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Accounts Receivable 
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AR Tasks 

• Receive Customer Payments 

• Enter Customer Credits 

• Enter Customer Debits 

• Apply Customer Credits 

• Release SO Credit Holds 

• View & Release Pending Invoices 

• Send Customer Statements 

• Generate Reports 
• Aging Summary 

• Customer Statement 

• Transaction Detail 

• Payment Analysis 

• Sales Report 
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Receive Payments 

A/R 

Module 

Menu 

Receive 

Payments 

Option 
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Receive Payments 

Click 

Add New 

Popup 

Menu 

Select Payments to 

View List of Payments 

Enter Date or Ref # to 

search list and Click ‘Go’ 

Popup Menu: 

View: View batch information 

Edit: Edit batch info (Cnt / Amount) 

Deposit: Generate deposit slip pdf 

Post: Post batch 

Delete: Delete batch (only batches that don’t have ‘Payments’) 

Report: Generate pdf report of batch 

Payments: View/Add/Edit/Delete batch payments 
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Add New Batch 

Click 

Save 
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List of Payments 

Click 

Add New 

Return to 

‘List of Batches’ Page 

Batch 

Status 
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Add Payment 

Click 

Continue 
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Add Payment 

1st create 

and apply 

any Tax CR 

Open 
Bills 

Open 
Credits 
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Tax Credit 

Select 

Save 

Select 

OK 
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Add Payment 

Balance 

Reflects 

applied 

CR 

Select to Pay Invoice in Full 

Amount 

Applied to 

Invoice  

Based on Payment Date  

Select 

to Use 

CR 
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Add Payment 

Batch Status: 

‘Ready To 

Post’ 

Click 

Exit 

Entered Payment but 

did not Distribute 

(apply against open 

invoice)  
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Print Report 

Select 

Report 
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Deposit Slip 

Select 

Deposit Slip 
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View Payment Information 

Select 

View 

Select 

View 
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View Payment 

Scroll on icon to 

view when 

payment was 

applied 

Click on Date to 

view Document 
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View Payment 

Click Close 

Window 
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Post Batch 

Select 

Post 

Select 

OK 
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Add Credit Memo 
A/R 

Module 

Menu 

Credit Memo 

Option 
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Add Credit Memo 

Click 

Add New 

View Credit 

History for 

Selected 

Customer(s) 
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Add Credit Memo 

Add More 

Entry Lines Click Save 
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Credit Memo History 

Click 

Credit History 

Popup 

Menu 

Enter Date Range, Select 

Report Format & Click Go 
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Credit Memo Report 

Click 

Open 
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Credit Memo History - Print 

Select 

Print 
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Credit Memo History - View 

Select 

View 

Click 

Close 

Window 
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Add Debit Memo 
A/R Module 

Menu 

Debit Memo 

Option 
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Add Debit Memo 

Click Add 

New 
View Debit 

History for 

Selected 

Customer(s) 
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Add Debit Memo 

Add More 

Entry Lines 

Click Save 
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Debit Memo History 

Click Debit 

History 

Enter Date Range, Select 

Report Format & Click Go 
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Debit Memo History - Report 

Click Print 
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Debit Memo History - Print 

Select 

Print 
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Debit Memo History - View 

Select 

View 

Click Close 

Window 
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Apply Credits 

A/R 

Module 

Menu 

Apply Credits 

Option 
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Apply Credits 

Click 

Continue 

Select 

Apply Return to 

Previous Page 

Customers With 

Available Credit  
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Apply Credits 

Click Save 

Amount 

Applied to 

Invoice  

Based on Payment Date  
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On Hold SO 
A/R 

Module 

Menu 

On Hold Sales 

Order Option 
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On Hold SO 

Select 

View 

Popup Menu: 

View: View Sales Order Info 

Print: Print Sales Order 

Release: Release SO Hold 
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On Hold SO - View 

Bottom 
of SO 
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On Hold SO – Release 

Click 

Save 

Select 

Release 
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On Hold SO – Release 

Click 

Close 

Window 
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• Automatic Invoicing: Invoicing automatically occurs at time 
Trip/Shipment is closed.  Exceptions: 

 
• Service items can be manually invoiced through Sales 

 
• Shipment has issues and system hold invoicing(must be 

manually released by user): 
 

• S&H not being charged 
• CC process failed 
• Price Discrepancy 

 
• COD Invoices: Payment Entered after Trip is closed 

 
Note: Invoices cannot be voided or edited after they have 
been generated 
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1. Term Days: DOES NOT take into account Discount Days 
 
Payment Terms (parameter): This defines # of days customer has to pay invoice.  
Payment Terms assigned individually to customers (Edit Customer) 
 

Month End Due: 
• Yes: The due date is pushed to the end of the month the payment is 

due on. 
 

• No: The Due date is pushed to the Month End Cutoff Day. 
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2. Early Pay Discounts: Set up at Customer Level (Edit Customer) 
 

• Discounts: Default company discounts. 
 

• Specific Discount: Customer Specific Discount.  Can have multiple layers. 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

43 

Calculating Invoice Due Date 

3. Month End Cut off Day (Customer Preference): day of 
the month, after term days are applied, that invoices will be 
due for the customer. 

Note: If the customer does not have a Month End Cutoff Day, then: 
 
Due Date = Payment Terms + Invoice Date. 
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Calculating Invoice Due Date 

44 

4. Calculating # Months to add to Due Date 
 

If Term Days are divisible by 30: 
 

(Term Days) / 30 = Number of Months to Add to Invoice Due Date 
 
Invoice Due Day = Invoice Date + # Mnths 

  
If Invoice Due Day > Month End Day (from Customer Preference) 
Then add a month to the invoice due date 
 
  

  
If Term Days are not divisible by 30: 
  

If [Invoice Date + Term Days] > Month End Day 
Invoice Due Date = Invoice Date + Plus 1 Month 

  
If [Invoice Date + Term Days] < Month End Day 
Invoice Due Date gets pushed to ‘Month End Cutoff Day’ 
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Price Discrepancy 

45 

A/R 

Module 

Menu 

Price Discrepancy 

Option 
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Select 

Price 

Reasons for Discrepancy: 
 
User (sales person) is charging customer above or 
below company GM (General Company Parameter) 
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Price Discrepancy – Verify Price 
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Select 

Save 
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Pending Invoicing 
A/R 

Module 

Menu 

Pending 

Invoicing Option 
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Pending Invoicing 

Select 

Proc Inv Reasons for not automatically processing: 
 
1. Order marked as MUST charge S&H and this was not 

entered 
 

2. CC processing failed 
 

3. Service Item (manually get invoiced) 
 

4. Price Discrepancy 
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Pending Invoicing - Invoice 
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Select 

Submit Reason(s) for 

Invoice not 

Generating 
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COD Invoices 
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Sales Module 

Menu 

Cash Receipt 

Submenu Option 

Counter 

Submenu 
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COD – Enter Payment 
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Click 

Continue 
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COD - Enter Payment 
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Click Save 
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Print Invoice 
Billing 

Module 

Menu 

Print Invoice 

Option 
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Print Invoice 

Click 

Continue 
Might Receive Following Warning 

Message 

Click 

Continue 
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Print Invoice 

Line Cannot be Processed – 

Customer is Missing 

Fax/Email Info 

Click on Doc # or Customer 

to Change ‘Send’ Option 
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Print Invoice – Change Send Option 

Click 

Update 

Click 

Process 

Documents 
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Print Invoice – Process Invoices 

Click 

Print 

Send Method 

Print: System Will Generate Pdf 

Fax: System Will Automatically Fax 

Email: System Will Automatically Email 
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Verify Printing of Invoices 

1. Select Print: 

Done Or Failed 
2. Click 

Finish 
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Aging Summary 

A/R 

Module 

Menu 

Aging Summary 

Option 

Reports 

Submenu 
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Aging Summary 

Click 

Submit 

Generate 
Report 

Click Link 
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Aging Summary – By Customer 

Click on 

Link 

Sort 

Columns 

Return to 

Lookup 
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Aging Summary – Customer Detail 

Click on 

Doc Type 
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Aging Summary – Customer Doc. 

Click to Reprint 

Invoice 

Return to 

Previous 

Page 

Click to Resend to 

Billing -> Invoice Print 
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Customer Statement 

A/R 

Module 

Menu 

Customer Statement Submenu 

Option 

 

Note: Also Accessible from 

Customer Dashboard – Statements 

mailed to customer are generated 

through Billing Module 

Reports 

Submenu 
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Customer Statement 

Click Submit 
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Customer Statement 

Click on 

Doc Type 

Return to Lookup 
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Customer Statement 

Click to Reprint 

Invoice 

Return to 

Previous 

Page 

Click to Resend to 

Billing -> Invoice Print 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 69 

Transaction Detail 

A/R 

Module 

Menu 

Transaction Detail 

Option 

Reports 

Submenu 
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Transaction Detail 

Click 

Submit 

Generate 
Report 

Click Link 
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Transaction Detail 

Click to 

Close 
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Payment Analysis 

A/R 

Module 

Menu 

Payment Analysis 

Option 

Reports 

Submenu 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 73 

Payment Analysis 

Click 

Submit 

Invoice: Will display invoices for selected date range and 

any payments made against them 

 

Payment: Will display payments made during selected 

date range and invoices linked to payment 
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Payment Analysis 

Click Doc Type 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 75 

Payment Analysis – View Doc Type 

Click Close Window 
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Payment Analysis – View Payment 

Click Date 
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END Accounts Receivable Overview 


