
www.ExcelBook.Org --- Accounts Receivable 
 

1 
 

Table of Contents—Accounts Receivable 

I. Setup …………………………………………………………………………………………………….. 2 
A) Enter Company Information 
B) Select/Enter AR Accounting Cycle 
C) Select AR Controlling Accounts 
D) Select all default accounts 
E) Setup commission rates for sales rep 
F) Enter your next invoice number 
G) Design your invoice print out format 

 
II. Customer maintenance …………………………………………………………………………….. 7 

A) Add a customer  …………………………………………………………………………….. 8 
B) Delete a customer …………………………………………………………………………….. 9 
C) Edit a customer  …………………………………………………………………………….. 9 

 
III. Inventory Item Maintenance ………………………………………………………………… 9 

A) Add an Item …………………………………………………………………………………………. 10 
B) Delete an Item …………………………………………………………………………………………. 11 
C) Edit an Item …………………………………………………………………………………………. 11 
D) Item Receive-Adjustment …………………………………………………………………. 11 
E) Reviving/Adjustment Report ………………………………………………………………… 13 
F) Item Sales Report …………………………………………………………………………….. 14 
G) Inventory Evaluation Report ………………………………………………………………… 14 

 
IV. Process Sales Invoices ……………………………………………………………………………. 15 
V. Save a Sales Invoice as a template ………………………………………………………………. 18 
VI. Ue or Delete an AR invoice template ………………………………………………….. 18 
VII. Void a Sales Invoice …………………………………………………………………………………………. 19 
VIII. Customer Return and Credit Memo ……………………………………………………………….. 21 

 
IX. Cash Receipts …………………………………………………………………………………………. 21 

A) Receive payment from a customer …………………………………………………… 21 
B) Received payment from other source …………………………………………………… 23 
C) Refund to a customer or payments to customer ……………………………………… 25 

 
X. View Customer Ledger ……………………………………………………………………………. 26 

A) View Open or All Items ……………………………………………………………………………. 27 
B) Apply Credit to Open Item (Invoice) …………………………………………………………. 27 
C) Unapply Credit/Reverse Credit Application …………………………………….. 28 
D) Analyze an Item  ……………………………………………………………………………. 29 
E) View Journal Entry of an Item  ……………………………………………………………….. 30 
F) View or Reprint an Invoice ……………………………………………………………….. 30 
G) Void an Invoice ………………………………………………………………………………………… 30 

 
XI. Accounts Receivable Reports ………………………………………………………………. 31 
XII. Release AR journal entries to general ledger ………………………………………………….. 32 
XIII. Month End and year End Closing ………………………………………………………………. 33 



www.ExcelBook.Org --- Accounts Receivable 
 

2 
 

Chapter 5 – Accounts Receivable 

 
 
This module performs the following tasks: 

 

 Inventory maintenance  -- Receiving items from suppliers (vendor), inventory adjustment, inventory cost 
calculations, and inventory evaluations. 

 Sales Invoice/Billing customers – Generating invoices to customers, customer and AR ledger maintenance. 

 Cash Receipt – Receiving payments from customers, from refunds, and from all other sources. 

 Sales Order –Pre-ship and Pre-sell process. 

 Receivable Reports – Sales analysis, customer analysis, sales tax report, commission report, item report, 
summary or detail journal entries to general ledger. 

 
 

I. Setup 
 
From program Main Page (Figure 1) click the [Receivable] button or open ARBook.xlsm file to get into the Receivable 
menu: 
Figure 5-1 Receivable Main page 

 
 
 Click the [AR Setup] button to show the AR setup page: 
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Figure 5-2 AR Setup Page 

 
 
 

A) Enter Company Information: Enter your company information in the green area (Cells [C6:C15]). If you 

have already setup the GL module and click the link    icon Company information will be copied to 
AR and AP [C6,C15] and the message displaying in the upper left corner (AR main page Figure 5-1) “*Link 
to GL not confirmed”(in Red) will be disappeared. 
 

B) Select/Enter AR Accounting Cycle 
Generally speaking, the Accounting cycle in AR should be the same as GL cycle unless otherwise. Select 
Current Year End and Month (Cell*F6 and F7+) for your company’s Accounting cycle. After select the 
ending month of the year, the system will automatically set the Accounting cycle. 
 

C) Select AR Controlling Accounts 
The Controlling accounts are the general ledger accounts that you want to post all receivable balance 
from your customers or all AR related transactions to.  For example, the customer ABC Company owes 
you $1000 from the sales of goods, you will record this $1000 as Accounts Receivable in your GL account. 
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So generally you should select/enter an “Accounts Receivable” account as the AR Controlling account in 
cell [F9] 
 

D) Select all default accounts for Sales, cash, cost of goods sold, inventory, inventory clearing, sales tax 
payable 
 
Sales Account: GL sales account. From the example in C) above, it needs to recognize the sales in GL 
account (credit sales $1000).  Each inventory item and each customer should also have their default GL 
sales accounts.  At the event of an item is sold to a customer, the GL sales account is first to recognize 
the GL account at the inventory item’s default GL account. If the item has no GL sales account, then 
system will use the customer’s default GL account for the sales.  If neither the item nor the customer has 
a default GL account for sales, then the system will use this account (Cell[F10]) for sales. 
 
Cash Account: It is for cash/payment received from customer or other source. Enter cash account in Cell 
[F11]  When receive cash (doing cash receipt in AR), this account will be debited; the controlling account 
in section “C” above will be credited. 
 
Inventory and Cost of goods sold:  ExcelBook uses perpetual inventory system. Two entries will be 
posted when a sales invoice is posted. The first one is Debit AR and Credit Sales; and the 2nd one is Debit 
Cost of Goods Sold and Credit Inventory.  So, these two accounts are needed in setup for the 2nd entry.  
Enter them in Cell [F12] and [F13] 
 
Inventory Clearing:  When an item is received from the supplier or vendor, an entry will debit to 
inventory and credit to this account to recognize the liability.  This account should be offset when the 
related invoice(s) is/are entered in AP.  Enter the GL account in Cell [F14] 
 
Sales Tax: It is for the sales tax when post a sales invoice.  Enter the GL account in Cell [F15] 
 
 

E) Name your inventory category and class 
 
You can name your inventory at the way you want.  The purpose of doing this is to maintain and manage 
your inventory for cost and sales analysis. In some cases, a company may pay sales commissions based 
on the classification of an item.  In this Sandy Furniture Store, it classifies its product by material and by 
use.  And so you can enter yours if any. Cells [I19:K30] 
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F) Setup commission rates for sales rep 
 

From Figure 5-2 above, click [Set Commission Rates] button: 
 

 
 
   

The company may pay commission based on each individual rep and based on the product category. 
Enter one sales person per line in the green area (Cells[B8:P57]) 

  Click [Save / Return] button to the previous menu 
 

G) Enter your next invoice number and sales order number in Cell [C25] and [C26]: Both numbers must be a 
numeric value number rather than a string text.  The invoice number or the sales order number will be 
automatically updated to the next number when a sales invoice is posted or a sales order is saved. 
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H) Sales Terms:  Can you enter your sales term in Cells[B19:C24]; it is optional for the sales invoice memo 

purpose, it won’t participate in any Accounting or posting calculations. 
 

I) Design your invoice print out format: 
 

ExcelBook provides a basic invoice design in default setting.  You can modify it or even insert your 

business logo or format.  From Figure 5-2 above 

 

 

  Click on the Design icon  to modify your invoice format: 
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 You can follow the instructions on the right side of the page and make changes of the invoice here. Click [Save] 
button when done. 
 
 

II. Customer maintenance 
 
From Figure 5-1 Receivable main page, Click on the [Accounts Receivable] button to go to the Receivable 
menu: 
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Figure 5-3 Receivable Menu 

 
 

 

D) Add a customer: Click the ADD icon to add a new customer: 
 

 
 
Enter your new customer information in the green area Cell[H3:H18] 
 
ID:  Create a short name or Nick name for the customer. It must be unique. 



www.ExcelBook.Org --- Accounts Receivable 
 

9 
 

 
Name: customer’s company name. 
 
GL Sales Acct: Sales Default General Ledger Account. The system will use this account as the sales account 
when post to general ledger if the sales item (inventory) does not provide the sales account. 
 
Phone: The phone number must be unique. 
 
Click the [Add] button after completion of filling in the new customer information. 

 
E) Delete a customer: from figure 5-3, click the customer to select/highlight the customer, and then click 

the DELETE   icon to delete the selected customer. A customer has activity on account cannot be 
deleted. 
 

F) Edit a customer: from figure 5-3, click the customer to select/highlight the customer, and then click the 

EDIT  icon to edit the selected customer.  Click the [Save] button when done. 
 

 
 

III. Inventory Item Maintenance 
 
From Figure 5-1, Click on the [Inventory] button to go to the Inventory menu. 
 
You can do the followings in this page: 

 Add, Edit, or Delete an inventory item 
 Receive inventory item in stock 
 Make adjustment (quantity) of inventory 
 Item receiving or adjustment report 
 Item sales analysis report 
 Item evaluation report 
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 Figure 5-4 Inventory menu 

 
 

A) Add an Item:   Click the ADD icon to add a new inventory item.  Fill in the item information is the 
green area(Cell[H8:H19]): 
 
Sample for entering a regular item: 
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  Click [Save] button to add 

Default Sales Acct:  General ledger Sales Account when this item is sold. 
 
Cost of Good Acct:  General ledger Cost of Goods Sold when this item is sold. 
 
Cost and On Hand Quantity: When entering a new item, you may enter the cost and the quantity on 
hand if you wish.  However, the item cost value (cost x quantity) will NOT post to general ledger from a 
new item creation process.  So the general purpose of entering a new item with the cost and quantity on 
hand is for the first time when you are converting your Accounting record keeping system to this 
ExcelBook. (Inventory value in general ledger account can be posted thru a journal entry of your entire 
trial balance when transferring).  You may create an item at any time.  To your inventory accurate and 
correctly, you may enter the cost but with “zero” (0) quantity on hand.  You may enter the quantity on 
hand through Receiving or Adjustment entry so that the system will post entries to general ledger 
accounts. 
 
 

B) Delete an Item: Click to select an item from the left window and then click the DELETE   icon to delete 
the selected item. 
 
Note: Items with activities cannot be deleted; the “shipping” is the program’s default setup, this item 
cannot be deleted. 
 

C) Edit an Item:  Click to select an item from the left window and then Click the EDIT  icon to edit the 
selected item 

 
D) Receive an Item in stock or make an adjustment on hand:  Click to select (highlight) an item that to be 

received or to be adjusted from the left window: 
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In the [Action Source] drop-down menu select “Receive” or “Adjustment” and fill in the receiving/Adjustment 

information in the green area (Cell[J22:J27]).  Click the [Post]  icon to complete the receiving: 

Reference: It can be the purchase order number, vendor invoice number, bill of lading number, or other 

information related to the inventory transaction. 

Quantity: Positive number indicates putting item in and negative number taking item out 

Unit Cost: The actual item cost getting in stock 

Clerk/Handler: The initial of the person who receives the stock for audit purpose. 
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When [post], inventory quantity will be updated; at the same time the system creates a journal entry for each 

transaction: 

Debit Inventory 1150 (whatever the account number at Setup) 

Credit Inventory Clear Account 2500 
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E) Inventory “Receiving/Adjustment” Report: Enter the date range, check the report type, and click the 
[Get Report] button 

F) Item Sales Analysis report: Highlight to select the item, enter the date range, and click the [Sales 
Analysis] button to get the sales report on this item 

G) Inventory Evaluation report: ExcelBook applies perpetual inventory system.  However ExcelBook also 
provides different methods for inventory evaluation.  You may choose to evaluate your inventory value 
at anytime at Weighted Average, FIFO, LIFO, Last Cost, or Moving Average. 

 

 
 
Enter the ending date-- The date can be any date, the value at cost will be generated as of on this date. 
Select an evaluation method and click the [Evaluate] button. 
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IV. Process sales invoices 
From figure 5-3 Receivable menu, Click to select (highlight) the customer from the left side window. Then 
select the option box [sales Invoice] 
 

 
 
Click the [Invoice/Cash Rec] button: 
 

Figure 5-5 AR invoice page 
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Fill in all sales information in the green area: 
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A) Enter “Ship To” address if it is different from the “Bill to” address.  Please note that you will enter the 

ship-to City, State, and zip code in different cells.  It is very important to do this for the purpose of sales 
tax report and items report when needed. 

B) Enter a sales date.  Enter sales order number, purchase order number, sales term, and sales rep if any. 
Sales date cannot be left blank. 

C) Enter sales items.  Select inventory item (column “D”).  Once an item is selected, the item description 
shows in column “B” and column “E”. 

D) You may change the description if it is different from the default, such as the shipping, you may enter 
the Bill of Lading number or the shipping tracking number. 

E) Pick the printing option. You can choose to print a hardcopy invoice or process the invoice without 
printing a hardcopy (you can print it later) when process the invoice. 

F) You may check the [Save as a Template] box to save the invoice as a template when process the invoice. 
G) You may enter a short note for the invoice in Cell (“C32”) 
H) You may also overwrite the default commission by entering a new rate here. If the shipping is excluded 

from the commission calculation, check the [Exclude Shipping] box. 
 

Click the Process  icon the process the invoice. 
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V. Save a sales invoice as a template for recurring billing 
 

If the [Save as a Template] box is checked in (F) Section IV above, after you click the Process  icon, the 
invoice will be saved: 
 

 
 
A dialogue box will be popped up prompting you to enter a name for the template.  If you don’t enter any, it 
will be use the invoice number as the name for the template. 
 

 
 
 
Click “OK” to complete the invoice process.  The invoice template is saved and ready for reuse. 
 

VI. Use or delete an AR invoice template 
 
If Yoyo placed a same/similar order next month, you can select the template you saved above, and the sales 
information will be automatically loaded: 
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You can then edit or modify the information if needed and process the sales invoice as usual. 
 
 

VII. Void a sales invoice 
You may void the invoice if mistakes or errors on the invoice.  To do so, from the figure 5-3, the receivable 
menu, click to select (highlight) the customer and click the [View] button. When voiding an invoice, the 
system will create a reversal entry to reverse the original sales invoice entry.  However, the entry date will 
be the current date at the time you are voiding the invoice regardless of the original invoice date. For 
example, if the invoice is dated December 20, 2020, and you didn’t void it until January 31, 2021, the voided 
(reversal) entry will be dated as January 31, 2021. 
 
Please also note that you are not able to void a closed invoice or invoice is paid or partially paid. 
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Click the invoice from the left side window to select (highlight) the invoice, then click the [Void Invoice] button: 

 
 
Click “Yes” to continue 
 

 
 
Type the word “void” (in lower case) to confirm the process; click “OK” to complete the process. 
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VIII. Customer Return and Credit Memo 

 
Same as sales invoice processing, enter a positive number for invoice and a negative number for return and 
credit memo. 

 
 
Invoice number 2044 in this case is the credit memo number. Invoice/Credit Memo date must be entered 
while other fields (Sales Order, Purchase Order, Term or Sales Rep) are optional. 
 

IX. Receiving Cash 
D) Receive payment from a customer 

 
From figure 5-3 Receivable menu, Click to select (highlight) the customer from the left side window. Then 
select the option box [AR Cash Receipt] 

 

 
 
Click the [Go] button 
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 Sept 1), 
Enter the cash receipt information in Column “N” (N1:N5): 
 
 Cash Account: It is the cash GL account where the cash is being deposited to. it is the one in your AR setup.  But 
you may change to other account if it is necessary. 
 Receipt Type:  Type of payment received. You can select Cash, Check, Credit Card, Wire Payment, ACH, PayPal, 
or Other. 
 Date: it is cash receiving date; it is recommended using the deposit date (actual money deposit to the bank 
account) for bank reconciliation purpose. 
 Reference:  it can be the check number, certain digits of the Credit Card number, or any payment number. 
 Amount: The actual receiving amount. 
 
 Sept 2), 
Highlight the invoice in the left side window for the invoice you want to apply the payment, then click the [(De)-Select] 
button: 
 



www.ExcelBook.Org --- Accounts Receivable 
 

23 
 

 
 
 Then click the [Apply Process] button 

 
E) Received payment from other source 
 
If cash is received from other source than AR customer, we call this is a “miscellaneous cash receipt”.  
Miscellaneous Cash Receipt including, refund from vendors (Over payment, cancellation of orders, deposit 
refund), loan proceeds, owner investment etc. 
 
From figure 5-3 Receivable menu, just simply select the option box [Misc Cash Receipt] 

 
 
Customer Selection is not a necessary in this Miscellaneous Cash Receipt. Click the [Go] button: 
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Select the GL cash account you are depositing the cash to. Fill in the green area cells”F6:F12” (see above) 
 
Click [Post] button 
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F) Refund to a customer or payments to customer 

If the customer has a credit balance on account, you can refund the balance to the customer under two 
scenarios: 
 
A) Refund thru AP check  System  
 
Step 1: 
Print the Customer’s Statement, showing the credit balance on Account.  Use the customer statement as 
the source document in AP to create a payable and cut a check to the customer for the credit amount. 
 
The Accounts Receivable (such as 1100-Accounts Receivable) as the distribution account in AP. 
 
Step 2: 
 
Use the copy of the refund check as the source document to enter a Debit Memo (invoice) in the 
customer account. 
  
If a Credit refund item does not exist, create such an item for refund purpose. 
 
Item: CreditRefund 
Description: Refund on Credit Balance 
Cost = 0 
Taxable = No 
Sales Account = Accounts Receivable (such as 1100-Accounts Receivable) 
 
When do the invoice, the system creates no entries (debit and credit to the same AR account); the 
invoice services as the memo only. 
 
Step 3: Apply the credit balance to Debit memo invoice. 
 
 
B) Other Refund Not thru AP system 
 
If you hand out “cash” back to the customer, refund via credit card, by ACH, wire payment, or/and All 
other payment back to customers that not require entries in AP system. You just need to record the 
refund amount in the customer ledger. 
 
Record the payment in cash receipt in negative: in the cash receipt mode, select the account that the 
money is taken out to the customer, enter the cash receipt amount in negative. Post as a cash receipt in 
an opposite direction. 
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Same as cash receipt, but enter refunded amount in negative to indicate the opposite direction (paying 
to the customer instead of receiving from the customer). You can also use this negative cash receipt 
method if you loan money to a customer. 
 

 
 

X. View Customer Ledger: 
From figure 5-3 Receivable menu, Click to select (highlight) the customer from the left side window. Then 
click the [View Customer] button to get in the view customer page. 
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 In this customer ledger page, you can: 

 View all detailed information of a customer. 
 Option to display All items or Open items Only 
 Apply and/or Unapply Credits 
 Analyze/View detail information on a closed item 
 View GL posting journal entries of an item 
 View/Reprint invoice 
 Void invoice 

 
A) View open items or all items: select the either [Show All Item] or [Open Item Only] to see the list of all 

items or only open items of the customer for the selected year.(Current or history year) 
 

 
 

B) Apply Credits to Open Invoices 
If a customer has open credit items, open credit item(s) can be applied to open invoice(s). To do so, click 
to select (highlight) the customer and click the [View Customer] button to get in the view customer 
page: 
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  In this example, there are two open credit items, on 6/20/2020 customer pay $100 and a return product 
credit memo 2048 on 7/2/2020 $217.84.   The customer wants to use these two credit items to pay/apply the first open 
invoice 2027 total $317.84.  Highlight the invoice and click the [(De-)Select] button to select the three items Invoice 
2027, check-50687, invoice 2048: 
 
 

 
 
  Then click the [Apply-Selection] button to apply the open items. 
 
 

C) Unapply credit or reverse credit application 
 
If however the application of credit is an error or mistake.  For instance, if the B) example above the 
credits should have been applied to the 2nd invoice 2028 instead of 2027, you can unapply the credits 
you did in B) and re-apply the credits to the 2nd invoice 2028. 
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After applied, the three mentioned items in B) are closed and you don’t see them in the open item list.  
To view them and unapply them, select the option [Show All Item] instead of [Open Item Only] on the 
top of the selection window: 

 

 
 
  Locate and click to highlight the closed invoice 2027 in the “Apply to” column and the “Description” 
column” showing “split-Apply”. Click the *Analyze-Unapply] button, the list of invoices and credits display on the left 
side (see the screen above). Type the word “yes” in the lowercase in the green cell (T10); click the [Analyze-Unapply] 
button AGAIN, a message will be pop-up: 

 
 

Click “Yes” to confirm, the previously closed items will be reopen 
 
 

 
 
 
  Click “OK” to complete and you can re-apply the credits to the correct invoices. 
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D) Analyze an item 
 

Select [Show All Item] option, it will list all items including open or closed items in the window. Then highlight a 
closed item, for exam the invoice 2037; click the [Analyze-Unapply] button.  You can see how this invoice was 
paid. On the right side, it displays all the payments that applied to this invoice. 

 
 

E) View journal entry of an item 
 
You can view the journal entry that of this invoice by clicking the [View Journal] button: 

 
 
 

F) View or reprint an invoice 
Click the [View Invoice] button to have the invoice exported to an Excel file, you can then save it or reprint it. 
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G) Void an invoice 
Click the [Void Invoice] button to void the selected. Please this in Section VII page 19 above. 

 
 
 
 
 
 

XI. Accounts Receivable Reports 
 
Step 1, Enter the date range.  Step 2, Select one of the following reports.  Step 3, Click the Report icon. 
 
A) Current Aging (Real Time) – A quick report for current aging. No need to enter a date, just click the 

report button 
B) Aging by a Given Date – Enter an ending date for historical (as of) aging report. 
C) Cash Receipt - All Customer – Enter a date range interval for the cash receipt report for all customers all 

sources 
D) Cash Receipt - This Customer – only for the specific selected(highlighted) customer 
E) GL Distribution Details – Detailed GL distribution report with a given date range. 
F) GL Distribution Summary– Summary GL distribution report with a given date range. 
G) Reprint Invoice – Select this report, click the report icon you when be asked to enter an invoice number. 

After you enter an invoice number, the invoice copy will be exported. 
H) Sales by Customer – Enter the date range, select this report, click the report icon 
I) Invoices Register – Generate a list of invoice with a given date range 
J) Commission Report – Generate the commission report with a given date range 
K) Sales Tax Report – Generate a sales tax report with a given date range 
L) Customer List – Export your customer list 
M) Customer Statement – Select/highlight the customer, click the report icon to get the Customer 

Statement 
N) Current Posting List – GL distribution released posting report 
O) Item Sales Report All –Item sold with a given date range 
P) Item Sales by City—Item sold by City with a given date range 
Q) Item Sales by State – Item sold by State with a given date range 
R) Item Sales by Rep—Item sold by sales reps with a given date range 
S) Item Sales by PO—Item sold by Purchase order with a given date range 
T) Item Sales by Ship Zip—Item sold by zip code with a given date range 
 
 
 

XII. Release AR journal entries to general ledger 
  

From Figure 5-2, AR Setup page, Enter the date range; select “Detail” or “Summary”; click the *Release to GL] 

button (see below) 
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Note: Your general ledger will not be able to update the information from AR or any subsidiary ledger until 

information released from its subsidiaries.  You may choose to do so daily, weekly or monthly. 

 

 

XIII. Month End and year End Closing 
 

Close a Month: 
From Figure 5-2, AR Setup page, in column G, the green area, select or enter the word “Close” to close the 
month. You may re-open it at anytime by enter or select “Open”.  Closing a month does not incur any 
business transactions nor create any data entries.  Closing a month in subsidiaries is an internal control that 
locks the month/period without allowing any entry to post into that month/period. 
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 Closing a month is not necessary to close the month; you may leave the month open for the entire year if you 
wish. However, you must close the months in their natural chronicle order; in another words, you may not be able to 
close the 2nd month without closing the 1st month. 
 
 Year-End Close: 
 It is necessary to close the year when the year is completed. To do so, from Figure 5-2, AR Setup page, click the 
[Close Year-End] button: 
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  Click “Yes” to continue 
 
 

 
 
 

  Type the word “close” in lowercase the confirm the closing process 
 

 
 
 
 
 Note: Once the year is closed, it is not reversible.  You are not able to reopen the year.  Make sure you have 
made a backup files before closing the year. 
 


