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[bookmark: _GoBack]Perform Customer Ledger Inquiry Lesson



	Step
	Action

	1. [bookmark: T5_F133]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Accounts Receivable link.


	1. [bookmark: T5_F8]
	Click the Inquiries & Reports link.


	1. [bookmark: T5_F10]
	Click the A/R Inquiries link.


	1. [bookmark: T5_F12]
	Click the Customer Ledger Inquiry link.


	1. [bookmark: T5_F14]
	Enter the customer Address Book number into the Customer Field. 

	1. [bookmark: T5_F16]
	Click in the Date From field.


	1. [bookmark: T5_F18]
	Enter the beginning date of inquiry into the Date From Field.

	1. [bookmark: T5_F20]
	Press [Tab].

	1. [bookmark: T5_F22]
	Enter the ending date of inquiry the Thru Field. 

	1. [bookmark: T5_F24]
	Click in the Doc Type field.


	1. [bookmark: T5_F26]
	Enter "RU" into the Doc Type Field. 

	1. [bookmark: T5_F28]
	Click the Find button.


	1. [bookmark: T5_F30]
	Choose the Document Number desired by click the check box next to it.


	1. [bookmark: T5_F32]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid. 

Click the Row button.


	1. [bookmark: T5_F34]
	Click the Receipt/Draft Dtls menu.


	1. [bookmark: T5_F36]
	Choose the Payment ID desired, may default as chosen.

Click the Select button.


	1. [bookmark: T5_F121]
	Review the information.

	1. [bookmark: T5_F38]
	Click the Cancel button.


	1. [bookmark: T5_F40]
	Click the Close button.


	1. [bookmark: T5_F42]
	Choose the Document Number desired if necessary and then click the Row button.


	1. [bookmark: T5_F44]
	Click the Cust Ledger Detail menu.


	1. [bookmark: T5_F123]
	Review the information.

	1. [bookmark: T5_F46]
	Click the Cancel button.


	1. [bookmark: T5_F48]
	Remove Document Number and Doc Type From the QBE line of the Grid.


	1. [bookmark: T5_F52]
	Click the Find button.


	1. [bookmark: T5_F54]
	Choose any document type which is not RU or RB to continue query demonstration.


	1. [bookmark: T5_F56]
	Click the Row button.


	1. [bookmark: T5_F58]
	Click the Invoice Entry menu.


	1. [bookmark: T5_F60]
	Click the Row button.


	1. [bookmark: T5_F62]
	Click the Details menu.


	1. [bookmark: T5_F125]
	Review the information.

	1. [bookmark: T5_F64]
	Click the Cancel button.


	1. [bookmark: T5_F66]
	Click the Cancel button.


	1. [bookmark: T5_F68]
	Click the Row button.


	1. [bookmark: T5_F70]
	Click the G/L Distribution menu.


	1. [bookmark: T5_F127]
	Review the information.

	1. [bookmark: T5_F72]
	Click the Cancel button.


	1. [bookmark: T5_F74]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.
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