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Purpose
The Accounts receivable report displays outstanding payment amounts to be collected from each customer who has not paid in full. Outstanding payment amounts are broken out by the number of days they are past due.
	Location
	Finance tab > Reports tab > Accounts receivable

	Formats
	MS Excel (.xlsx)



Parameters
The report output may be filtered by configuring the following parameters:
	Parameter
	Description

	Orders placed between MM/DD/YYYY and today
	By default, this report includes amounts owed by customers to the agency for ALL orders.

To include only amounts owed for orders placed between a specific date and today, enter the required date and then click the Run Report button.



Columns
	Column
	Description

	Checkboxes
	To send a payment reminder email to selected customers, tick the required checkboxes and then click the Send Email button.

	Customer
	Customer name. Click to open the specific family view.

	Current
	Amount owed by the customer to the agency that is NOT past due.

	1-30 days
	Amount owed by the customer to the agency that is past due by 1 to 30 days.

	31-60 days
	Amount owed by the customer to the agency that is past due by 31 to 60 days.

	61-90 days
	Amount owed by the customer to the agency that is past due by 61 to 90 days.

	91+ days
	Amount owed by the customer to the agency that is past due by 91 or more days.

	Past due
	Total past due amount owed by the customer to the agency:
Past due = (1-30 days) + (31-60 days) + (61-90 days) + (91+ days)

	Total due
	Total amount owed by the customer to the agency:
Total due = (Current) + (Past due)



* Totals for each column indicate the total amounts owed by all customers to the agency.


Sorting
By default, the report is sorted by the Customer column in Descending order. Letters (starting with 'Z') are sorted above numbers (starting with the largest value).
To sort by a different column, click the header of the required column:
	Column type
	Order
	Top of report
	Bottom of report

	Numerical
	Ascending
	Smallest value
	Largest value

	
	Descending
	Largest value
	Smallest value

	String
	Ascending
	Strings beginning with 'A'
	Strings beginning with 'Z'

	
	Descending
	Strings beginning with 'Z'
	Strings beginning with 'A'

	Date 
	Ascending
	Oldest date 
	Latest date 

	
	Descending
	Latest date 
	Oldest date 



Notes
	Performance limit
	n/a

	Maximum record count
	n/a

	When not to run
	n/a

	Report will be empty when
	No customers owe outstanding balances.

	Column fields will be 0 when
	No data exists



Example
In the following example, customer "cici x" owes the agency a total of $1,105.00, of which one payment of $141.25 is past due by 1 to 30 days, and the remaining $963.75 is not past due:
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$3,832.71  $3,691.46 $141.25 $0.00 $0.00 $0.00

Outstanding balances Current 1-30 days 31-60 days 61-90 days 91+ days
[J  Parentma Ma0919a $11.00 $0.00 $0.00 $0.00 $0.00 $0.00 $11.00
[ potr $120.00 $0.00 $0.00 $0.00 $0.00 $0.00 $120.00
[ iliwang $208.71 $0.00 $0.00 $0.00 $0.00 $0.00 $208.71
[J  Jielun Zhou $165.00 $0.00 $0.00 $0.00 $0.00 $0.00 $165.00
O 102c $50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $50.00
[ ciciXiong $2,138.00 $0.00 $0.00 $0.00 $0.00 $0.00 $2,138.00
O cix $963.75 $141.25 $0.00 $0.00 $0.00 $141.25 $1,105.00
[ coax $1.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.00
[ cotx $1.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.00
[J  Autorenew Gma0919 $33.00 $0.00 $0.00 $0.00 $0.00 $0.00 $33.00

$3691.46 $141.25 $0.00 $0.00 $0.00 $141.25 $3832.71




