PRINTING STATEMENTS

Before printing statements at month end make sure all sales journals and cash receipts have been posted for the month.

Go to Accounts Receivable/Sales Order
Go to Open Invoices
Go to Statements
Pick Customers From/Thru-Hit enter through both fields to pick all customers.  To print a statement for a range of customers enter (ie: ACE001 thru BRO100).  To print a statement for just one customer enter (ie: ACE001 thru ACE001).

Closing Date-Enter the last day of the month that customers may pay without getting a finance charge next month.  If you run statements at month end for February, the date will be 03/31/06.

Statement Date – Enter the date you would like to show on the statements.  Remember by hitting D, today’s date will appear.

Cutoff Date-This is the last day of the month you are closing (for February statements this would be 02/28/06).

Include Paid Invoices after-The last statement date will appear, or enter the last day of the prior month.  This will show all payments applied during the current month.

Print YTD Finance Charge?-If you would like YTD finance charges to show on the statements enter Y for yes, otherwise enter N for no.

Print PO Number?-If you would like the customers PO number to show on the statements enter Y for yes, otherwise enter N for no.  

Print By-#1 Customer/Invoice Number or #2 Customer/Invoice Date
Print Statements-Select one of the options.  #2, 3, or 4 are good selections.

Dunning Messages-The messages that appear will show for those customers with balances that are 90, 60, 30 days old or current.  Only one message will appear on each statement.  If a customer has a 90 day old invoice and a 30 day old invoice, only the 90 day old message will appear.  You can hit the space bar and delete the messages, write your own messages, or use the ones appearing.  The General message will show on all customers’ statements if no invoices are past due.

P to print

Select printer.

