Credit balance report
Purpose
The Credit balance report displays accounts which have a credit balance.
	Location
	Finance tab > Reports tab > Credit balance report

	Formats
	MS Excel (.xlsx)



Columns
Total Credit Balance: This is the total amount of credit that your customers can use as payment towards registrations. 
	Column
	Description

	Primary parent name
	Name of the primary parent for an account with a credit balance.

	Credit balance 
	Amount available for payment in the account.




[bookmark: _GoBack]Sorting
By default, the report is sorted by the Primary parent name(First Name) column in Ascending order. 
To sort by a different column, click the header of the required column:
	[bookmark: OLE_LINK1]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
	100,000 records

	When not to run
	n/a

	Report will be empty when
	None of the customers of the agency has a credit balance

	Column fields will be 0 when
	n/a



Example
In the following example, customers Cici X, Lily Bush and Mum Li have credit balances of $490, $20 and $388 respectively available to spend on registrations:
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Credit balance detal

$898.00

Total credit balance
This is the total amount of credit on file that your customers can use as payment toward registrations.

O ciax
O LilyBush
O mumii




