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ACCOUNTS RECEIVABLE MENU

The ACCOUNTS RECEIVABLE SYSTEM is used to track and manage 
the monies owed to a business by its customers. Invoices created by 
the ORDER/INVOICING SYSTEM and the CYLINDER CONTROL 
SYSTEM can be automatically posted to this module. Payments 
received are then posted to the receivables ledger and applied to 
outstanding invoices.

Control journals are created each step of the way to monitor the dollars 
that pass through this system. Collections are improved through the 
use of a variable-period AGING report. Service or finance charges 
on delinquent balances can be automatically assessed and statements 
printed on your letterhead stationery or custom designed forms for 
mailing to the customer.

EDITING PROGRAMS
•	 The EDIT RECEIVABLES DATA program is used to add, 
change, delete or view transactions and 
information in the receivables database.

•	 The QUICKVIEW A/R INQUIRY is 
an optimized version of a full RECEIV-
ABLES INQUIRY detailing a custom-
er’s transaction history. It is designed 
for quick access to one customer’s 
information.

REPORTS
•	 The RECEIVABLES INQUIRY gives 
a detailed report of all information 
relating to a customer’s receivables his-
tory.

•	 The RECEIVABLES JOURNAL 
gives a numerical listing of transac-
tions in the receivables database with 
subtotals by transaction type (invoice, 
payment, etc.).

•	 The RECEIVABLES AGING report 
displays all open items (unpaid invoices 
and unapplied credits) for each cus-
tomer’s account.

MONTH END PROCESSING
•	 The FINAL RECEIVABLES JOURNAL is similar to the 
regular RECEIVABLES JOURNAL. It is pre-configured to give 
only subtotals by transaction type for the just ended prior month. 
This journal is used to verify the manual control log to prove the 
integrity of the receivables information.

•	 The CREATE SERVICE CHARGE program automatically 
computes finance (service) charges on past due balances. 

•	 The RECEIVABLES STATEMENT is a formatted printout of 
an account printed on custom forms available from INFONET-
ICS for mailing to the customer. Various formats/layouts are 
available.

•	 The EMAIL/FAX A/R STATEMENT program facilitates 
electronic transmission of the Receivables Statement when the 
InfoFax and InfoMail modules are installed.

•	 The FINAL RECEIVABLES AGING is similar to the regular 
RECEIVABLES AGING. It is pre-configured to include only trans-
actions dated through the end of the just ended prior month. This 
report can be retained for hard copy record.

MISCELLANEOUS
•	 The FINAL RECEIVABLES INQUIRY is similar to the regular 
RECEIVABLES INQUIRY. It can be printed for hard copy record 
before purging the receivables database.

•	 The PURGE RECEIVABLES DATA program is used to remove 
closed items (paid invoices and checks) from the receivables 
database. Only transactions that have been invoiced and paid prior 
to the purge date are removed. All open items (unpaid invoices and 
unapplied credits) are maintained indefinitely.

•	 The VERIFY RECEIVABLES DATA program is a maintenance 
program to ensure internal integrity in the receivables database.

RECEIVABLES MENU
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SAMPLE OUTPUT: EDIT RECEIVABLES AUDIT JOURNAL

The EDIT RECEIVABLES DATA program is used to add, 
change, delete or view transactions and information in the 
receivables database.

•	 Used to post and apply cash receipts, 
over/short payment adjustments, credit 
invoices and write-offs.

•	 Customer Contact Name, Telephone, 
C.O.D. Status, Special Comment, Last 
Payment Date and Amount, Credit Limit, 
Budget Amount and Current Aging ap-
pear on screen. Customer Notes are view-
able.

•	 Provides view (or review) of open items 
(unpaid invoices and unapplied credits) for 
an account.

•	 Customer’s open invoices and unapplied 
credits can be viewed as payments are 
posted.

•	 Payments can be applied to a specific 
invoice for the dollar amount you choose or 
payments can be automatically applied to 
the oldest invoices.

•	 Payments applied to a specific invoice can 
be reviewed and/or changed.

•	 Payment and all other AR history is maintained and can be 
viewed indefinitely.

•	 Security permission modes to prevent deletion except by autho-
rized personnel.

•	 Audit journal produced at the end of each editing session.

EDITING SCREEN: EDIT RECEIVABLES DATA
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RECEIVABLES JOURNAL

SETUP SCREEN: RECEIVABLES JOURNAL

The RECEIVABLES JOURNAL gives a 
numerical listing of transactions in the receiv-
ables database with subtotals by transaction 
type (invoice, payment, etc.).

•  View transactions in numerical (journal) order.

•  Detailed or Summary modes available.

•  Application data shows which payments paid a 	
   particular invoice and vice-versa.

•  Report can be restricted to a range or single 		
   customer through a number of common profile 	
   properties, a range or specific date and a range or 	
   specific Type of transaction.

•  Output can be directed to the screen, .PDF 	 	
   preview, any printer, fax, email or a networked 	
   harddrive on the server.

SAMPLE OUTPUT: RECEIVABLES JOURNAL
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SETUP SCREEN: QUICK VIEW A/R INQUIRY

QUICK VIEW A/R INQUIRY

The QUICK VIEW A/R INQUIRY 
provides quick access to a customer’s 
Accounts Receivable transaction history 
within the selected date ranges. De-
signed for ease of use in credit rating, 
the program offers a <VIEW> option 
from the Customer ID field and is pre-
configured to send output to the Screen.  

SETUP SCREEN: RECEIVABLES INQUIRY

The RECEIVABLES INQUIRY gives a detailed report of all 
information relating to a customer’s receivables history.

•	 Complete account transaction history (debits/ credits).

•	 Application data shows which payments 
paid a particular invoice and vice-versa.

•	 First and last date of business (Open-
Date/CloseDate), credit limit and budget 
amount.

•	 Days Old column; Days old for each 
transaction and weighted average for 
customer overall.

•	 Days To Pay column; Days to pay for 
each transaction and overall weighted 
average for customer.

•	 Subtotals by transaction type with last 
transaction dates (last payment date).

•	 Current Aging Totals with High Credit 
Balance.

•  Report can be restricted to a range or 
single customer through a number of 
common profile properties, a range or 
specific date and a range or specific Type 
of transaction.

•	 Output can be directed to the screen, any printer, .PDF preview, 
fax modem, email or a networked harddrive.

RECEIVABLES INQUIRY
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SAMPLE OUTPUT: QUICK VIEW A/R INQUIRY/RECEIVABLES INQUIRY

QUICK VIEW/RECEIVABLES INQUIRY
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The RECEIVABLES AGING report displays all open items 
(unpaid invoices and unapplied credits) for each customer’s 
account.

•	 Lists only customer’s open items.

•	 Five (5) variable aging categories; current month and each 
previous month.

•	 Credits column separates out unap-
plied credits.

•	 Days Old column; weighted days old 
average by customer and overall.

•	 Can sort numerically by customer ID, 
alphabetically by name, or even by 
ZIP code.

•	 Can select only past due accounts 
(for example, all customers whose 
accounts are older than a given date), 
and/or for balances greater than a 
given minimum.

•	 Detailed mode:  Customer, telephone, 
contact, all open items, original 
amount, days old, and balance due 
aged into appropriate aging categories 
with totals.

•	 Condensed mode:  Customer, tele-
phone, contact, weighted average days 
old, and aging totals.

•  Report can be restricted to a range or single customer through 
a number of common profile properties, a range or specific date 
and a range of specific Type of transaction.

•	 Output can be directed to the screen, .PDF preview, any printer, 
fax, email or a networked harddrive on the server.

SETUP SCREEN: RECEIVABLES AGING 

SAMPLE OUTPUT: RECEIVABLES AGING WITHOUT DETAIL
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SAMPLE OUTPUT: RECEIVABLES AGING WITH DETAIL

RECEIVABLES AGING
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The CREATE SERVICE CHARGE 
program automatically computes 
service (finance) charges on past due 
balances. Unpaid service charges may 
be compounded if desired.  

•	 Service charges can be applied to 
selected customers.

•	 Produces Service Charge Invoice if 
desired.

•	 Service charge rate, days past due, 
and minimum finance charge can be 
changed at any time if desired.

SETUP SCREEN: CREATE SERVICE CHARGE

SAMPLE OUTPUT: CREATE SERVICE CHARGE
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RECEIVABLES STATEMENT

The RECEIVABLES STATEMENT is a formatted printout 
of an account printed on custom forms available from IN-
FONETICS for mailing to the customer. Various formats/lay-
outs are available.

•  Open items format lists only unpaid 	 	
   invoices and unapplied credits.

•  Activity format lists balance brought 	 	
   forward and all transactions for the 	 	
   current period (month).

•  Aged dunning messages can be printed 	
   to correspond to each aging period. The 	     	
   appropriate message, determined by the   	
   oldest open invoice for that customer,    	 	
   will be printed on the statement.

•  Four advertising lines available for 	 	
   general use.

•  Can be sorted numerically by customer 	
   ID, alphabetically by customer name, 	 	
   or even by ZIP code.

•  Can be run for only past due accounts 	   	
   (for example, all customers whose ac-	   	
   counts are more than 60 days old), and/	    	
   or for balances greater than a given 		
   minimum.

•	 Statements can be generated individually for only selected cus-
tomers, or in batch.

•	 Five aging totals are printed at bottom of statement.

•	 Output can be directed to the screen, .PDF preview, any printer, 
fax modem, email or a networked harddrive on the server.

SETUP SCREEN: RECEIVABLES STATEMENT
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SAMPLE OUTPUT: RECEIVABLES STATEMENT


