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ACTUAL BILLING SUMMARY (JC0202) 
This report prints the current billing information for each project. This information will be recorded automatically 
when you select the option “Update Billing Information.” This report is designed to give you the necessary detail 
for you to see what is specifically going to be updated to each of your projects when you select the “Update Billing 
Information” menu option. If you find any changes that need to be made, you may execute the option 
“Enter/Adjust Actual Billing” before proceeding. If you do make any changes, you should print this report again to 
verify all changes made to the system. Upon selecting this option, you will be asked to specify the range of projects 
on which you wish to report. Enter the project number or press the F2 key for searches. Next, you will be prompted 
to specify the project types to be included in this report. You may specify a single type such as “Percent Complete” 
or you may specify “All Types” so that all projects are printed at once. After you have selected your range of 
projects, you may specify a specific manager or all managers and a project number mask when printing this report.  

Once you <click> on the “Start” button to begin, the system will begin printing the report. The detail level specified 
will appear at the top of the report.  

Field Names:  

- Job/Project Number 
- Project Description 
- Type 
- Customer Name 
- Manager # 
- Manager Name 
- Project Code 
- Sales Code 
- Project Code Description 
- Percent Complete 
- Quantity 
- U/M (Unit of Measure) 
- Unit (Price) 
- Bill Amount 
- Total  
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APPLICATION FOR PAYMENT/DRAW (JC0223) 
This report provides a document, which summarizes the information generally accepted as adequate backup for 
requesting a progress billing or bank draw on a project. This report is in the same format as the A.I.A. Application 
for Payment/Draw report (G703). Upon selecting this option, you will be asked to specify the range of projects on 
which you wish to report. Enter the project number or press the F2 key for searches.  

Next, you will be prompted to specify the Report Type that you want. Your choices are:  

1)  Billing Information 
2)  Cost Information (Draw) 

Based on your type of business, you would use the following as a guideline as to which method you would select.  

Billing Information  
If you are a Sub-Contractor or any other firm that is required to provide billings based on the American Institute of 
Architects reporting requirements, then you would specify option #1 as the method to use when printing this report. 
The option “Calculate Suggested Billing” should be performed before printing this report to allow the report to 
show current billing dollars. Once you press ENTER to begin, the system will begin printing the report. The detail 
level specified will appear at the top of the report.  

Cost Information (Draw)  
If you are a Custom Home Builder or any other firm that collects draws based on cost incurred on a project, then you 
would specify this type as the method to use when printing this report.  

After you have selected your Report Type, you may specify a specific manager to be included on this report or all 
managers. You will next be asked to specify which Report Level should be used when printing this report. This 
gives you the flexibility to determine how detailed you want to see this report. You may only be interested in totals 
by overall project code. However, you may want to see all detail by employee or material items for detail billing 
purposes. Whichever your preference, simply specify the level desired. And finally, you may choose to mask on a 
project number, if so desired. 

Once you <click> on the “Start” button to begin, the system will begin printing the report. The detail level specified 
will appear at the top of the report.  

Field Names:  

- Job/Project Number 
- Project Description 
- Scheduled Value (Budget) 
- Previous Amount (PTD - Current) 
- Current Amount 
- Total Completed (Previous + Current) 
- Percent Complete (Total / Budget x 100) 
- Balance to Finish (Budget - Total) 
- Retainage (Current & Total) 
- Grand Total  
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PERFORM PROJECT BILLING (AR0108) 
This option allows you to record the actual billing information as determined by the current period billing 
information, which was calculated and/or entered above. In addition, it prints an invoice, and updates the project and 
customer files.  

This option should be used to perform the billing for projects in the Job Cost Main Module. This option will enter 
transactions into the Accounts Receivable system, update the Job Cost system, and print the invoice on a formal 
document for your customer. The form that will be used is the “Invoice Form” you have set up in the Master 
Configuration and will be loaded by the system when this option is selected. It is recommended that a form type 
similar to “INVJC” be used to reflect a format more compatible with normal project billing.  

After selecting this option, you will be asked for the project number. Select the project that you would like to “bill” 
during this transaction or <click> the Down Arrow (F2 by default) to scroll through the project file. Only one 
project per invoice is allowed, although many various billing codes on a single project may be allocated.  

Once the project has been selected, the system will then select the customer assigned to the project, set the overhead 
default information, and read the invoicing information that was calculated using the option “Calculate Suggested 
Billing.” If this customer has been assigned a default AR Sales Code in their customer record, this is the Accounts 
Receivable account that will be used for this transaction. Otherwise, the Accounts Receivable account defined in the 
Accounts Receivable Master Configuration will be used.  

There are several screens that will be used to enter the transaction. The data items on the overhead screen are 
described below.  

Customer Number This item allows you to change the customer that you would like to bill 
for this project. The default will be the customer set up in the project 
master file. You may press ENTER to accept the default customer or 
select another customer.  

Trans. Type This field defines the transaction type (e.g., invoice, credit memo, debit 
memo, etc.). You may <click> on the arrow to review a “Pop Up” 
window displaying the transaction types. Select the transaction type you 
wish to use and press the TAB key to go to the next field.  
 
NOTE: If you choose Credit Memo, the system will automatically 
reverse the sign of the quantities (or extended prices) entered to indicate 
a credit to the customer's account.  

Tax Rate # This is the tax rate number that should be used in the calculation of sales 
tax for this transaction. The default will be the tax rate set up in the 
project's master file. You may press the F2 key to scroll through the tax 
rate file to make your selection. After the tax rate has been selected, the 
tax rate description will be displayed below this data item.  

Price Level This is the price level in inventory that will be used when calculating the 
unit price of inventory items. If you are not interactive with the 
Manufacturing Inventory Management module, the system will not 
display this data item.  
If you are interactive with Manufacturing Inventory Management, you 
may select the price level or <click> on the arrow to review a “Pop Up” 
menu to choose the price level. The default will be the price level set up 
in the project's master file.  
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Discount % This is the overall discount that will be given on this transaction. The 
default will be the discount set up in the customer's master file. The 
system will calculate this discount on the total of the extended prices 
entered for this transaction. This discount amount will be posted to the 
“Sales Discount” sales code set up in the Master Configuration.  
NOTE:  Any discounts given to the customer will not be reflected in the 
project billing information. The project will reflect only total billing 
amounts.  

Salesman This is the salesman number of the salesman you would like to assign to 
this transaction. The default will be the salesman set up in the project's 
master file. You may enter the salesman number, press the TAB key to 
accept the default salesman, or use the F2 key to scroll through the 
salesman file. Once the salesman number has been selected, the salesman 
name will be displayed below this data item. The salesman number 
entered here will be used by the system to later calculate the 
commissions by salesman.  

Terms Type/ # Days These two data fields are used to define the due date of the transaction. 
The default will be the terms set up in the customer's master file.  

Fixed Due Date If the terms are defined as “Fixed Due Date,” the system will then ask 
for the due date to be entered. The system will not calculate any due date 
but use the date entered as the due date of the transaction.  

Net Days If the terms are defined as “Net Days,” the system will then ask for the 
“Number of Days.” You may enter the number of days from the invoice 
date the customer has to pay this transaction. The system will then use 
this to calculate the due date of this transaction.  

Net Days EOM If the terms are defined as “Net Days EOM,” the system will then ask 
for the “Number of Days.” You must enter the number of days from the 
end of the month the customer has to pay this transaction. The system 
will then use this to calculate the due date of this transaction.  

Terms Desc. This is a twenty (20) character description of the terms for this 
transaction. The default will be the terms description set up in the 
customer's master file. This terms description will be displayed on the 
form printed when this transaction is completed.  

Transaction Number If the numbering sequence is set up in the Master Configuration, this 
item will be set to “Automatic” and you will not be allowed to enter this 
data item. The system will automatically use the sequence number and 
then increment the number when the transaction is validated. If the 
numbering sequence is turned off for this transaction, you must enter the 
transaction number here. The number may be up to ten characters in 
length.  

Retainage % This percentage will be used to calculate the retainage amount for this 
invoice. The retainage will only be calculated on an invoice type 
transaction. The amount of retainage will be subtracted from the invoice 
and posted as a separate, retainage type, invoice.  

Date Ordered This is the date that the customer originally placed the order. You may 
press TAB to default to the current system date. This field will be 
displayed on some invoice forms.  
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Open Item Description This is the twenty (20) character description that you would like to assign 
this transaction. This description will be displayed on all aging reports, 
transaction registers, and customer statements. If you leave this data item 
as the default, the system will use the transaction type description.  

Customer PO# This is a twenty (20) character field for the customer's purchase order 
number. This field will be displayed on some invoice forms.  

Shipping Instructions This is a twenty (20) character field for a description of any special 
shipping instructions that may be necessary for this transaction. This 
field will be displayed on some invoice forms.  

Freight Amount This is the dollar amount of freight that you would like to charge this 
customer for this transaction. This amount will be added to the net 
amount of the invoice and also post this amount to the sales code for 
freight set up in the Master Configuration.  
NOTE: This freight amount will not be reflected in the project billing 
information. The project will reflect only total billing amounts. 

Deposit Amount This is the dollar amount of deposit that you have already received from 
this customer that is to be applied toward this transaction. This deposit 
amount will be shown on the invoice form and reduce the amount due.  

If a deposit amount is entered, the system will create two transactions in 
the open item file and the transaction file. The first transaction will be the 
total amount of the invoice not including the deposit amount. The second 
transaction will be a duplicate of the first except the type will indicate 
“Deposit” and the amount will be the amount of deposit.  

This will enable you to have a better audit trail of the transaction, an 
accurate account of the sale and cash received. This deposit amount will 
be credited to the cash sales code set up in the Master Configuration.  

Details 
By <clicking> on the “Details” button, the system will display a scrolling screen in which you may enter the detail 
of the transaction. The top of this screen displays the total amounts such as Subtotal, Subtotal after Discount, Tax, 
Freight, and Invoice Total. The bottom portion of the screen is a scrolling window, which allows you two hundred 
lines of detail for the transaction. This detail information will automatically contain all of the suggested billing 
figures which you may edit or adjust, add new billing detail, and/or add further description lines for printing on the 
invoice. The following describes each of the data items for each line of detail.  

Code 
This is the sales code which classifies the sale for this line. You may enter the sales code or press the F2 key to 
scroll through the sales code file.  

The “.TEXT” sales codes work during invoicing in Accounts Receivable to allow free form text notes that will print 
on the invoices. This replaces the need to use “.” and “..” sales codes where the limit of characters per line is only 
thirty (30) characters each. This option allows ten (10) lines of free form text for each “.TEXT” sales code entered 
which is centered on the invoice form and is sixty (60) characters wide and uses an auto-wrap feature during data 
entry.  Further, although the “.TEXT” sales code may be up to ten (10) lines in length, each one only uses a single 
line during data entry so as not to consume all of the lines of the invoices’ detail section.  Multiple “.TEXT” sales 
codes can be used for each invoice.  This is ideal for highly descriptive invoice writing capabilities. 
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The “.TEXT” sales code can be used and created as a “template” for repeated use. Templates can store any 
information that will be repeated on a series of invoices.  This option allows users to create standard groups of text 
statements that can be used repetitively on invoices and sales orders and selected during invoicing and Sales Order 
Entry without having to re-key the same information into the system time and again.  This would be ideal for items 
such as warranty statements, support policies, return policies and much more! 

There are both “.TEXT” and “..TEXT” sales codes to be added to each system similar to the use of all other sales 
codes in the system.  A single dot sales code does not have to be attached to any inventory items whereas double dot 
sales code items are associated to the previous inventory item entered into the system. 

If you are creating a new company from scratch, these two sales code variations will be created automatically by the 
software. For existing Infinity POWER users upgrading from a prior version, these sales codes have to be added 
manually to each company that you are processing in. No other data such as, General Ledger account numbers and 
such are required to be setup. 

However, existing users will have to “pack” their data files first before they will have access to this option. To 
“pack” your data files, select the menu option, “Maintain Data Files,” and select “**ALL FILES**.” 

If you wish to bill directly to the project, you <click> on the “Job” button to retrieve the project information. A 
window will appear asking for the information necessary to bill the project.  

NOTE 
The only billing amounts that will update the project information are those 
entered on lines that you use the “Job” button to indicate the project detail.  

The project number and description will be displayed and the two data items needed to select the project detail must 
be entered. The following describes these data items.  

1) Phase/Sub 

This is the billing code that will be used to record the billing information in the project. You may enter the 
billing code, or press the F2 key to scroll the Cost and Billing Code file to make your selection. If the 
billing code that you select is configured for Cost Only, you will be given a warning and must re-enter the 
code. Once the billing code has been selected, the description will be displayed beside the code.  

2)  Detail Description 

This is the additional twenty (20) character detail description of the project detail. This will only be used if 
you have configured the Job Cost module to sort the detail description.  
Once you have entered the above data items, the system will search the project detail file for this billing 
code and detail. If the detail has not already been set up, a scrolling screen will appear from which you may 
make your selection. If you have configured the Job Cost module to not require billing budgets, you may 
<click> on the “Add” button at this time to add the new billing detail the project detail file. Once the 
project billing detail has been selected, the system will set the sales code to the one set up in the Cost and 
Billing Code File for this Billing Code. If this code's default sales code is non-existent, then you will be 
allowed to select a near match.  
If the sales code selected has a period “.” as the first character of the sales code, the system will recognize 
this as a description line only. In this case, you will be allowed to enter only the description line and then 
move to the next line of data. This gives you the flexibility to create as descriptive an invoice as you desire. 
You may also mix various lines of descriptions. In other words, lines of descriptions do not have to all be in 
one single order. Therefore, you may enter a project billing code, and then enter a line of description only. 
Then, you may add another code and six lines of description and so on.  
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Description This is a thirty (30) character (alpha/numeric) field for the description you 

would enter for this line of the transaction. If you press TAB, the description 
will default to the description of the Billing Code. If you have selected a 
Billing Code for this line, the Billing Code and Detail description will be 
displayed to the right of this data item.  

Phase/Sub The field immediately to the right side of the description on each data line is 
reserved for the Billing Code number. The heading for this field will be the 
heading set up in the Job Cost Master Configuration. If you have selected a 
Billing Code item for this line, the Billing Code number will be displayed.  

Detailed Description The field on the far right side on each data line is reserved for the Detail 
Description of the project detail. The heading for this field will be the heading 
set up in the Job Cost Master Configuration. If you have selected a Billing 
Code item for this line, the Detail Description will be displayed. 

 
Tax This check box indicates whether or not this item is taxable. The default value 

will be the value set up for the sales code of this line. You will not be allowed 
to change this data item unless you have set “Override Tax by Line” in the 
Master Configuration to be turned “on.”  

Quantity This is the quantity of the item you are billing. This field may be left at zero, 
in which case you will have to enter the extended price manually. If the 
current transaction is a credit memo, this quantity will be assumed to be a 
negative number. If you are billing a project code, this is the quantity that will 
update the Quantity Billed, if you have configured the Job Cost module to 
track quantities.  

U/M This is a four (4) character field for the unit of measure for this item. If you 
are billing a project code, this will default to the unit of measure set up for the 
Billing Code selected.  

Unit Price This is the unit price of the item being billed. This will be multiplied by the 
quantity to calculate the extended price. If you are billing a project code, the 
default unit price will be the billing rate set up for the Billing Code.  

Extended Price This is the calculated extended price for this line of the transaction. You may 
press the TAB key to accept the calculated extended price or change the price 
for any adjustments necessary.  

When you have entered all detail lines necessary for this transaction, you may 
<click> on the “Save” button to save this information. 

Add. COS By <clicking> on the “Add. COS” button, the system will allow you to enter 
the additional cost of sales amount for this transaction. This may be used if 
you wish to include an additional amount of cost that was not recorded in the 
project. The sales journal and commission reports that you may print later 
will include this cost and will calculate a gross profit amount and percentage. 
Using this field for additional costs will insure accurate gross profit 
calculations on these reports. A small window which will allow you to enter 
the additional cost of sales amount and sales code will appear.  

This sales code will be used when posting the cost amount to the sales code 
file. You may press ENTER to scroll through the sales code file to make your 
selection.  
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NOTE:  This additional cost of sales amount will not be reflected in the 
project cost information. The project will reflect only costs that have been 
recorded directly in the Job Cost Module, or through Accounts Payable, 
Purchase Order, Payroll, or Inventory modules that are interactive with Job 
Cost.  

When you have entered the Additional Cost of Sales for this transaction, you 
may <click> on the “Save” button to save this information. 

Address By <clicking> on the “Address” button the system allows you to change the 
shipping and billing addresses for the customer and the customer's “Ship 
To:” name. A new window will be displayed which will allow you to change 
the address. This is where you would make the inputs for “one time” 
invoices. If multiple ship-to addresses have been defined for this customer, 
you may <click> on the “Select” button. This will “pop-up” a window that 
will display all of the Ship-To Addresses that have been set up for this 
customer. You may use the up and down arrow keys to scroll through the 
listing to select the address you want. These changes will not affect the 
customer's master file, but will only override the master file for this particular 
transaction. Enter the necessary changes and then <click> on the “Save” 
button to validate and return to the overhead screens.  

 
Enter the necessary changes and then <click> on the “Save” button to validate and return to the main screens. You 
may now <click> on the “Post” button to validate the transaction, save the open item, save the transaction record, 
update the Job Cost files, and print the invoice form.  After you <click> on the “Post” button to validate, if the 
transaction type is “Invoice,” the system will display a small window showing the retainage percent and amount 
that will be posted. You may change the calculated amount or <click> on the “Save” button to accept the calculated 
value.  

The system will then proceed to update all applicable files prior to the printing of the invoice form. A small box will 
appear on the screen specifying which is currently being updated. Once this process is complete, the invoice will 
then start printing.   After the form has been printed, you will be asked if you need to print the form again.  

Results:  

coAR1dy.dbf - Customer File    
- Customer History is Updated    
- Customer Aging Totals are Updated    

coAR2.dbf - Open Item File 
 - Open Item Record is Added  

coAR3dy.dbf - Transaction File 
 - Transaction Record is Added (optional) 

coAR5dy.dbf - Manager File 
 - Manager History is Updated  

coAR7dy.dbf - Sales Code File 
 - Sales Code History is Updated 
 - Sales Code Current Amounts are Updated  

coJC1dy.dbf - Project File 
 - Historical Billing Information Updated 
 - Current Retainage Amount Updated (if 
applicable) 

coJC2dy.dbf - Project Detail File 
 - Historical Billing Information Updated 
 - Current Billing Information Cleared 
 - Current Cost Information Cleared 
 - Balance Forward Cost placed in Current  

coJC3dy.dbf - Project Transaction File 
(optional) 
 - Transaction Records Added for:  
 - Billing Information   
 - Cost of Sales Information  
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CHAPTER  4     PRINT REPORTS  
This section includes a description and sample of each report generated by the Accounts Receivable module. The 
equations used to calculate the amounts on the reports; and how these reports are generated (through the use of 
various questions asked by the system) is discussed here. Reports illustrate the results of transactions from the 
options within this module or from another integrated module. Most reports do not update the actual files. However, 
the Sales Code Summary Report is an exception to this, if integrated with General Ledger, this report will update the 
General Ledger Integration File.  

The reports included here reflect sample information input into the sample company and only reflect an example of 
the way a company may utilize certain features within this module. All modules are designed to be extremely 
flexible in the way you may organize data and print the corresponding reports accordingly.  

Do not assume that these reports reflect the only way they may either be structured or the fashion in which they may 
be printed. These reports may be used as a cross reference to determine which reports you should be using in your 
daily activities or when trying to locate specific types of information.  

STANDARD FEATURES FOR REPORTS 
Here is a listing of some standard features, which can be utilized with all reports:  

CTRL+O  (Output Options) 
Destination - Printer Choice, E-Mail or Display 
Report Titles 
E-mail Settings - Recipient and Subject 
Font Attributes 
Report Print Options 
Displayed Report Options 
Range of Accounts 
Data Record Retrieval 
Report Sorting Preference 
Masking (Wildcards) 
Period to Report On 
Cancel the Print Job 
  

CTRL+O (Output Options) 
You are able to change your Output Options (printing preference) at any time when you are within the Infinity 
POWER programs. By Pressing CTRL O, an overlay screen will appear with your available output options. You 
may choose to print to a Printer, send the report as an email, or display the report on the screen. 

If you select “Printer,” this will cause the output to be generated to whichever printer device you currently have as 
“active” in the Windows operating system. You may choose to change printers by <clicking> on the “Print 
Options” button and select another printer that you have set up in your Windows program. Also, by choosing 
“Printer,” you have the capability of changing the title of the report you will be printing. The standard report name 
will be shown, however, if you wish to overwrite it with another title, you may do so. 

If you select “E-Mail,” this will cause the output to generate an e-mail to a specific recipient. On the Output 
Options screen, you will need to define the recipient of the e-mail in the “To” field. Make sure to enter their e-mail 
address and not just their name. The “Subject” field is automatically assigned the name of the report you will be 
generating, however, if you wish to overwrite it with another subject, you may do so. 
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NOTE 
Be sure you have defined your “E-Mail Host” in the Output section of the 
Configuration Settings, otherwise, this feature will not be operational.  Your 
name should be your e-mail address, not your actual name. 

If you select “Display,” this will cause the output to generate the report to the screen. All reports are generally 
created in an 80 or 132 column format.  You may size your output window both larger and smaller to allow you to 
view as much of the report on the screen at once as possible. 

If you are used to using the Windows Character-based or UNIX version of Infinity POWER, you realize that you 
may also send reports to a “text” file for a myriad of uses.  You may do the same in Windows, however, you must 
set up a “printer” type in Windows that will direct the output to the file.  Once this is done, any time you want to 
direct reports to a file, you simply select the new printer definition under Windows. 

The principal applies if you want to print any report or form as a FAX document.  Define the FAX software as a 
printer in Windows and simply redirect your output to that specific printer. 

Font Attributes 
Within the Output Options window, you can modify font attributes such as color, size, and styles for each report.  
This allows you to be creative in your report styles whether formal, informal, or classic professional, depending on 
the purpose of the report. You may choose a more informal style for internal reports, but select a more elegant style 
for a customer.  Selecting a font in the Printer Settings section affects printed reports only.  If you select “Print” as 
the output destination, this is the font that will be applied to the printed report. 

You can also select a font style for the display destination, independent of the Print Settings font selection. In the 
Display Settings section of the screen, <click> on the Fonts… button to open the Font window. From this window, 
select different fonts, add special effects such as underlining, change the color, font style (bold, italics, bold italic, 
etc), and the font size.  When a report is selected in display output, this is the font that will be applied when the 
report is displayed on the screen. 

NOTE 
If you send a report to print directly from the displayed output screen, (Send 
menu option or the Send to another output destination toolbar options) the 
font selected in the Printer Settings will be the font that is applied to the 
printed report, regardless of what font settings are selected for the Display 
Settings.  Font attributes are unique for Printer Settings and Display settings 
due to the fact that your printer and the Infinity POWER system may not 
support all of the same fonts. 

After selecting font attributes for either the Printer Settings or Display 
Settings, <clicking> the corresponding Save button will make those current 
selections the default settings. If you select different attributes between 
displaying/printing reports, you must <click> the Apply button for the new 
font attributes to be applied. Otherwise, the selections made for the previous 
report (within the same session), will be applied to the current report. Once 
you log out of the system, the last saved printer and display settings will be 
applied to the reports when you log back into the system.  

If E-Mail is selected as the report output destination, the actual report will be embedded within the e-mail message 
as an HTML display in a fixed Courier font so that columns will automatically adjust to align properly. 
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Report Print Options  
In the Printer Settings section, <click> on the Options… button to open the Print window.  You can select the 
entire report, the current page, or a range of pages, or a specific page to be printed.  You can also custom adjust form 
sizes by increasing or decreasing the horizontal and vertical offsets.  The horizontal offset adjusts the alignment in 
fractions of an inch.  The default offset value is set to 0.00. A positive increase will adjust alignment to the right, a 
negative value will adjust alignment to the left.  The vertical offset adjusts the alignment in fractions of an inch.  
The default offset value is set to 0.00. A positive increase will adjust alignment down, a negative value will adjust 
alignment up. 

Displayed Report Options 
If the report output is Display, you can also use the navigation toolbar buttons to jump to another page within the 
displayed report, or <click> the # toolbar button to specify a particular page. This comes in handy to view specific 
information in a long report, without having to navigate page by page.  

From within a displayed report, you can also send the report (current page or all pages) to print or change the output 
destination for the current page or the entire report without leaving the screen.   

By <clicking> the search toolbar button, you can also search for specified text within the displayed report.  This 
allows you to search for any text, amounts, dates, etc, contained within the report.   

Range of Accounts  
When asked to define the range of account numbers to report on, place your cursor on the “Beginning Account #” 
field and <click> the Down Arrow (F2 by default) to gain access to the account listing. You may choose to search 
for accounts by account number or description. Once you have selected the Beginning Account Number, <click> on 
the Ending Account Number field and then <click> the Down Arrow (F2 by default)  to gain access to the account 
listing to choose your ending number. 

Data Record Retrieval 
This function can be done on any indexed field in the currently active system or a field the current system is 
integrated with. When the right mouse button is <clicked> in the field, the system will display the choices of data 
record retrieval.  

This feature is available in most options throughout the Infinity POWER system. It will simplify your retrieval of 
records when printing reports. The data record retrieval choices are listed below. 

First Record This option will allow you to select the first record in the requested file. 
Next Record This option will allow you to retrieve the next sequential record in the 

file, assuming you have already selected a record.  
Current Record This option will allow you to select the last record that was accessed. 
Scroll View This option will display a scrolling screen with all records in the accessed 

file. You may scroll through the records and select the one of your 
choice. You may also change the sorting preference and search for the 
record in a variety of ways. 

Previous Record This option will allow you to retrieve the previous sequential record in 
the file, assuming you have already selected a record.  

Last Record This option will allow you to select the last record in the requested file. 
Report Sorting Preference This is the order in which items will print on reports. This is handled 

through the method in which you choose the beginning and ending 
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account range. For example, you will be given two choices when you 
select your beginning and ending account number when <clicking> the 
Down Arrow (F2 by default):  
Customer Number 
Customer Name 
Description 

Report Sorting Preference Instead of printing all reports in order of the account number, you may 
elect to print them in alphabetical order by the description of the account 
number by selecting your account range by “Description.”  

Masking (Wildcards) The account number mask is a field, which gives you the ability to set up 
a specific search and have the system only retrieve those items defined 
within the parameters of that search. This is very beneficial if you want 
to print all reports for a particular department or location.  
Your account number is the key to how specific information may be 
searched on. The account number length will be reflected in the mask 
field on your screen.  
The region number mask field would appear on your screen as:  
[          ] 
*12345  
Assuming that you were utilizing a five digit region number with the last 
two digits representing the department or location number (e.g., “03”), to 
print a report that would mask for a department or location you would 
enter the following:  
[     03   ] 
*12345*  
The areas not being masked can either be spaces or question marks. 
Question marks are the standard wildcard format.  

Period to Report On If a report is a summary type report, the information contained in the 
report will be inclusive of all data input during the date range specified at 
the time of selection of the report. This provides you the ability to do 
historical period reporting as well as current period reporting.  

Cancel the Print Job <Clicking> on the “Cancel” button during the printing of a report will 
cancel the print job. However, keep in mind, some of the report may still 
be in the printer buffer at the time of cancellation.  

STATEMENTS AND AGINGS 
Four options are available by selecting the Statements and Agings menu option:  

1)  Calculate Age of Accounts  
2)  Customer Aging Report  
3)  Customer Statements  
4)  Year End Statements  

Each report is discussed here.  

Calculate Age of Accounts (AR0200)  
This option allows you to calculate the age of each customer's open item totals into the five aging categories. You 
should execute this option before printing your agings or statements.  
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Before printing any agings or statements, you should run this option. The system will need to adjust for any changes 
that may have been made since the last time this option was run. The system date will impact all items in the file and 
the recording of any transactions (invoices, payments, credit memos, etc.) would have a strong bearing on the 
accurate calculations of these items.  

If you print an aging report or a statement, and the figures appear to be in the wrong columns, this is the first option 
you should immediately execute before proceeding. Otherwise, check your Master Configuration to verify that all 
aging categories have been set up properly.  

Enter a beginning and ending customer range to include in this calculation. You may enter a Region Mask to mask 
on certain customers. <Click> on the “Start” button to start the calculation process. 

Print Customer Aging Report (AR0201)   
This option prints customer agings based on all or only past due accounts. The aging may include invoice detail 
(Detailed), summary by customer (Non-detailed), or Grand Totals Only. This report may print for a single 
salesman and includes an Accounts Receivable Account Summary report at the end, which totals open item 
transactions for each Accounts Receivable account used.  

This report may be used by management to review the current or past Accounts Receivable totals by aging category. 
After selecting the range of customers to include on this report, you may elect to print either the detail of all invoices 
by customer, summary totals only by customer (non-detail), or grand totals for all customers.  

Next, select whether to include either past due customers or all customers. Then you may select to run this report on 
a specific AR Sales Code. You may also print the report for a specific salesman or for all salesmen. You may also 
define a Region mask to mask on certain customers. The report will only include those customers that have at least 
one open item.  

By utilizing the Multiple Accounts Receivable account feature (through the use of sales codes), the Aging Report 
allows you to include all open items for all AR Sales Codes or you may choose to report on a specific AR Sales 
Code. This will allow you to balance each individual Accounts Receivable account in the General Ledger. The aging 
report will print based on the current system date. This is important to note because any open item with an 
Transaction Date past the Current System Date will not print on the report.  

This does not mean that these items do not exist in the files, they just will not be included on this version of the 
report. If you want all open items to be listed on the report, you must use the most recent system date of transaction 
processing. Also, any open item that was posted “on” or “prior to” the current system date, but was paid “after” 
the current system date, will be shown as an unpaid item on the report.  

This feature provides you with the ability to print the aging reports as of a previous fiscal period to match against the 
General Ledger Balance Sheet. Therefore, the ending balance on the Aging Report should match the balance of 
Accounts Receivable on the Balance Sheet.  

Warning: This feature is specific to the system date. However, if you are trying to balance to the General Ledger, 
you must set your system date to the last day of that fiscal period. In other words, you can not print the Aging report 
as of the 23rd of the month and the Balance Sheet on the 23rd of the month and expect them to balance.  

The Balance Sheet figures for a prior fiscal period will always represent the end of period totals, not a day within 
that fiscal period. Therefore, if you are trying to balance between the two reports, always use the last day of the 
fiscal period you are trying to audit.   The “open item” file can keep track of the latest check number and check 
amount that was posted against each open item and all of the partial payments for each open item.    If you are 
utilizing the Multiple Accounts Receivable accounts feature and have selected to run this report for all AR Sales 
Codes, this summary page will calculate and show the Accounts Receivable amounts for each individual AR 
account defined on these open item transactions.   <Click> on the “Start” button to proceed with the printing of this 
report. 

Field Names:  

- Customer Number 
- Customer Name 
- Region 

- Salesman Number 
- Phone Number 
- Contact 
- Transaction Type 
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- Transaction Number 
- Transaction Description 
- Transaction Date 
- Transaction Amount 
  (placed in aging category column) 

- Salesman Number (for open item) 
- Due Date 
- Aging Date- Totals 
- Totals for All Accounts  
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Customer Aging Report - Detailed  
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Customer Aging Report - Non-Detailed  
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Customer Aging Report -Summary  
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Print Customer Statements (AR0202)  
This option prints statements based on all or only past due customer accounts.  

NOTE 
Make certain to choose the option to “Calculate Age of Accounts” before 
printing your statements.  

This option allows you to send to your customers a statement indicating the open items that have been posted to 
their account and their current aging balances. The form that will be printed by the system will be the form you have 
set up in the Master Configuration for statements.  

You will be allowed to select a beginning and ending customer range and a sales region mask. You may also choose 
to print statements for all accounts or for only those accounts with past due balances. The customer statement will 
not be printed for those accounts with an aging balance less than the Minimum Statement Amount in the Master 
Configuration. <Click> on the “Start” button to begin the printing process.   

The following screen will appear: 

 
 

<Click> on “Select” to continue.  You may test your form alignment by <clicking> on the “Align” button which 
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any 
preprinted forms.  <Click> on “Cancel” to exit this option. 

Field Names:  

- Customer Number 
- Bill To: Customer Name and Address - Transaction Due Date  - Total Balance 
- Remit To: Name and Address  - Transaction Amount   
- Transaction Date  - Statement Message  
- Transaction Type  - Statement Past Due Message 
- Transaction Number  - Aging Date 
- Transaction Description  - Aging Balances 
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Customer Statements 
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Print Year End Statements (AR0203)  
This option prints all year end statements for the customers that have incurred finance charges in the current year. 
This option allows you to send to your customers a Year End Statement indicating the total amount of finance 
charges incurred, the current amount of unpaid finance charges, and their current aging balances. The form that will 
be printed by the system will be the form you have set up in the Master Configuration for year end statements.  

You will be allowed to select a beginning and ending customer range and a customer region mask. The customer 
year end statement will only be printed for those accounts that have had finance charges posted to the account during 
the current fiscal year.  

<Click> on the “Start” button to begin the printing process.  The following screen will appear: 

 
 

<Click> on “Select” to continue.  You may test your form alignment by <clicking> on the “Align” button which 
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any 
preprinted forms.  <Click> on “Cancel” to exit this option. 

 

Field Names:  

- Customer Number 
- Bill To: Name and Address 
- Remit To: Name and Address 
- Statement Message 
- Aging Date 
- Aging Balances 
- Current Unpaid Finance Charges 
- Total Finance Charges 
- Total Balance  
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Year End Statements  
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DETAILED SALES JOURNALS 
Six reports are available by selecting the Detailed Sales Journals menu option:    

1)   Sales Code Summary  
2)   Sales Journal  
3)   Sales Journal by Customer  
4)   Sales Journal by Salesman  
5)   Sales Journal by Sales Code  
6)   Sales Tax Report  

Sales Code Summary (AR0220) 
This option prints a summary of all sales and cost of sales by sales code as of the last time this report was printed. If 
you are interactive with General Ledger and have specified in the Master Configuration NOT to “Post to GL in 
Detail,” this option will also post a sales journal entry.  

This report can be used by management to review a summary of all sales and cost of sales for either the Current 
unposted amounts, or the Month-To-Date amounts. If you have specified that Accounts Receivable will NOT post 
in detail to the General Ledger, this report will also create a General Ledger Account Summary integration file. 
When selecting the “Print Sales Code Summary” report for printing, you have the option of choosing between:  

1)  Current Amounts 
2)  Month to Date Amounts 
3)  Year to Date Amounts 

The integration file is created by choosing the report for “current amounts.” Once the report has printed, the 
system will ask “Do you wish to clear the current Sales and Cost of Sales Amounts?” By <clicking> on the 
“Yes” button, the system will zero (or clear) the amounts held in the current accumulator fields. This “clearing” of 
the amounts is what creates a journal entry to the General Ledger Integration file that you will post to your General 
Ledger module, (if you are running interactive.) All current amounts will also be zeroed. It is recommended that 
this report be printed for the current amounts (and cleared) on a daily basis.  

You may choose to “Post Integration Files” to General Ledger once a month. The integration file will accumulate 
all of the daily clearings for a daily summary posting into General Ledger. <Clicking> on the “Cancel” button for 
the question “Do you wish to clear the current Sale and Cost of Sale Amounts?” will retain the current amounts. 
The amounts will remain for reporting purposes until you are ready to clear them. If you select the Month-To-Date 
version of this report, it will include the total monthly sales code balances for the month of the current system date.  

NOTE 
If you are NOT “Posting in Detail to GL,” it is required that the Sales Code 
Summary report be printed and cleared for the current amounts. If you ARE 
“Posting in Detail to GL,” this report need not be printed for any posting 
procedures to be completed in GL.  

Field Names:  

- Sales Code - Debit Amount 
- Description - Total Debits 
- Current Sales - Total Credits 
- Current Cost of Sales 
- Total Sales: 
- General Ledger Account 
- Credit Amount 
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Sales Code Summary (Month-to-Date) 
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Sales Code Summary (Year-to-Date)  
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Sales Journal (AR0204) 
This report provides a detailed listing of all invoices, credit memos and other transactions for specified transaction 
types and date ranges. This report may be used by management to review the detail of all transactions posted to the 
Accounts Receivable system. It may also be used for auditing the sales, cost of sales, and gross profit amounts. You 
will be allowed to select a date range that may include all transactions for the current accounting year. However, you 
may be even more specific and request a listing of only invoices, payments, or any other transaction type. The 
system will default to all transaction types in the current month.  You may select or deselect transaction types by 
<clicking> on or off the check boxes. 

In the Transactions Types section, you can <click> the Select All, UnSelect All, or Invert button to make your 
desired transaction type selections.  

If you <click> on the Sales Code Detail check box, the system will print all sales code detail for each transaction 
and also a sales code summary at the end of the report. As an option, you may choose to only print the sales code 
summary, by <clicking> on it’s check box, for a quick look at totals for a specific period of time. You may also print 
the sales journal for a specific AR Code or a specific Tax Rate. This will contain only those transactions that match 
the AR Code or the Tax Rate entered.  If you <click> the Exclude Cost check box, the system will exclude the cost 
of sales from the printed report.  

Field Names:  

- Transaction Date 
- Customer Number 
- Customer Name 
- Transaction Type 
- Transaction Number 
- Transaction Description 
- Manager Number 
- Transaction Amount 
- Cost of Sales Amount 
- Tax Amount 
- Freight Amount 
- Total Amount of the Transaction 
- Gross Profit Amount 
- Gross Profit Percentage 
- Totals 
- Optional Transaction Detail 
- Sales Code 
- Description 
- Inventory Item Number 
- Quantity 
- Unit of Measure 
- Unit Price 
- Extended Price 
- Cost 
- Gross Profit 
- Gross Profit Percent 
- Summary by Sales Code  
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Sales Journal  
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Sales Journal by Customer (AR0205) 
This report provides a detailed listing of all invoices, credit memos and other transactions for specified transaction 
types and date range by customer. This report may be used by management to review the detail of all transactions 
posted to the Accounts Receivable system for each customer. It may also be used for auditing the sales, cost of sales, 
and gross profit amounts. You may select a customer range and a date range that can include all transactions for the 
current accounting year. However, you may be even more specific and request a listing of only invoices, payments 
or any other transaction type. The system will default to all transaction types in the current month. You may select 
or deselect transaction types by <clicking> on or off the check boxes. 

In the Transactions Types section, you can <click> the Select All, UnSelect All, or Invert button to make your 
desired transaction type selections.  

If you <click> on the Sales Code Detail check box, the system will print all sales code detail for each transaction 
and also a sales code summary at the end of the report. As an option, you may choose to only print the sales code 
summary, by <clicking> on it’s check box, for a quick look at totals for a specific period of time. You may also print 
the sales journal for a specific AR Code or a specific Tax Rate or a specific Region. This will contain only those 
transactions that match the AR Code or the Tax Rate or the Region entered.  If you <click> the Exclude Cost check 
box, the system will exclude the cost of sales from the printed report.  

 

Field Names:  

- Transaction Date 
- Customer Number 
- Customer Name 
- Transaction Type 
- Transaction Number 
- Transaction Description 
- Manager Number 
- Transaction Amount 
- Cost of Sales Amount 
- Tax Amount 
- Freight Amount 
- Total Amount of the Transaction 
- Gross Profit Amount 
- Gross Profit Percentage 
- Customer Totals 
- Grand Totals 
- Optional Transaction Detail 
- Sales Code 
- Description 
- Inventory Item Number 
- Quantity 
- Unit of Measure 
- Unit Price 
- Extended Price 
- Cost 
- Gross Profit 
- Gross Profit Percent 
- Summary by Sales Code  
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Sales Journal by Customer  
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Sales Journal by Salesman (AR0206) 
This report provides a detailed listing of all invoices, credit memos and other transactions for specified transaction 
types and date range by salesman. This report may be used by management to review the detail of all transactions 
posted to the Accounts Receivable system for each salesman. It may be used for auditing the sales, cost of sales, and 
gross profit amounts. You will be allowed to select a salesman range and a date range that may include all 
transactions for the current fiscal year. However, you may be even more specific and request a listing of only 
invoices, payments or any other transaction type. The system will default to all transaction types in the current 
month. You may select or deselect transaction types by <clicking> on or off the check boxes. 

In the Transactions Types section, you can <click> the Select All, UnSelect All, or Invert button to make your 
desired transaction type selections.  

If you <click> on the Sales Code Detail check box, the system will print all sales code detail for each transaction 
and also a sales code summary at the end of the report. As an option, you may choose to only print the sales code 
summary, by <clicking> on it’s check box, for a quick look at totals for a specific period of time. You may also print 
the sales journal for a specific AR Code or a specific Tax Rate. This will contain only those transactions that match 
the AR Code or the Tax Rate entered.   If you <click> the Exclude Cost check box, the system will exclude the cost 
of sales from the printed report.  

 

Field Names:  

- Transaction Date 
- Customer Number 
- Customer Name 
- Transaction Type 
- Transaction Number 
- Transaction Description 
- Manager Number 
- Transaction Amount 
- Cost of Sales Amount 
- Tax Amount 
- Freight Amount 
- Total Amount of the Transaction 
- Gross Profit Amount 
- Gross Profit Percentage 
- Manager Totals 
- Grand Totals 
- Optional Transaction Detail 
- Sales Code 
- Description 
- Inventory Item Number 
- Quantity 
- Unit of Measure 
- Unit Price 
- Extended Price 
- Cost 
- Gross Profit 
- Gross Profit Percent 
- Summary by Sales Code  
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Sales Journal by Salesmaen  
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Sales Journal by Sales Code (AR0222) 
This report provides a detailed listing of all invoices, credit memos and other transactions for the current period by 
sales code. This report may be used by management to review the detail of all transactions posted to the Accounts 
Receivable system for each sales code. It may be used for auditing the sales, cost of sales, and gross profit amounts. 
You will be allowed to select a sales code range that may include all transactions for the current fiscal period. 

The system will default to all transaction types in the fiscal period. This report provides great flexibility in verifying 
all of the transactions in which a specific sales code was used. Therefore, auditing capabilities are greatly enhanced 
by the use of this report.  

 

Field Names:  

- Sales Code 
- Description 
- Customer Number 
- Transaction Date 
- Transaction Number 
- Transaction Type 
- Transaction Description 
- Sales Amount 
- Cost of Sales Amount 
- Totals by Sales Code 
- Grand Totals  
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Sales Journal by Sales Code  
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Sales Tax Report (AR0207) 
This report summarizes sales tax, taxable sales and non-taxable sales by tax rate and taxing entity. This report may 
be used by management to report the sales tax charged and the taxable and non-taxable sales for the current tax 
cycle. When you select this option, you may specify the transaction beginning month and ending month, thereby 
capturing a period for the report, as well as the range of tax rates to include.  This report reads through your sales 
journal transaction file and accumulates the total taxable and non-taxable sales by tax rate.   The following 
calculations are utilized to derive these printed fields:  

1) Tax Charged. This is the total invoice amount of all tax collected for each tax rate.  

2)  Taxable Sales. This is the total Tax Charged divided by the tax percent established for each rate. 
(This calculation automatically adjusts for any tax break points.) 

3)  Non-Taxable Sales. This is the total sales minus Taxable Sales.  

As you may have noticed, the back calculation of taxable sales (#2 above) is subject to a very small amount of 
variance. This variance is rarely more than a few pennies per month. However, the Tax Charged will always 
properly match the Taxable Sales reported.  

Example:  

If your actual taxable sales are $100.58 and the tax rate is 5%, then your tax liability is $5.03 (rounded to the 
nearest penny from $5.029). If you back calculated taxable sales by dividing $5.03 by 5%, then taxable sales 
would be $100.60. This variance is acceptable for most sales tax liability reporting, however, if you are 
uncertain about this, please contact your accountant to make sure.  

Field Names:  

- Tax Rate Number 
- Tax Rate Description 
- Entity #1 
- Entity #2 
- Entity #3 
- Entity #4 
- Entity #5 
- Total 
- Tax Charged 
- Taxable Sales 
- Non-Taxable Sales 
- Total Sales 
- Totals  
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Sales Tax Report  
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ANALYTICAL REPORTS 
 Seven reports are available by selecting the Analytical Reports menu option. They are categorized into four types:  

1) Trend Reports 
Customer Trend ReportAR0208  
Salesman Trend ReportAR0209  
Sales Code Trend ReportAR0210  

2)  Manager Reports 
Commission Report  
Salesman Ranking  

3)  Inventory Sales Detail 
Detail by Customer  
Detail by Salesman  

4)  Customer Ranking Report

Each report is discussed here.  

Customer Trend Reports (AR0208) 
This report summarizes monthly sales by customer for the entire year. This report can be used by management to 
review the sales trends for each customer by month. This type of information may be useful in analyzing peak sales 
periods versus slow seasons. This type of information would then be very useful for all elements of production, 
planning, and personnel throughout the company. 

You will be prompted for Customer Range, Salesman or all Salesmen, and Region Mask. 

Field Names:  

-Customer Name 
- Customer Number 
- Sales for each month of the year 
- Total 
- Grand Totals  
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Customer Trend Report  
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Salesman Trend Report  (AR0209) 
This report summarizes monthly sales by salesman for the entire year. This report can be used by management to 
review the sales trends for each manager by month. This type of information may be useful in analyzing how well a 
particular individual is performing throughout various periods of the year. As a tool for allowing them to gauge 
themselves, this report would be very beneficial. By selecting specific ranges, you may see how well a single 
individual is doing as well as a selective group or the whole sales staff.  

Field Names:  

- Manager Name 
- Manager Number 
- Sales for each month of the year 
- Total 
- Grand Totals  
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Salesmen Trend Report  
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Sales Code Trend Report (AR0210) 
This report summarizes monthly sales by sales code for the entire year. This report may be used by management to 
review the sales trends for each sales code by month. This information is very useful for analyzing sales by various 
product codes. Sales Codes allow you to selectively categorize various groups of products together to determine 
sales by category. With this ability, very detailed analysis information may be available through these reports.  

Field Names:  

- Sales Code Description 
- Sales Code Number 
- Sales for each month of the year 
- Total 
- Grand Totals  

Page 4-42      Print Reports Overview  Chapter 4 



Accounts Receivable User Manual 

Sales Code Trend Report  
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Commission Report (AR0211) 
This report provides a detailed breakdown of commissions by manager. The commission calculation is based on the 
method selected for each manager. This report may be used by management to review the detail of all transactions 
posted to the Accounts Receivable system for each manager for verification of the commissions to be paid on those 
sales. It may be used for auditing the sales, cost of sales, and gross profit amounts. You will be allowed to select a 
salesman range and a date range that may include all transactions for the current fiscal year. You may select or 
deselect transaction types by <clicking> on or off the check boxes. 

In the Transactions Types section, you can <click> the Select All, UnSelect All, or Invert button to make your 
desired transaction type selections.  

By <clicking> on the Sales Code Detail check box, the system will print all sales code detail for each transaction 
and also a sales code summary at the end of the report.   If you <click> the Exclude Cost check box, the system will 
exclude the cost of sales from the printed report.  

This report may be printed based on Gross Sales or on Net Sales. Different sales persons may fall into one or the 
other classification. If your commission is specified to be paid on cash receipts, then this report will list only those 
payments received from customers that are configured for the selected salesmen. This report is designed to print 
separately for each salesman with the listing of all commission related transactions and a total commission 
calculation at the end.  

Field Names:  

-Transaction Date 
- Customer Number 
- Customer Name 
- Transaction Type 
- Transaction Number 
- Transaction Description 
- Salesman Number 
- Job Number 
- Transaction Amount 
- Cost of Sales Amount 
- Tax Amount 
- Freight Amount 
- Total Amount of the Transaction 
- Gross Profit Amount 
- Gross Profit Percentage 
- Salesman Totals: 
- Commission Calculations 
- Optional Transaction Detail 
- Sales Code 
- Description 
- Inventory Item Number 
- Quantity 
- Unit of Measure 
- Unit Price 
- Extended Price 
- Cost 
- Gross Profit 
- Gross Profit Percent  
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Commission Report  
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Salesman Ranking (AR0212) 
This report ranks up to 500 salesmen by either MTD or YTD gross or net sales. This report is a very valuable tool in 
evaluating and comparing the manager's sales abilities. You may select a range of manager and then rank up to 500 
on either Month-To-Date or Year-to-Date gross sales or net sales. This report will print in descending order with the 
summary sales information printed for each manager.  

Field Names:  

- Salesman Number 
- Salesman Name 
- Month-To-Date Gross Sales 
- Month-To-Date Net Sales 
- Year-to-Date Gross Sales 
- Year-to-Date Net Sales 
- Ranking Number 
- Grand Totals  
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Salesman Ranking  
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Inventory Detail by Customer (AR0213) 
This report provides a complete history of inventory sales and returns for specified customers.  

NOTE 
This report requires the maintaining of transaction detail in Manufacturing 
Inventory Management.  

This report can be used by management to evaluate each customer's history of purchases by inventory item. In many 
instances, you may want to be able to evaluate the types of products a specific customer is primarily purchasing 
from you. This may assist you in many ways from your stocking of products to notifying key customers about 
upcoming sales.  

Some customers simply do not remember what it is they have been purchasing from you. This report will give you 
complete details. This report may be printed for a specific date range and transaction type (sales, returns or both).  

Field Names:  

- Customer Number 
- Customer Name 
- Manager Number 
- Manager Name 
- Inventory Item Number 
- Inventory Item Description 
- Transaction Type 
- Quantity 
- Unit of Measure 
- Transaction Description 
- Transaction Date 
- Total Cost 
- Total Price 
- Totals 
- Grand Totals  
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Inventory Detail by Customer  
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Inventory Detail by Salesman (AR0214) 
This report provides a complete history of inventory sales and returns for specified salesmen.  

NOTE 
This report requires the maintaining of transaction detail in Manufacturing 
Inventory Management. 

This report can be used by management to evaluate the inventory items that 
have been purchased by a particular salesperson’s assigned customer 
accounts.  It should not be confused with the Sales Commission Report, as 
this report will give a detail listing of all inventory transactions for each 
customer that is currently assigned to a particular salesperson, regardless of 
who the originating salesperson was at the time of the transaction.  The report 
is very helpful to current sales representatives by assisting in analyzing the 
overall types of products their assigned customers have purchased within a 
specified date range.   

The report will only use the default salesperson that is currently assigned as 
the salesperson in the customer’s master record to determine all sales, 
withdrawals from inventory, and returns.  Once this option is selected, you 
will be prompted to enter a desired salesperson for analysis.  Only one 
salesperson at a time will be allowed.  Next, you may include transaction 
types that have originated from sales orders, withdrawals from inventory, or 
returns back to inventory.  You will then enter the beginning and ending date 
range to include in this report. 

Field Names:  

- Customer Number 
- Customer Name 
- Type / Class / Part # 
- Transaction Type 
- Quantity expressed in Unit of Measure 
- Reference Number / Description 
- Total Cost 
- Description 
- Transaction Date 
- Total Price 
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Inventory Detail by Salesman  
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Customer Ranking (AR0223) 
This report ranks up to 500 customers by either MTD or YTD sales. This report is a very valuable tool in evaluating 
and comparing your sales to customers. You can also mask by region. This report offers to print the ranking in either 
the “highest ranking” order or the “lowest ranking” order. You may select a range of customers and then rank up 
to 500 on either Month-To-Date or Year-to-Date sales.  You can also mask customers by region. 

Field Names:  

- Customer Number 
- Customer Name 
- Month-To-Date Sales 
- Month-To-Date Average Invoice 
- Year-to-Date Sales 
- Year-to-Date Average Invoice 
- Ranking Number 
- Grand Totals  
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Customer Ranking  
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MAINTENANCE REPORTS 
Six options are available by selecting the Maintenance Reports menu option:  

1)  Customer Listing  
2)  Sales Code Listing  
3)  Salesman Listing  
4)  Tax Rate Listing  
5)  Cycle Invoice Listing  
6)  Customer Mailing Labels  

Each report is discussed here.  

Customer Listing (AR0215) 
This report provides a listing of all customer information in either detailed or summarized form. This report is 
designed to allow you a simple listing of your customers in summarized form, or a detailed listing for data input 
verification or archival purposes. Remember that these reports may be sorted in different orders so that you may get 
an alphabetical listing as well as listing based on customer numbers. You may also print these listings to the screen 
if only specific information is needed temporarily.  

Field Names:  

- Customer Number 
- Customer Name 
- Address 
- Ship to: Name 
- Ship to: Address 
- Tax Rate Number 
- Price Level 
- Discount Percent 
- Credit Limit 
- Finance Charge 
- Balance Forward 
- Contact 
- Comments 
- Phone Number 
- *Special 
- Manager 
- Sales History (By Month) 
- Terms 
- Sales Region 
- Current Finance Charges 
- YTD Finance Charges 
- Average Days to Pay 
- Invoices Used in Average 
- Date of Aging 
- Aging Balances  
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Customer Listing (Non-Detailed)  

 

Chapter 4         Print Reports Overview     Page 4-57 



Accounts Receivable User Manual 

Customer Listing (Detailed)  
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Customer Listing (Detailed with History)  
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Sales Code Listing (AR0216) 
This report provides a listing of all sales code information in either detailed or summarized form. You may print this 
report in a simple format or a detailed listing for data input verification or archival purposes.  

Field Names:  

- Sales Code Number 
- Sales Code Description 
- Taxable (Yes or No) 
- General Ledger Sales Account Number 
- General Ledger Asset Account Number 
- General Ledger Cost of Sales Account Number 
- Current Sales 
- Current Cost of Sales 
- Period 
- Checking Account 
- Sales 
- Cost of Sales 
- Total Sales 
- Total Cost of Sales  
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Sales Code Listing (Non-Detailed)  
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Sales Code Listing (Detailed)  
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Salesman Listing (AR0217) 
This report provides a listing of all salesman information in either detailed or summarized form. This report is 
designed to allow you a simple listing of your salesmen in summarized form, or a detailed listing for data input 
verification or archival purposes.  

Field Names:  

- Manager Number 
- Manager Name 
- Password 
- Commission 
- Percent 
- Tier Level 
- Period 
- Gross Sales 
- Net Sales 
- Total  
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Salesman Listing (Non-Detailed)  
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Salesman Listing (Detailed) 
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Tax Rate Listing (AR0218) 
This report provides a listing of all tax rate information in either detailed or summarized form. This report is 
designed to allow you a simple listing of your tax rates in summarized form, or a detailed listing for data input 
verification or archival purposes.  

Field Names:  

- Tax Number 
- Tax Rate Description 
- Rate 1 
- Break Point 
- Rate 2 
- Entity #'s 1-5  
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Tax Rate Listing (Non-Detailed)  
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Tax Rate Listing (Detailed) 
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Cycle Invoice Listing (AR0221) 
This report provides a detailed listing of all cycle invoices. This report may be printed in either an invoice register 
format or in “proforma” invoice format. By printing the pro-forma invoice, you will be able to see the cycle invoice 
in the format that will be used when it is posted. When you execute this option, simply specify the cycle invoice 
range and mask, then select the type of report that you want.  

Once your selections have been made, the following screen will appear: 

 
<Click> on “Select” to continue.  You may test your form alignment by <clicking> on the “Align” button which 
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any 
preprinted forms.  <Click> on “Cancel” to exit this option. 

At the end of the report, the system will print a grand total of all invoices that were printed. This way you may see 
the value of this particular cycle invoice run.  

Field Names:  

- Cycle Invoice Number 
- Customer Number 
- Customer Name 
- Transaction Type 
- Transaction Number 
- Transaction Date 
- Transaction Description 
- Manager Number 
- Sales Code 
- Quantity 
- Inventory Item Number 
- Description 
- Taxable 
- Unit Price 
- Discount Percent 
- Extended Price 
- Totals  
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Cycle Invoice Listing  
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Customer Mailing Labels (AR0219) 
This option prints mailing labels or rotary file cards for specified customers. This option allows you to print labels 
for selected customers using either the billing address or shipping address. You may configure the size of the label 
that will print so that you may use standard mailing labels or other specialized labels such as rotary cards.  

You may also use a mask of certain fields such as zip code, state, and city. This allows you to print labels for a 
specific area, for special promotional mailings. If you are printing rotary file cards, you may include the phone 
number of the customer.  

Field Names:  

- Customer Name 
- Customer Address or Ship to Address 
- Contact 
- Phone Number (optional)  
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Customer Mailing Labels  
 

Allens Hardware Shops Inc.
ATTN: Tony Rizzo
400 E. Kennedy Blvd.
Orlando, FL 33421

Fred Hart
ATTN: Fred Hart
7500 N. Alamo Drive
Tampa, FL 33651

Home Depot, Inc.
ATTN: Dennis Livingway
3030 No. Rocky Point Dr W
Tampa, FL 33684
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Ship-To Address Listing (AR0434) 
This report provides a listing of all Ship-To information in either detailed or summarized form. This report is 
designed to provide you with a simple listing of your Customer’s Ship-To Addresses in summarized form, or a 
detailed listing for data input verification or archival purposes. Remember that these reports may be sorted in 
different sequences so that you may get an alphabetical listing as well as listing sorted by customer numbers.  

You may also print these listings to the screen, if only specific information is needed temporarily. Specify the range 
of customers to include on the report and the system will then prompt you for the type of report you desire.  

Non-detailed Listing 
Detailed Listing 

 

Field Names:  

- Customer Number 
- Location Number 
- Customer Name 
- Ship to: Name 
- Ship to: Address 
- Tax Rate Number 
- Contact 
- Phone Number 
- Salesman  
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Ship-To Addresses (Non-Detailed)  
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Ship-To Addresses (Detailed)  
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Customer Price List (AR0441) 
This report provides a detailed listing of all inventory items defined within a Price Plan assigned to a specific 
customer. The report is designed to allow you to print a detailed listing of all inventory items defined within all price 
plans assigned to a specific customer. This may be used to verify all data input or for archival purposes.  

NOTE 
If a particular inventory item has been defined in more than one price plan for 
a specific customer, when it is calculating the price for this item on an 
invoice, proposal, or sales order, it will scan the price plans for that customer 
sequentially. Therefore, the price will be determined by the first plan that it 
comes to that has the inventory item defined and all minimum and maximum 
criteria have been met.  

Field Names:  

- Part Number 
- Description (Inventory Item Description) 
- U/M (Unit of Measure) 
- Min. Qty. (Minimum Quantity) 
- Max. Qty. (Maximum Quantity) 
- Unit Price 
- Beginning Valid Date Range 
- Ending Valid Date Range  
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Customer Price List  
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CHAPTER  5     PERFORM ANALYTICAL GRAPHS 
This section discusses the many types of Analytical Graphs utilized by the Windows GUI version of the Accounts 
Receivable module. These graphs are designed to give you an instant visualization of your customer, sales code, and 
salesman information.  

No other programs are required to execute this option. The system performs all graphics functions from within its 
own programs. Check the hardware requirements section your System Administrator manual to verify that you 
have all of the necessary equipment to perform this function. The ability to perform Analytical Graphs is currently 
not available with the Linux versions.  

After the graph has been displayed to your screen, printing is one simple step:  

For Windows Compatibles: Press ALT Print Screen and paste into a WORD document. 

You may also paste this image into a document or an Excel spreadsheet for presentation purposes. 

SALES TREND BY CUSTOMER (AR0301) 
This option provides a line graph displaying sales by month for the current year for up to four (4) specified custom-
ers.  

This option is designed to chart the historical sales for a customer's account for every month in the current account-
ing year. This allows you to see very quickly the upward and downward trends of customer sales. When you execute 
this option, you should select the customers to include on the graph.  
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SALES TREND BY SALESMAN (AR0302) 
This option provides a line graph displaying sales by month for the current month for the current year for up to four 
(4) specified salesmen.  

This option is designed to chart the historical sales for a salesman for every month in the current accounting year. 
This allows you to see very quickly the upward and downward trends of the salesman's performance.  

When you execute this option, you should select the salesmen to include on the graph.  

 

 

SALES TREND BY SALES CODE (AR0303) 
This option provides a line graph displaying sales by month for the current month for the current year for up to four 
(4) specified sales codes.  

This option is designed to chart the historical sales for a sales code for every month in the current accounting year. 
This allows you to see very quickly the upward and downward trends of sales by sales code. When you execute this 
option, you should select the sales codes to include on the graph.  
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CUSTOMER COMPARISON (AR0304) 
This option provides a bar or pie graph comparing either MTD or YTD sales for up to twelve (12) specified custom-
ers.  

This option will enable you to compare customer sales based on either the current Month-To-Date sales or Year-to-
Date sales. You will be allowed to select up to twelve customer accounts to compare and also the basis (MTD or 
YTD). After selecting the customers and specifying the basis, you may display the graph in either a Bar Graph or Pie 
Chart format.  
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SALESMAN COMPARISON (AR0305) 
This option provides a bar or pie graph comparing either MTD or YTD sales for up to twelve (12) specified sales-
men.  

This option will enable you to compare salesman based on either the current Month-To-date sales or Year-to-Date 
sales. You will be allowed to select up to twelve salesmen to compare and also the basis (MTD or YTD). After se-
lecting the salesmen and specifying the basis, you may display the graph in either a Bar Graph or Pie Chart format.  
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SALES CODE COMPARISON (AR0306) 
This option provides a Bar Graph or Pie Chart comparing either MTD or YTD sales for up to twelve (12) specified 
sales codes.  

This option will enable you to compare the Sales Code amounts based on either the current Month-To-Date sales or 
Year-to-Date sales. You will be allowed to select up to twelve Sales Codes to compare and also the basis (MTD or 
YTD). After selecting the Sales Codes and specifying the basis, you may display the graph in either a Bar Graph or 
Pie Chart format.  
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SALESMAN RANKING (AR0307) 
This option provides a Bar Graph or Pie Chart ranking the top twelve (12) salesmen based on MTD or YTD sales.  

This graph is particularly useful in quickly determining your top twelve salesmen for either the current month or the 
entire accounting year. You may select a range of salesmen to use in the ranking and also the basis (MTD or YTD). 
You may then specify whether you would like a Bar Graph or Pie Chart format. The top twelve salesmen will be 
displayed before the graph is generated so that you may know which salesmen are included on the graph.  
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