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Creating A/R Statements 

Creating A/R Statements Overview 
You can produce an online or printable version of a Statement of Account for a customer or 
number of customers. You will have these statements available on the system after they are 
created so they can be viewed and/or printed later.  

Statement Notification Refresh Lesson 
Procedure 
 
In this lesson you will learn how to run the statement notificaiton refresh. 

 
 

Step Action 
1. Click the State of Nebraska link. 

 
2. Click the Accounts Receivable link. 

 
3. Click the Accounts Receivable Processing link. 

 
4. Click the Statement Processing link. 
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Step Action 
5. Click the Statement Notification Refresh link. 

 
 

 
 

Step Action 
6. Click the Statement Refresh - by Fund option. 

 
7. Click the Select button. 
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Step Action 
8. Click the Data Selection option. 

 
9. Click the Submit button. 
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Step Action 
10. Click the Right Operand list of the first row. 
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Step Action 
11. Click the Literal list item. 

 
 

 
 

Step Action 
12. Enter the fund number into the Literal Value: field. 
13. Click the OK button. 

 
14. Click the OK button. 
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Step Action 
15. Click the Aging tab. 

 
16. In the Statement Date field enter the date to print on the Statement. 
17. Click the Update tab. 

 
18. In the Date-As Of field enter the as of date of aging. 
19. Click the OK button. 
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Step Action 
20. Click the OK button. 
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Step Action 
21. Click the Close button. 

 
22. To view the report you will need to go to View Job Status.  For more information 

go to the Reports Lesson under the System Basics work instructions.   
 
Warning: Three jobs will be generated. 
R03B500X_NE9990001, which will appear as a blank report if viewed. 
R03B5005_ZJDE0001, which will give a ude error if viewed. 
R03B5001_NE999001, which is the report. 
End of Procedure.

Review Statements Lesson 
Procedure 
 
In this lesson you will learn how to review statements.   

 
 

Step Action 
1. Click the State of Nebraska link. 

 
2. Click the Accounts Receivable link. 

 
3. Click the Accounts Receivable Processing link. 
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Step Action 
4. Click the Statement Processing link. 

 
5. Click the Review Statements link. 

 
 

 
 

Step Action 
6. Enter any or all of the following information in the header: 

  Statement Number 
  Customer Number 
  Notification Date 

7. Click the Find button. 

 
8. Choose the desired Statement by clicking the check box next to it. 

 
9. Click the Select button. 

 
10. Review the information. 
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Step Action 
11. Click the Close button. 
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Step Action 
12. Click the Row button. 

 
13. Click the Summary menu. 

 
14. Review the information. 

 

 
 

Step Action 
15. Click the Cancel button. 
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Step Action 
16. Click the Row button. 

 
17. Click the Reprint menu. 

 
18. Notice the green check mark(s) next to rows flagged for reprint. 
19. Click the Row button. 

 
20. Click the Print Information menu. 
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Step Action 
21. Click the OK button. 

 
22. Click the Cancel button. 
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Step Action 
23. Click the Close button. 
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Step Action 
24. Click the OK button. 

 
25. To view the report you will need to go to View Job Status.  For more information 

go to the Reports Lesson under the System Basics work instructions. 
 
You have successfully completed this lesson. 
End of Procedure.
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