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Customer Statement Printing

1. Go to Accounts Receivable > Period End > Statement Printing
2. Verify your Form Code is the form you want to use
a. If not, select magnifying glass to select a different form code
3. Enter the date for “Age Invoices as of”
4. If you would like to include “Zero Balance Customers” select box
B statement Printing (865) 5/1/2024 - (] X

[FormCode MSTN I% ] Message... Designer..
Description |

Number of Copies | 1]2 v Muti-Part Form Enabled  []  MuliPart

Sort Statements By | Customer Number v

[ Age Invoices as Of /172024 [= ]
Select Statements with Minimum Balance Of .00
Select Customers with Balance Past Aging Category Current Category ~
Paperiess Office Output Print Al » v i@

Customer Status to Print
Al Customers Active Temporary Inactive

Include
Zero Balance Customers D Credit Balances No ~
Zero Balance invoices | Current Month Only +

Selections
Select Field Operand Value A
‘Statement Cycle Al - |
Customer Number Al ol
Customer Name All j S

Keep Window Open After

pint [] Preview [
Canon TSS100 series (redirected) for¢ v Alignment m 0 .

5. To preview the statements before sending them out. Select “Print All” for Paperless
Office Output

785 Elkridge Landing Road, Ste. 150 | Linthicum, Maryland 21090 | tel 410.309.9550 | www.stewarttechnologies.com



* CHAMPIONS FOR YOUR EFFICIENCY.

SENE

Paperiess Office Output Electronically Deliver Only v @
f Print All
- Electronically Deliver Only
ustomer Status to Print Print/PDF for Print Defivery Option

All Customers Active Tempora Print/PDF All and Electronically Deliver
. . i I or Electronically Deliver
iciude Print/POF All

Zero Balance Customers O POF Al

6. Select checkbox for Preview for “Keep Window Open After”
7. Select Preview
Customer Name Al v | v |

Keep Window Open After
o O
Canon TSS100 series (redrected) for ¢ v Asgnment m Q.

8. Close your preview window

9. If Paperless Office is set up, change Paperless Office Output to Print/PDF or Electronic

deliver..
[ Paperiess Office Output ] Electronically Deliver Only v
Print All
. Electronically Deliver Only

ustomer Status to Print Print/PDF for Print Defivery Option
Al Customers Active Tempora PrinUPDF All and Electronically Delver

“ “ i Print/ OF or Electronically Deliver
Iciude
Zero Balance Customers O

10. Select Print
Customer Name Al - v|

Keep Window Open After

Print D Preview D

Canon TS$100 series (redrected) for ¢ ~ st (BN O

1. If a customer calls and needs a statement, go to Accounts Receivable > Main >
Customer Maintenance

12. Select customer

13. Go to Tab 6. Invoices

14. Select any invoice in list

15. Select 4" icon down “Print Statement Icon”
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B Customer Maintenance (865) 5/1/2024 - () X
Customer No. ABERDEEN QE W4 PME Copy From.. Renumper.. More.. ~
Name CITY OF ABERDEEN |
1. Main 2. Additional 3. Statisti 48 Y 5. History I §. Invoices l 7. T i 8. S/0s 9. InstaDocs
Invoice No. Invoice Type Inv Date Inv Due Date Disc Date - t Di t Bak C PO No. C M
0092128 Invoice 4122024 S/12/2024 2,276.02 0.00 2,276.02 42599 S
4232024 512312024 )

16. Verify information select print
B statement Printing (865) 5/1/2024 - (] X

[FormCode MSTN ]Q] Message... Designer...
Description |

Number of Copies [jc ted [V Muli-Part FormEnabled []  MukiPart

N

Sort Statements By | Customer Number v |

[Age Invoices as Of W}:}
Select Statements with Minimum Balance Of .00]
Select Customers with Balance Past Aging Category Current Category \
| Paperiess office Output Print Al ) -2
Customer Status to Print
Al Customers Active Temporary Inactive
Include

Zero Balance Customers O Credi Balances No v

Zero Balance Invoices | Current Mo;th Only +

Selections
Select Field | Operand Value \ A
Statement Cycle Al L]
Customer Number Range LJ ABERDEEN ABEROEEN]
Customer Name Al ;J v
Keep Window Open After
Print D Preview [:]

Canon TSS100 series (redirected) for d v | Asgnment Print sewp K79
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