing to create an AP accrual/dummy invoice (option 1).  
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To continue processing the dummy invoice transaction using option 1, double-click the invoice number in the tree 
so that the job level appears. Highlight the job number by clicking it. Then, select the Dummy Invoice tab on the 
invoice. The purchase orders created for the job being invoiced will display.  

The dollar amount referenced for the deliveries is based on the amount entered on the PrintStream purchase 
order; thus the amount to be “dummied”. At this point, if you know the vendor will be charging you more than/less 
than what the purchase order was created for, you should correct the dummy invoice amount. To edit the dollar 
amount to be “dummied”, double-click the delivery line of the purchase order. An Edit Dummy Invoice window will 
display. Enter the correct amount, and then click OK.  

 

Note Remember, a dummy invoice can be changed from Final to Partial at any point prior to the invoice being 
posted to the GL. Changing the Dummy Invoice to Partial will remove the WIP and expense allocation 
created when it was in a final invoice state. 

To suppress the second dummy invoice option so that PrintStream will ALWAYS use the first dummy invoice 
option, select Options from the toolbar in AR Invoice Entry, and select the Suppress Dummy Bypass Option. 

 

Also, a dummy invoice can be un-invoiced at any time prior to the invoice being posted to the GL. Un-invoicing a 
Dummy Invoice will remove the line items from the invoice, it changes the invoice to $0.00, the invoice number 
will still be assigned to the customer and it will link the invoice to job #999999 – the PrintStream miscellaneous 
job number. 
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Unverified Postage Statements 
If a final AR invoice is created for a job that has unverified postage statements against it, the user will receive a 
warning message “There are Unverified Postage Statements for this Job.” Leaving the job as a Final invoice with 
unverified postage statements will prevent the user from verifying the postage statement in the future. It is 
recommended the user either partially invoice the job or cancel the billing and wait until the postage statement(s) 
has been verified before creating a final AR invoice. 
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Active ShopFloor 
If you are creating a final AR invoice for a job that has active labor activities in the MRShopFloor program, you 
will receive a warning message indicating such. It is recommended that the user either partially invoice the job or 
cancel the billing and wait until all users have logged out of the job in MRShopFloor before creating a final AR 
invoice. Final AR invoicing a job with active labor activities in the MRShopFloor program not only prevents the 
user from logging out of the job, but it will also provide inaccurate job costing. 

 

Correcting Cost Transactions After Invoicing 
Costs should be corrected before a job is invoiced. If billing cannot be delayed to correct the costs, follow this 
workaround: 

1. Create a Standard, Partial invoice. 

2. Print the invoice in the normal manner and mail it to the customer. Do not post it yet! 

3. Correct the costs. Corrections are permitted because the invoice is a Partial. 

4. Print a new Billing Worksheet to verify the costs. 

5. Go back into the batch, click the Miscellaneous tab of the invoice and change the Partial to a Final 
Invoice. 
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Accounting Procedures - Miscellaneous 

Partial Invoicing 
A partial invoice is created when a job extends over a period of time and multiple deliveries and invoices are 
required while the entire job’s costs continue to accumulate. Partial invoices will continue to be reported on the 
Work in Progress reports. However, a dummy invoice is not required for non-vendor invoiced PO’s. The job may 
be billed as partial many times, but the job must eventually be billed as Final to close the costs and Work in 
Progress. Balancing postage on a partial invoice is not required. 

Billing Based On the Estimate Price Or Actual Job Costs  
1. Compare the Standard Price field (calculated by the estimating program) to the Quoted Price field 

(entered by the estimator or salesperson). Print a Billing Worksheet to verify the costs. The Billing 
Worksheet shows the actual job costs logged against the job. 

2. Decide upon the final price for the job. 

3. Create the invoice using the following options for line item creation.  

4. Automatically generate invoice from Estimate / Actual / Prebill. The price for the invoice can be based 
on the estimated items or from the actual job costs. 

5. Itemize With or Without Prices or don’t itemize. Itemize with Prices creates an invoice where each detail 
line prints its price. Itemize Without Prices creates an invoice with detail, but only the first line item has a 
price (which is the total of all the detail lines). Don’t Itemize creates a summary invoice with only the first 
line item having a price, which is the total of all the detail lines. 

Assuming there is detail from the estimated or actual parts of the job, there will be three choices for the 
appearance of the invoice. Each method creates the same price and posting for the invoice.  

Billing from actual job costs is not recommended. This means that the invoice will be based on the Shopfloor, 
Timesheet, Inventory issues, etc. created by your production employees. Each and every transaction will have a 
separate line on the invoice you created from actual – necessitating lots of grouping and/or consolidating on the 
Prebill. 

Adding Text Only Line(s) To an Invoice 
Extended lines for text can be added to invoices, each with 150 characters. 

1. Open the invoice and go to the Lines tab. 

2. Right-click the body of the invoice to add a new line. 

3. Select Extended line from the unit of measure drop-down bar. 

4. Add text – up to 150 characters per extended line. If 150 characters are not enough, add as many line 
items as needed. 

Printing an Invoice or Batch of Invoices 
Printing or re-printing a single invoice can occur in several areas in PrintStream. One option is to go into the 
actual batch and select the invoice to print. It can be previewed or select the printer icon on the task bar to print. 
An invoice can also be printed from the AR Cross-Reference search screen described under the A/R Display 
section of this document or from AR Display. 

To print an entire batch of invoices, right-click the batch and select Print Batch Invoices. The entire batch can 
also be printed from AR Reporter, Jobs/Invs Reports and Batch Invoices. 

Note The number of copies to be printed and titles for each copy can be defined in the Master Files Report 
module, Master File Reports, SetUp Printout Copies.  
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Creating a Credit Memo 
Once an invoice has been sent to the customer or the invoice batch has been posted, the invoice cannot be 
edited. Use the following procedure when an adjustment needs to be made to an invoice or refer to the Credit 
Memo procedure referenced earlier in this document. 

1. Create a new AR invoice batch. 

2. Create a new, Standard invoice using the same job number as was used on the invoice that needs to 
be adjusted. This insures accurate sales report totals. If the job has been final invoiced, the credit 
invoice must be an Adjustment invoice. 

3. To credit the entire job, generate the invoice from the estimate, but do not itemize it. 

4. Use a negative quantity for the line item and enter the unit price as a positive number. Allocate the 
adjustment to the correct GL account and use the same tax codes as the original invoice. 

5. Use a description that identifies the invoice as a credit memo. 

6. Print the A/R Detailed Aging Report to check the customer’s accounts receivable balance. 

Create a zero cash receipt to apply the credit memo to the original invoice. Please follow the Applying a Credit 
Memo to an Invoice procedure described in this handbook. 

Postage Credit Invoice 

To credit an invoice with postage billed on it 

1. Create a new AR invoice batch. 

2. Select the New Credit Memo option. 

3. Add a negative line item for the amount of postage usage – allocate to postage liability (dr-pstg liability, 
cr-AR). 

4. IF you used suspense money or deposit, add a line item for the dollar amount of deposit/suspense. 
Allocate to cash (dr-AR, cr-cash). 

5. If step 4 was done, enter a cash receipt to put the money back into the customer’s account. (dr-cash, cr-
pstg liability). 

Clearing & Balancing: 

6. Apply the original invoice and the adjustment invoice (credit invoice) to each other to clear the AR 
aging. 

7. Log negative usage to job 999999 using the same postage inventory used to for the original invoice to 
bring inventory back in balance (dr - inventory, cr-spoilage). 

8. Create a journal entry to offset the G/L effect of steps 3 and 7 (dr-spoilage, cr-postage liability). 

To re-invoice the job 

1. If it was a final invoice, a new job should be created using Quick Job Entry or by copying the original job 
in estimate. Reference that the new job is to reinvoice the original job. 

2. Log usage to the new job and invoice (dr-postage liability, cr-inventory). 
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Applying Postage Suspense Money on a Miscellaneous Invoice 
If a customer has postage suspense money on account and a miscellaneous invoice is generated for the 
customer, the user has the ability to apply postage suspense money to the invoice at the time the invoice is 
created. 

1. After the line items have been added and saved to the invoice, select the Balance Postage tab.  

2. The postage suspense amount available on the customer’s account will be referenced in the Postage 
Suspense field. This field cannot be edited. Directly to the right of this field is a field titled Customer 
Suspense. Enter the dollar amount you want to pull from postage suspense and applied to the current 
invoice.  

3. When finished, click OK to pull the postage suspense money onto the invoice. When prompted with the 
message “Apply Postage Credit to Services on Invoice”, select Yes. The postage suspense amount 
entered will now be deducted from the invoice. 

Redoing an Invoice That Has Not Been Mailed 
Until the invoice has been mailed and posted, it can be altered and reprinted as many times as necessary. 

1. Select the batch number for the invoice to adjust. If the batch is displayed in the Posted Batches tab, 
the invoice cannot be adjusted. 

2. Select the invoice to adjust. 

3. Open the Lines tab. Right-click to add the new line item, or double-click the line item to edit/adjust. 

4. Reprint the invoice to see the new line item(s). 

5. Post the batch using the normal procedure. 

Redoing an Invoice That Has Been Mailed 
An invoice that has been posted and sent to the customer has financial and accounting consequences and can 
no longer be altered. Use the following procedure to “back out” these financial and accounting entries and begin 
again. 

1. Use the new Credit Memo procedure to create a credit memo for the mailed invoice. 

2. Print and post the credit memo invoice, and then mail the credit memo to the customer if desired. 

3. Create a new batch and a new invoice using the original job number, making the invoice a standard, 
adjustment invoice. Create this new invoice with the changes dictated by the customer or your 
management. 

4. Print the invoice and post the batch. 

5. Send the new invoice to the customer. 

6. Use the Consolidating Invoices and Credit Memos procedure to mark both invoices as paid. 

Clearing an Unbillable Job from Work in Progress 
Non-billable jobs distort Work in Progress and monthly net income. Clear an unbillable job from Work in Progress 
by creating a zero dollar final invoice for the job. 

1. Create a Standard Final invoice.  

2. Add line item(s) to make the unit price equal to zero. 

3. Print and post the zero dollar invoice. Do not send the invoice to the customer. 

OR…For clearing numerous unbillable jobs, use the Zero Bill Batch procedure. 

Note Dummy invoices will be created and postage will need to be balanced properly when using the Zero Bill 
Batch procedure against jobs with purchase orders and/or postage usage. 
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Applying a Credit Memo To An Invoice 
Use this procedure to apply credit memos to the invoices they are crediting to consolidate a customer’s A/R. Go 
to AR Cash Receipts and create a new batch.  

1. Create a customer receipt for zero dollars. For the check number, use a description like ‘clear’ or ‘adjust.’ 

2. After entering the receipt amount as zero, a prompt will appear: “Will this receipt clear negative/positive 
invoices?” Answer Yes. 

3. As with normal cash receipts, select the invoices and credit memos that offset each other. Select the 
credit amount first and then apply it to the invoice (debit) amount. At the bottom of the screen, the 
Unallocated and Allocated amounts should both stay at zero. 

Use of Prospect / New Customer in Mail Estimating Or Print Estimating 
There is a feature in PrintStream that allows the user to create a prospect customer during the estimating 
process. Typically, only accounting personnel have access to the Master Files Customer program. Instead of the 
estimator stopping to request that a customer be created, the estimator can create a prospect in the Estimating 
module, and then have it converted to an actual customer number later. Also, there are cases where an estimate 
is created, but it is never converted to an actual job; therefore, you would not want to convert it to an actual 
customer number. Prospect customers can be maintained separately, so the customer base will only reflect 
actual customers. To insure better consistency with the Customer Number format, only allow certain people 
access to the Customer Master Files. This will lessen the chance for duplication of customer account files, 
control the tax codes, payment terms and other accounting items. The following paragraphs describe some 
suggested practices for the management of this process. 

Suggested technique: 

First, contact PrintStream Accounting Support personnel to set the next prospect customer number to a number 
either much greater than or much less than your normal numbering sequence for customer account numbers; 
e.g., in the 50,000 range or the 1,000’s; the concept being that any prospects added to the system are 
automatically assigned a number in this series, which differs vastly from your conventional range of numbers 
used for customers. For existing sites, please check the existing account numbers for both prospects and 
customers to insure that any number entered in the Next Prospect Customer Number field will not cause 
duplicate assignment over existing accounts.  

Actual scenario for use: 

An estimate is created and a new prospect customer is added. This customer will be assigned the next 
sequential number in the numbering series defined (e.g., 50001). The account status of this customer will be set 
to New Entry or Prospect with no sales tax or credit limit available. The system will not allow any jobs be created 
until this prospect has credit information added and their status modified. If and when it is time for this estimate to 
be converted to a job, someone in Accounting (or the person responsible for maintaining Master Files Customer), 
should use the Master Files Customer to change the prospect into an active customer by doing the following: 

Changing a Prospect to an Active Customer: 

Use the Master Files Customer program to open the customer record. The binocular icon performs a customer 
search by Account number; e.g., 50001. 

Required Steps: 

1. Change the Acct. Status to A, B, C or D and enter the payment days. 

2. Select a Tax Code. 

3. Create a Credit Limit. 

Suggested Steps: 

1. Change the Account Number from 50001 to one that will match the normal sequence of customer 
account numbers e.g., 25001, or alternatively alpha characters if preferred. 

2. Confirm the Name, Address, Phone, Fax, and Contacts, etc. 

3. Change to upper/lower case if preferred; select a tax code, add addresses, notes, etc. 

4. The next prospect created will be assigned number 50002. 
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What If The Customer Is Over Their Credit Limit? 
PrintStream has several programs that check a customer’s A/R balance and WIP amount against their credit limit 
before allowing further credit to be extended. Use this procedure if you wish to extend the credit further than 
currently defined. 

1. Open the customer’s account by using the Master Files Customer program. 

2. Increase the credit limit. 

3. Save your changes. 

If you do not wish to change the credit limit, you can select the Bypass Credit check box in the Customer Master 
Files record for the customer. This will allow the estimators to create one job for the customer (regardless of the 
credit situation). Creating this job sets the Bypass flag back to No so that no new jobs may be created. 

How to Change a Batch Date 
The batch date to an AR Invoice batch can be changed prior to posting the batch. The criteria required to change 
the batch date is as follows: 

1. If payment has been applied to the invoice, i.e., cash application, credit memo applied, etc., the batch 
date cannot be changed to a future date. 

2. WIP, GL and the AR period must be open in Masterfile Reports>System Maintenance>Accounts Start 
Periods. 

3. Changing the batch date will change the transaction date, due date and invoice dates for all of the 
invoices within the batch.  

To change the batch date, right-click the batch and select Change Batch Date. Enter the new date and click OK. 

 

Unpost an AR Invoice or Cash Receipt Batch 
Printstream allows the unposting of an AR Invoice or Cash Receipt batch.  The standalone 
Printstream.UnpostBatch program allows AR Invoice, AR Cash Receipt and AP Invoice batches to be unposted.  
It will place the batch back to the original status allowing edits to be made to the invoice or to the receipt. 

 

Open the PrintStream.UnpostBatch program. 

 

 

Select the type of batch to unpost in the Batch Type field.  This will load all posted batches within the current 
open accounting period.  If you do not see the batch you want to unpost, please confirm the period, the batch 
was created in, is open in Masterfile Reports/System Maintenance/Account Start Periods. 
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We can preview the current GL allocations by right clicking on a batch and selecting View GL Posting Report. 
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To un-post the batch, right click on the line item in the grid and either right click with the mouse and select the 
Un-Post Batch option, or select the option on the right hand of the screen to un-post the batch. After un-posting 
the batch, the batch will be removed from the grid and it will appear un-posted in the corresponding module. 
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Move Unposted AR Invoice To An Open Batch 
PrintStream allows an unposted AR invoice to be moved to a different unposted AR invoice batch.  From the 
Miscellaneous tab of the unposted AR invoice select the Change Batch # button located within the Invoice 
Information section.   
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When the Change Batch window opens, enter unposted batch number you want to move the invoice to and click 
on Change Invoice to Selected Batch. 

 

 

The invoice will now appear in the unposted AR Invoice batch selected. 

 

 

 

Cash Receipt Procedures 

Receiving Cash for an Invoice 
Record cash and checks from customers in AR Cash Receipts. When the batch is posted, it will create a debit to 
the General Ledger account specified as the AR Bank Account and a credit to the control account specified as 
the AR Control account. 

1. Create a batch of receipts for the day.  
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2. Enter each customer’s payment separately. AR payments and postage deposits can be entered into the 
same batch, even in the same receipt as long as they are both being deposited to the same bank 
account. 

3. Select the customer’s open, unpaid invoice(s). If the amount of the receipt matches exactly to the 
amount of an invoice, select that invoice. Repeat for additional invoices paid by this cash receipt. Any 
deposit money unapplied will go to AR Suspense. If the invoice does not appear or if the payment is 
greater than that owed, you can leave the payment in suspense and apply it at a future date. 

4. Repeat this procedure for each customer who has sent a cash or a check payment. 

5. Review the batch totals. If the batch total matches to the total of receipts and deposit amount, you are in 
balance. If not, review each customer’s receipt. 

6. Once the deposit has been taken to the bank, the cash receipt batch should be posted. PrintStream can 
print a deposit slip by using the AR Bank Deposit Slip found in AR Reports. 

Any miscellaneous deposits received that are not AR or postage related can be entered as a miscellaneous 
receipt as previously explained in this document, or you can enter it in the General Ledger module in 
Miscellaneous GL Receipts Entry. (See the GL documentation for instructions.) 

Receiving Cash for Postage 
Record cash and checks received from customers in AR Cash Receipts. When the batch is posted, it will create 
a debit to the general ledger account specified as the AR Bank account and a credit to the control account 
specified as the Postage Deposits account. 

1. Create a batch of receipts for the day.  

2. Enter each customer’s payments separately. AR payments and Postage deposits can be received in the 
same batch, even in the same receipt as long as they are both being deposited to the same bank 
account. 

3. Use the Postage Allocation tab to select from a list of active jobs for this customer. Applying postage 
deposits to jobs in this way is called Earmarking. Any deposit money unapplied will go to postage 
suspense. If the job does not appear or if the deposit is for future work, leave the deposit in suspense.  

4. Repeat this procedure for each customer who has sent a cash or a check payment. 

5. Review the batch totals. If the batch total matches to the total of receipts and deposit amount, you are in 
balance. If not, review each customer’s receipt. 

6. Once the deposit has been taken to the bank, the cash receipt batch should be posted.  

PrintStream can print a deposit slip by using the AR Bank Deposit Slip, found in AR Reports. 

 

Cash Receipt Entered to Incorrect Bank Account 
If a batch of cash receipts has been created to the wrong bank account, however the cash receipt batch has 
NOT been posted to the general ledger, you must zero the value of each receipt so that the batch value reflects 
$0.00, and create a new batch while selecting the correct bank account. 

To zero the value of each receipt, you must first unselect the AR invoices paid by the receipt. Click on the invoice 
number in the lower section of the screen and change the Applied in the Change Allocated Receipts box to 
$0.00. Click OK. 

If the receipt has a postage deposit earmarked to a job, click on the job number the postage deposit is allocated 
to in the lower section of the scree and change the allocation to $0.00. Click OK. 

If the receipt is allocate to AR Job Prepayment, click on the Prepayment Allocations tab, locate the job number in 
the grid in the upper portion of the screen, and enter a negative dollar amount into the Apply Amount column to 
remove the prepayment from the job. 
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When the receipt has been fully un-allocated, edit the receipt by clicking on the Receipt # line in the lower gray 
section of the screen, and the Edit Receipt box will display. Edit the Receipt Amount field to $0.00, along with the 
allocations entered to AR Suspense, Postage, AR Prepayment and Postage Escrow Click Finish upon 
completion.  

 

 

If the cash receipt batch HAS been posted, you can either 1) Unpost the batch using the Unpost Batch program 
documented earlier in this document, or 2) you must manually unapply all allocations made to this receipt.  

To manually unapply the allocations: 

1. Open the AR Cash Receipt program. 

2. Select Allocations from the taskbar, then select Allocated Cash Receipts, or select the dollar sign 
icon on the toolbar at the top of the Cash Receipt program. 

3. Enter the customer account number, select the AR Receipts option, and to help narrow your search, 
you can enter a date for PrintStream to begin listing cash receipts from. Select Load Receipts. 

4. Locate the receipt in the grid and click on the receipt #.   

5. When the new window opens, select the Allocated from this Receipt Only option and click on Load 
Invoices. Enter a negative dollar amount in the Apply Amount cell for the invoices the receipt paid, 
and press the Enter key. 

6. Follow the procedure Moving AR Suspense to Postage Suspense. 

 

If the AR Cash Receipt has a postage deposit earmarked to a job, first confirm the job has not been partial or 
final invoiced.  If it has, please contact EFI PrintStream for assistance. 

If the job has not been invoiced: 

1. Open the Streamline.Postage program. Select Receipts from the taskbar, and then select Postage 
Receipt Allocations.  

2. Select the customer’s account number in the drop down, select the customer’s name in the available drop 
down or begin typing either in the fields provided to locate the customer. 

3. Select the All Receipts option and click on Load Receipts. 
4. Locate the receipt number in the grid and click on the receipt number hyperlink. 
5. When the Edit Receipt grid loads, locate the job number the receipt was allocated to and enter a negative 

amount in the Apply Amount column for the job. Press the Enter key. 
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When the postage deposit money has been unearmarked from the job, create a Customer Postage Refund 
Check to the customer using the bank account the original cash receipt was entered to, and you can use the 
Mark as Printed option as we will not send this check to the customer. The goal is to remove the funds from the 
customer’s postage account and it will remove the funds from the bank account.  You can now create a new 
cash receipt to the correct bank account. 

 

 

How to Apply an Unapplied Deposit or AR Suspense to an 
Outstanding Invoice 

Use this procedure in the event you want to apply AR suspense money or an unapplied cash receipt to a posted 
outstanding customer invoice. 

1. Open the AR Cash Receipt program. 

2. Select Allocations from the taskbar, then select Allocated Cash Receipts, or select the dollar sign 
icon on the toolbar at the top of the Cash Receipt program. 

3. Enter the customer account number, select the AR Unapplied Only option, and to help narrow your 
search, you can enter a date for PrintStream to begin listing cash receipts from. Select Load Receipts. 

4. Select the unapplied receipt by clicking the line transaction under Receipt #. An Apply Cash Receipts 
window opens, listing the open AR invoices belonging to the customer. 

5. Select the Unpaid Invoice option, and to help narrow your search, enter a date for PrintStream to begin 
pulling open invoices from. Select Load Customer Invoices. 

6. In the Apply Amount column, enter the dollar amount you wish to take from the unapplied receipt and 
apply to the invoice. Press the Enter key when finished. 

7. Continue to partially or fully allocate the receipt. Close the program when completed. 

Handling a Customer’s Bounced Check 
There is no way to delete or void a cash receipt record. If a customer’s payment doesn't actually produce 
cash, use this procedure to re-create the Accounts Receivable for the customer and properly balance the 
receipts. Do not attempt to create a negative cash receipt. 

1. Create an AR invoice batch dated the same as the invoices the bad check paid, if possible.  

2. Enter a Miscellaneous invoice or an Adjustment invoice to the customer with the bad check. Make a 
positive line item for the amount of the invoice the bad check was issued to pay. Adjust the Allocation of 
the line item to credit the cash account. This will debit AR and credit the cash account. 

In the event the bounced check was a prepayment for postage, simply un-earmark the postage money from the 
job and issue a customer postage refund check against the customer’s account. The check will not be sent to the 
customer; it was generated for the purpose of removing the money from the customer’s account and to remove it 
from your cash account. 

Creating a Refund Check For A Customer 
Use this procedure when a customer needs to be sent a check to clear a credit memo in Accounts Receivable or 
when a customer overpays an AR invoice and requests a refund. 

If using the postage module in PrintStream, move the AR suspense to Postage suspense and issue the refund 
check through the Postage module. If you are not using the postage module, use the following steps: 

1. Create an AR invoice batch with a Miscellaneous invoice for the customer who requires a refund 
check. 

2. Enter the quantity as a positive number and allocate the line item to the General Ledger Wash Account. 
Enter the unit price as the amount of the refund check. Do not apply tax to the line item. 
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3. Post the AR batch. 

4. Open a new cash receipt batch with a receipt amount of zero. Answer Y to the prompt Will this receipt 
clear negative/positive invoices? Select the original credit memo (which has a negative invoice 
amount). Select the positive invoice. The two should completely offset each other. 

5. Post the zero cash receipt batch. 

6. Use the AP Invoice Entry program to create an invoice, using the same General Ledger Wash Account 
as mentioned above. Set up the customer as a vendor or use your House Vendor Account. If using the 
House vendor, write a manual check with the customer as the Payee and enter it into PrintStream 
through the House Vendor number. Follow the instructions in the AP documentation as to how to enter 
an invoice and write a check. 

7. Post the AP batch. 

Verification - Because the existing credit memo and the new invoice offset each other, the customer’s AR 
balance increases to zero. Because the AP invoice and the manual check offset each other, the Vendor’s 
(customer’s) AP balance should be zero. By using the wash account in the AR and AP invoices, neither the sales 
nor the expense general ledger accounts should be affected by this procedure. 

How to Convert A Credit Memo To A Refund Check For A Customer 
This procedure can be used if you have a customer who has a credit memo on their account; however, the 
customer would rather have you send them a refund check instead of applying it to an outstanding invoice. In this 
scenario, we will use a credit memo of $100.00 to be converted to a refund check. 

1. Create a Miscellaneous invoice for $100.00 and change the line allocation to credit the postage cash 
account. This will credit postage cash and debit AR. 

2. Create a cash receipt to the postage cash account for $100.00. This will debit cash and credit the 
postage liability account. 

3. Create a postage refund check for the customer in Postage Entry. This will debit the postage liability 
account and credit the cash account.  

4. Post the batch the postage refund check is in. 

5. In AR Cash Receipts, apply the credit invoice to the positive dollar invoice to clear them out of AR. 

Postage Check Allocated To Incorrect Job 
1. If the batch has not been posted: From the Postage Allocation screen in AR Cash Receipts, click the 

incorrect job number and enter zero to un-allocate the money. Press Enter. Select the correct job 
number and enter the dollar amount to be allocated. 

2. If the batch has been posted: From Postage Receipt Allocations, click Allocate Postage Receipt, 
select the customer, and then load receipts. Click the receipt and when the new screen appears, select 
Load Jobs. Unearmark by entering a negative dollar amount to the incorrect job and a positive amount 
to the correct job. 

This procedure can only occur on jobs where postage has not been balanced and invoiced. 

 

AR Related Postage Procedures 

Billing Your Customer for All Services, Including Postage on One Line 
Item 

1. Set up an activity code called Hidden Postage and make it a Material type rather than Postage. 

2. Create two new General Ledger accounts called Special Postage Expense and Special Postage 
Revenue.  
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3. Create a dissection code for the new expense account. 

4. Enter a link to purchasing as the control account for postage spoilage. 

5. Enter a link to general ledger as the special postage expense account and the special postage revenue. 

Set up a material code in the Job Material Entry screen and link it to the new activity code created in step 1. Log 
the hidden postage usage through the Job Material Entry Screen against the job using your new activity code. 
This entry will:  

DR    CR 

WIP      Postage Spoilage 

Create actual postage usage to maintain the balance of postage inventory items by logging usage to job 999999. 
(If creating a postage statement it should be marked as verified and usage should be entered manually to 
999999.) Logging usage to job 999999 will: 

DR    CR 

Postage Spoilage           Postage Inventory 

Invoice the job. (Print the Billing Worksheet to analyze actual postage usage) At the invoicing stage the following 
will happen: 

DR    CR 

Accounts Rec.          Special Postage Revenue 

Special Postage Exp.         WIP 

Postage Usage Put On Partial Invoice, But Should Not Have Been 
Billed Yet 

If the invoice has not been posted, select the Select Usage Trans button in the Balance Postage tab and 
unselect the postage usage transaction. Then, click OK on the Balance Postage tab to rebalance the postage. 

If the partial invoice has been posted to the GL, please contact EFI Printstream Accounting Support for further 
assistance. 
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Recording Freight Charges as Postage Usage 
This procedure will lump UPS, Fed EX, etc., together with meter/stamp/permit usage on the AR invoice to the 
customer. This procedure assumes there will be prepayments for freight as with postage prepayments, i.e., 
through the Postage liability account. This procedure also assumes that payment for UPS, Fed Ex bill can be 
made through the Postage Module, rather than AP. 

Setup: 

1. Create a new activity code, type Postage, chargeable. 

2. Create a new GL account, type Asset, named something similar to ‘Freight as postage inventory’. 

3. Create an AP dissection code for the new GL account. 

4. Create a new postmaster vendor for UPS or Fed EX, use Mail Entry Type = NONE. 

5. In Link to Purchasing, link the new activity code to the new GL account. 

6. Create a new Postage Inventory, code = FREIGHT, type House Permit, and use the new activity code. 

Procedure: 

Log a receipt of postage/freight prepayment as normal in AR Cash Receipts. 

When the shipping report is received from UPS, log it as Postage Usage to the FREIGHT inventory using the 
customer’s job number. If there’s a difference between the UPS charge to the customer and the actual UPS 
charge (volume discount), log the usage for the higher amount to the customer’s job. 

Log the AR invoice to the customer as normal. When balancing postage, the freight amount logged will appear 
with the other postage usage. Use postage deposits or suspense as normal. Edit the line description to be 
Postage/Freight Usage or Postage/Freight Received– BUT it is important that ‘Postage’ be the first word. 

When the UPS bill is received for the shipping, log it as a Postage Check request to the Postmaster Vendor 
UPS, and print/post/update the postage check as normal. 

CAUTION Because there may be a difference between what the customer is charged for freight (now logged 
as postage usage) and what the vendor charges for freight (now logged as postage check), the 
Postage Inventory detail will tend to go negative. On a monthly basis, use the Postage Inventory 
Adjustment program to adjust the instrument to zero while crediting an account such as ‘freight 
markup’. Further instructions on the use of the Postage Inventory Adjustment program can be 
found in the Postage and Procedures documentation. 

WARNING When balancing postage inventory to the GL, you should account for the freight inventory being in 
a different GL account than other than postage inventory. 
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Un-Allocating or Moving Money To Or From Postage Suspense 
1. From the postage menu, select Postage Receipt Allocations.  

2. Fill in the customer number and select Load Receipts. If the customer has several receipts, narrow the 
search by selecting Postage Unapplied Only. This will bring up a list of receipts where either a portion 
or all of a receipt is in suspense. If the dollars have been earmarked to a job, use the Postage by Job 
Display and Postage Display and Reports to find the receipt number for the earmarking. 

3. Select the receipt to apply or un-apply by clicking the receipt number.  

4. Select Load Jobs. The amount showing as Postage Unapplied is the portion available to apply to a 
job.  

5. Click in the Apply Amount column on the line corresponding to the job number to allocate the money 
to, fill in the dollar amount and press Tab. This will move the money from being unapplied, or in 
suspense, to being earmarked to that job. Please note that only active, or jobs that have not been final 
invoiced, will appear in this screen.  

This same technique may be used in reverse. If money is earmarked to a job that needs to be transferred to 
suspense, you should complete steps 1, 2, 3, & 4 from above. 

Click the Apply Amount column on the line corresponding to the job number to un-allocate the money from, fill 
in the dollar amount as a negative and press Tab. This will move the money from earmarked to suspense. 
Please note that only active job, or jobs that have not been final invoiced, will appear in this screen.  

Posting and Month End Procedures 
Unlocking a Batch 

If a message is received that an AR Cash Receipt or an AR invoice batch is locked, it can be easily unlocked. 
For a locked AR invoice batch, click the line referencing the company code in the Active Batch tab and then 
right-click and select Unlock Batches. 

If you have a locked cash receipt batch, select File from the toolbar at the top of the screen and then Unlock 
Batches. 

CAUTION Use this option if you are sure nobody is currently working in the batch(s) you are trying to unlock. 

Posting an AR Batch 
The General Ledger will not agree with subsidiary accounts for sales, cost of sales, accounts receivable and 
other working accounts until all batches for the period are posted. 

The timing of posting is entirely up to the user. Most customers choose to post cash receipt batches daily so that 
they have an accurate number in the General Ledger for their cash account. Invoice batches can be posted daily, 
weekly or even monthly, although it is recommended to post them more often. 

To post a batch of invoices or cash receipts, right-click the batch to be posted. The program will prompt to 
preview before posting. You will then be notified posting has been completed. It will then offer the opportunity to 
print a batch posting report. 

Once posted, the batch disappears from the Active tab, but it can be viewed in the Posted tab. 
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Writing Off a Bad Debt 
Use the normal procedure for determining if an AR balance is a bad debt. Once an item is a bad debt, follow this 
procedure. 

1. Create an AR Invoice batch. The batch date should be the same as the invoice date for the 
miscellaneous invoice created in the next step. 

2. Select New Invoice, Miscellaneous Invoice. The job number defaults to 999999. Enter the customer 
account number. 

3. When entering the line items, enter a negative quantity (usually) and allocate the line item to your 
company’s special write-off account. 

4. Create a zero dollar cash receipt. Select the credit invoice first and then select the positive invoice. The 
two invoices will offset each other and net to zero. 

You may also use the Short Pay An Invoice procedure previously explained in this handbook if the customer 
makes a partial payment against an invoice, while the balance of the invoice will be recognized as a bad debt. 

Assessing Interest / Service Charges To A Customer’s Account 
Please refer to the AR Customer Collection Procedures section of this document. 
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Balancing AR to Itself and GL 
Post all AR Invoice batches and AR Cash Receipt batches (DI & DR types). 

As an optional step, confirm the batch status for AR Receipts (DR), and AR Invoices (DI) show as posted in the 
General Ledger>Display Programs> Batch Display. 

To confirm the Accounts Receivable control balance ties to the AR aging report, you can generate an optional 
report titled AR Month End Calculation located in the General Ledger>GL Reports. 

 

This report provides a reconciliation by period and indicates an out of balance within the AR Module and/or a 
difference to the AR Control Account. The formula used in this report is as follows: 

Prior period AR summary balance + Current Period Invoices – Current Period Receipts – Discounts Taken. The 
total arrived at will then get compared to the balance obtained from the current period AR Aging report. If there is 
a difference between the two, this amount will display in the Difference field. The report will then look at the 
ending balance in the AR control account, and if there is a difference between the ending AR aging balance vs. 
the General Ledger balance, the report will display this variance. 
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If PrintStream detects an out of balance in AR, locate the AR Reconciliation report in AR Reporter>Month End 
Reports and generate the report for the same period. A difference in the AR Module and the AR Control Account 
can occur if AR batches have not been posted to the General Ledger or if entries have been made directly to the 
AR Control account instead of in the subsidiary ledger. This variance will be reported in the Net column of the 
report for each customer. 
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If the AR Reconciliation report does not detect a variance, other areas to look for the cause of the out of balance 
in Accounts Receivable are: 

1. Generate a trial balance for the period. If out of balance, proceed to step 2. 

2. Were there any journal entries created to the AR control account? If yes, these will not write back to the 
AR aging report. 

3. Generate the Batch Display Report for all DI and DR batch types for the period. Advance to the last 
page of the report and confirm he total debits match the total credits. If they do not, begin to review 
each batch total until you have located the batch(s) debit and credit total does not balance. Provide this 
information to your EFI PrintStream Support contact and they will correct the batch posting. 

4. Confirm the ending balance for the AR Control account for the previous period is the same beginning 
balance for the current period. If it doesn’t match, please contact EFI PrintStream Support for 
assistance. 

5. Generate the Transaction by Account report, located in the General Ledger program, for the AR control 
account for the period. Select the option to Display Summary by Batch Type for Account. 

Selecting the option to display summary by batch type for the account will provide a summary the debits and 
credits that posted to the account by batch type. The batches that typically impact the AR control account are 
cash receipts (DR type) and AR invoices (DI type).  

 

The sum of the DR batch types should tie back to the Cash Receipts by Date report. The columns to sum for 
Accounts Receivable are: 

 Accounts Receivable 

 Difference column for receipts with discounts taken against an invoice 

 Accounts Receivable Suspense 
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The sum of the DI batch types should tied back to the Invoices by Date report for the Grand Total reflected in 
the Invoice Total column. 

 

If the Cash Receipts by Date report or the Invoices by Date report does not match the batch posting totals for the 
AR control account, you can look for the specific transaction(s) on either report based on the out of balance 
amount. You can also contact EFI PrintStream Support for additional assistance. 

If the AR control account is in balance with the AR aging, you can proceed to close the period. This is done 
through the Masterfile Reports program>System Maintenance>Account Start Periods. It is very important to 
close all accounting periods once the month is complete to eliminate the possibility of a transaction posted into 
the incorrect period. 
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Monthly Check List for Accounts Receivable 
Month End Date__________________________    Period/Year_______________ 

 Collection calls* 

 Finance charges* 

 Print Customer Statements* 

 Dummy invoice clean up 

 Clear unbilled AR suspense 

 AR balancing 

 Post cash receipt and AR invoices  

 GL balancing 

 Journals to AR* 

 Month closing 

 Change periods in Master File Reports 

 Compare period sales* 

 AR Database Builder* 

 Commissions* 

*Optional 
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Job Prepayment 

Overview 
This document will aid in the set up and use of prepayments within The PrintStream System. 

Set Up 
 This feature must be enabled by PrintStream support, therefore please contact your Accounting Support 

representative. 

 A control account for the prepayments must also be established in plant control accounts. This account 
can be a liability account (preferred for PrintStream), or an asset account.  

 Prepayments are recorded in the same manner as AR cash receipts or postage receipts. In a new or 
existing cash receipts batch, select Add new receipt. Verify bank account if creating a new batch. 

 Once the prepayment feature is enabled in the system, three options for cash receipt allocation are 
available. The receipt must be fully allocated between AR suspense, AR Job Prepayment or Postage 
Deposit. 

 

If an amount has been entered in the AR Job Prepayment field: 

 PrePayment Allocations screen will default. 

If AR Suspense or Postage is entered: 

 Prepayment Screen can be accessed by selecting the PrePayment allocation tab. 
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Any open jobs for this customer will be listed. The listing includes: 

 the job # 

 job description 

 quoted price 

 customer prepay % (if applicable) 

 prepayments previously allocated from this or other receipts 

To apply part or all of the receipt, enter the amount in the Apply Amount column (white field). Once an amount 
has been applied to the job, the receipt information will be updated in the receipt details area. 
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When the job is in the AR Invoicing stage, the Deposits tab will have a $ icon to indicate either;  

 unapplied AR suspense (if applicable) 

or 

 Prepayment applied to this job 

The example below shows $20,000 of unapplied suspense and $6,000 of Prepayment applied to job 1573. 

 

Even though the prepayment has been applied to the job, you still need to use that payment to apply to the 
invoice. 
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Double-click the Check # of the prepayment. The following screen will appear: 

 

There are now two choices: 

1. Return Job Prepayment, which will un-apply the prepayment from the job and allow you to apply it to 
another open job for this customer; 

2. Pay Invoice, which will take the amount of the applied prepayment and pay against the invoice.  

If you select the Pay Invoice button, job prepayments detail on the Deposits tab shows the amount applied and 
any residual balance, and the prepayment amount now shows on the invoice.  

If the amount of the prepayment is larger than the balance due on this invoice, the remaining amount will be 
returned to unapplied prepayments and you will be able to apply it to another open job.  

 

A negative invoice cannot be created. 

If the prepayment is to be moved to another job prior to the posting of the invoice, from the Deposits tab select 
the prepayment check number, then undo the invoice payment. Select the Check # once again and click Return 
Job Prepayments. The job prepayment now becomes unapplied and can be used against the customer’s open 
jobs. 
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Allocate Un-Applied Prepayments 
To move the prepayment monies from one job to another or to apply prepayments that are currently unapplied, 
from the AR Cash Receipts Module select the purple icon, Allocate AR Prepayments. Or select Allocations 
from the toolbar and select Allocate AR Prepayments. Enter the customer number or name and click Load 
Prepayments. You can obtain a listing of all prepayment receipts or just those with unapplied monies. 
Alternately, you can right-click the original cash receipt posted or un-posted and select the option to edit 
Prepayment Allocations. Either option generates this screen: 
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Transfer Prepayment Receipts 
To transfer receipts that have been entered as Prepayments to AR Suspense, select a batch number or create a 
new batch. Highlight the batch, right-click, and select the option to Add Prepayment -> Suspense Transfer 
Receipt.  

 

Enter the customer number or name and load receipts. The grid will populate with any unused prepayment 
receipts for this customer. Select the receipt to transfer to AR Suspense by checking the box to the left of the 
receipt. Enter a check or reference number. 

 

Once the receipt is selected select Create Transfer Receipt. This receipt is now in AR Suspense and can be 
applied to invoices or transferred to Postage Suspense. 

To move AR Suspense receipts to Prepayments, select the batch and right-click. Select Add Suspense -> 
Prepayment Transfer Receipt. 
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Follow the steps outlined above to create the transfer receipt. Once the receipt is created, the money can be 
linked (earmarked) to an open job as outlined earlier. 

Multi Plant Transfers of PrePayment Receipts 
In a Multi Plant environment, the ability to transfer AR Prepayment receipts to other plants for job application is 
available. Set up is required in GL Plant Control in MasterFile Reports. Contact your EFI PrintStream Accounting 
Support contact for assistance in setting up the AR Prepayment accounts by plant.  

 

As with any receipt transfers, the receipt required to be used for the transfer must be posted. Find the posted 
receipt; right-click the receipt number to select Edit Prepayment Allocations.  
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By default, the window for Select Plant will default to where the receipt and plant was originally created in. Click 
Load Plant Allocations (Transfers) to perform a transfer. 
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To unapply from one plant and apply to the other, enter the negative amount to transfer from and a positive 
amount to transfer to.  

 

The posting will immediately take place. 

 

To allocate the prepayment to a job, you must load the receipt from the same plant the receipt originated in. 
Within the same Edit Prepayment Allocation window, the Select Plant option will display all plants available for 
that receipt. 
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Select the Plant and click Load Open Jobs. All open jobs created in Plant 0200 will display. To apply, enter the 
amount in the Apply Amount column. You will only be limited to the amount that the prepayment amount 
available for the plant.  

 

Prepayment Displays and Reports 
In AR Display for the customer, All Receipts, the details and current balance will show for the prepayments by 
receipt. 

 

There are two specific reports that address Prepayments in AR Reporter. The detailed prepayment report and a 
summary prepayment report are located in Month End Reports. These reports can be used as a tool to reconcile 
to the GL Prepayments account (as established in setup). 

The prepayment summary report can be run for one customer, a range of customers or for all customers. 
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The AR Prepayment Detail report can be run by a date range or period range, for one or all customers. This 
report shows the details of the prepayment transactions such as the jobs and invoices the prepayment receipts 
were used on. 

 

Prepayment information can also be found on the AR Batch Transaction report for receipts and on the Cash 
Receipts by Date report. 
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AR Prepayment Adjustment 
A utility is provided to reconcile any differences between the detail and summary information for prepayments. 
Your PrintStream Accounting Support contact can answer any questions related to the need or use of this utility. 
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Multi Job Invoicing 

Overview 
The multi job AR invoicing feature allows users to create one AR invoice to a customer for multiple jobs. Multi job 
invoicing not only saves time for the user when creating the invoice, but it is extremely convenient for those 
companies who only bill their customers once per month for the jobs completed for that period. 

How to Create a Multiple Job AR Invoice 
To create a multi job invoice, you can either create a new batch or use an existing batch to create the invoice. 
After the batch has been created, select the batch by clicking the batch number. Right-click the batch number 
and select the New Multiple Job Invoice option. 

 

Enter the customer’s account number in the field provided or use the up/down arrow keys next to the field, or the 
up/down arrow keys on the keyboard, to select the customer. All of the customer’s open jobs will display in the 
grid.  
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The grid reads as follows: 

Job #: Displays the open job number. 

Description: Displays the description for the job. 

Estimate/Prebill: Determines whether the invoice will be billed based on the processes originally selected on the 
estimate or by the entries made in the Sales Prebill program. If a prebill was created, Prebill will display; 
however, you can change it back to invoice from Estimate by clicking the gray button. 

Itemize: Placing a checkmark in the box provided indicates the line items to the job will be individually listed with 
their individual prices. Removing the check mark will create an invoice without detail referencing only the 
description line for each job with the job’s grand total. 

Open PO’s: If a job related purchase order exists that has not been AP invoiced, Yes will display. This will 
produce a “dummy invoice”. (Please review the Dummy Invoice Procedure in the AR Screens and Procedures 
documentation before proceeding.) 

Unverified Statements: If there are any unverified postage statements for the job selected, Yes will display. 
Statements must be verified before creating a multi job invoice. 

Needs Recalc: If the value of an inventory item has changed since being issued to the job and the time the job is 
AR invoiced, a recalculation is required prior to posting the AR Invoice batch. This feature can be found by 
clicking the invoice after the invoice has been created and selecting Rework Expense Allocations. 

Has Partial Invoice: If there are any partial invoices created for the job, Y will display. If no invoices have been 
created, N will display. 

Partial Inv#: If a partial invoice is created for the job the user can drill down by clicking the down arrow to view 
the invoice numbers. 

 

To select the jobs you want to invoice, place a check mark by clicking in the gray box provided at the beginning 
of each line item. Select either Partial Invoice or Final Invoice.  

Note The invoice status can be changed after clicking Finish. 
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The first option Load all jobs that belong to the selected customer displays all open jobs created to the customer 
selected, and is invoiced to this same customer. The second option Load all jobs billed to the selected customer 
displays all open jobs entered to the customer selected. However, a different customer account has been 
assigned as the Bill To for these jobs. We will look at each option separately. 

First Option 
Select Load all jobs that belong to the selected customer, and select the check box to the left of the job number 
for those jobs you want to invoice. Select either Partial Invoice or Final Invoice. 

 
Using job 100279 as an example and using the Load all jobs that belong to the selected customer, we can see 
the quote header shows the customer is ABC Company. 

 

 

The General screen also shows ABC Company as the Bill To customer: 
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Creating a Multi Job Invoice - Line Item Entry 
By opening the invoice to the job level (click the + symbol on the invoice line), the jobs invoiced displays. The 
invoice creation incorporates lines segregated by the job number. All additions, changes, deletions, etc. can be 
made by placing your cursor on the line item where the change is needed, and then single right-click the invoice 
line. Edits to the invoice line items can only be done at the invoice level, not at the job level. 

Because the printed copy of the invoice does not reference the job number for the line items being billed, it is 
recommended to insert an extended line referencing the job number, or manually insert the job number on the 
description line. You may also want to insert a subtotal line after each job. 

INVOICE LEVEL JOB LEVEL 
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Creating a Multi Job Invoice – Balance Postage 
Postage must be balanced individually by job. This will allow individual earmarking or suspense application. If 
using the Postage Box invoice format, the postage box will provide one box for all jobs referenced on the invoice 
and summarize all postage earmarked, all postage suspense used and all postage usage for all jobs on the 
invoice. 

 



V21.1.0200 Accounts Receivable  171  

 
 

 

Creating A Multi Job Invoice – Dummy Invoicing 
The rules of “dummy invoicing” for a single job related invoice remain the same for a multi job invoice, except it 
must be done at the job level. 

 

Note For additional information on “dummy invoicing”, please refer to the AR Screens and Procedures 
documentation. 

Creating a Multi Job Invoice – Additional Information 
Bill To/Ship To tab: This tab can be accessed either at the invoice level or at the job level. The bill to or ship to 
address information can be changed by selecting either option. 

Miscellaneous tab: Changes to this tab must be made at the invoice level. 

Dummy Invoice: Must be performed at the job level. Multiple cost accruals are allowed on a multi-job invoice. 

Deposits tab: Either the invoice level or the job level can access this tab. 

Notes tab: Notes on the customer’s account can be viewed at either the invoice level or at the job level. 

Allocations tab: Allocations for the entire invoice can be viewed at the invoice level, while individual job 
allocations can be viewed at the job level. 

Preview tab: The invoice can be previewed from either the invoice level or at the job level. 

Job tab: This tab can be accessed either at the invoice level or at the job level, as a look-up tool for an existing 
job. 

 

 

 

 

Add Additional Jobs to Unposted Multi Job Invoice 
To add additional jobs to an unposted multi job invoice, right-click the invoice and select Add Jobs To Invoice. 
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To select the jobs you want to add to the invoice, place a check mark by clicking in the gray box provided at the 
beginning of each line item. The Invoice Status will be created with the same invoice status the other jobs are 
marked as in the invoice.  Select Finish when done. 

 

Posting a Multi Job AR Invoice Batch 
To post an AR invoice batch containing multi job invoices, select the batch by clicking the batch number in the 
tree and then right-click it and select Post Batch. 
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Note If you create a final invoice and postage is required to be balanced, you will be prevented from posting 
the batch. A message will display providing the details of which job needs to be reconciled.  

A preview to the batch posting will display showing the GL accounts to be affected based on the invoices 
contained in the batch. Select Post. A General Ledger Posting Report will display indicating the batch has been 
posted to the General Ledger. 

 

Second Billing Option 
The second billing option Load all jobs billed to the selected customer displays jobs created to the customer 
selected, however the Bill To customer at the job level has been changed. In this example, you will enter the bill 
to customer account number. The grid will load jobs, that have not been final AR invoiced, created to this 
customer as well as jobs that have this customer assigned as the bill to. We will focus on jobs 1400 and 1401. 
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Jobs1400 and 1401 show Pollard Consulting in the quote header: 

  

However, the Bill To shows ABC Company: 

  

After selecting the jobs to invoice, select either Partial or Final, and select Finish when done. 
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The invoice is created for the jobs created. Continue to complete the invoice as explained previously in this 
document. 

 

 

Invoice From Shipping 
Invoice From Shipping is customized programming that allows an invoice generated based upon actual 
quantities shipped. 

 

 

Load Final Shipped Jobs Only 
Load Final Shipped Jobs Only will only list jobs that have been final shipped via the Shipping program. 
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