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Accounts Receivable Overview

The Account Receivable module is probably the most frequently used module in
SedonaOffice. It contains all the functionality necessary to operate the Accounts Receivable
part of your business. The SedonaOffice Accounts Receivable employs the Open Item
methodology; when payments are received from a customer they are applied to the customer
invoices to reduce the customer accounts receivable balance.

This session is designed to communicate basic concepts and information pertaining to some of
the most frequently used Accounts Receivable related options within the SedonaOffice
application. The topics that will be covered in this document are:

e Aging & Aging Buckets

e |nvoicing

e Credits

e Managing Unapplied Payment Queue
e Collection Queues
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Accounts Receivable

Aging Categories (Buckets) and Aging

When a company implements SedonaOffice, the Aging Categories (buckets) that will be used
when aging customer invoices and credits is established.

Aging Categories (Buckets)

Aging Categories are used to group a company’s accounts receivable by a determined number
of days. The most typical aging categories are setup in periods of 30 days. In SedonaOffice, five
Aging Categories are available. Most companies setup their aging categories as shown below.

Aging Budkets

=] Age Invoico By
* Invoice Date
" Drue Dhabe

-1 Aging Categories

Erver Diays Colurmn Heading
1t Column q [1-30 daya
2nd Cotumn E9 13160 days
3rd Column e $1-90 days
4th Column fad 151-120 days
Sth Codumn {120 erver 120
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Aging Method

The method in which a customer invoice ages is based upon the Term Code type that is
assigned to the invoice. There are two A/R Term Code Types from which to select when
creating Term Codes:

e Age from the invoice date + the number of days assigned to the Term Code
e Age from the Invoice Aging Date (entered on the invoice)

Invoice Date + Term Days

In the below example, the Invoice Date is 12/01/2016 and the Term Code is Net 30 days. This
invoice will appear in the Current Aging Bucket until December 31, which is the calculated
invoice due date.

[ Inactive

Term Code !Net 30

Description et 30

[ AJR Aging Based On [ AJP Discounts

" Invoice Aging Date (4R Only) Discount Days 10

& Due Date
- i L]
Days Met Due |30 Discount % i

Irwoice and Bill Due Date will be { Date of Invoice + Days

Net Due ) Apply | W= ‘ Celete ‘

& Invoice ol &=
Customer ID Category AJR Account Tax Group
[1os [SvcTam ~| [tio110 ~1 & [MrExempt
. Aging Date
Invoice # 393442 Sl
|12j1/2016
= Ashley, Yictoria
_I 1022 “;ayne Road i £.0. Number
Salem, MI 48175 [wr = |
Warehouse 1erm
Sit Ashley, Yictoria | & Net 30
Aldfjress: 1022 V;ayne Road I . _l_, I
@ Salem, MI 48175 Invoice Type
_I | Miscellaneous -]

Salesperson
Oliver Blais v/ 2

Items $100.00 | parts $0.00 |

| p—

S en

[~ Show Custom Fields

Notes
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Invoice Aging Date

Accounts Receivable

In the below example, the Invoice Aging Date is 12/20/2016 and the Term Code is using the
Invoice Aging Date method. This invoice will appear in the Current Aging Bucket until

December 20, which is the invoice due date.

[T Inactive

@ General
Term Code j.ﬁ.R Aging Date
Diescription 1.0.R Aqing Date

|5 AR Aging Based On

f+ Inwoice Aging Date (a/R Onl\,r)_)

Days Met Due |0

AR Invoice Due Date will ahways be the Invaice Aging Date.

|5} AfP Discounts

Discount Days [D—
lD—

Discount %

Apply ]

[W=10 J Delete I

Site Ashley, Yictoria
Address: 1022 Wayne Road

@ Salem, MI 48175

6 Invoice
Customer ID Category AJR Account Tax Group
[tos &7 | [svcTam ~| [tiot10 ~] [MI-Exempt ~]
' Invoice Date Aging Date
Invoice # 393442 5 _
121j2016 |\ Jrzr2072016
= Ashley, Yictoria h
1022 Wayne Road Branc| g L
Salem, MI 48175 [rar =
Warehouse erm

I_AR agngDate v |

=l

Invoice Type
| Miscellaneous = |

Salesperson

Oliver.Blais 1 ()|

[~ Show Custom Fields

Notes

SedonaOffice
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Invoicing

Invoices created in SedonaOffice are posted to the general ledger in a “live” manner. This
means that when the User presses the Save button on an Invoice form, it is immediately posted
to the general ledger and the customer’s accounts receivable is updated.

The only exceptions to the real-time posting is Cycle Invoices and Finance Charge
Invoices. Cycle Invoices and Finance Charge Invoices are created in a batch and posted as a
batch to the general ledger and the customer’s accounts receivable.

There are four types of Invoices that may be generated for a customer:

e Cycle - created in batches and posted at one time as a batch.

e Finance Charges — created in batches and posted at one time as a batch.

e Service/Inspections - generated from the Ticket

e Job - generated from the Job Invoicing Queue

e Miscellaneous - used when you need to Invoice a customer for miscellaneous services,
over the counter part sales, or other charges. These types of invoices may be created
from the Accounts Receivable module selecting the Invoicing option or from a Customer
Explorer record.

If sales tax applies, taxes are automatically calculated based on the Tax Group associated with
the site and the items or parts selected on the Invoice. The Tax Group may be overridden on
individual invoices.
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Credits Overview
SedonaOffice provides two basic methods of creating customer credits:

e Manual Credits
e Credits generated from a Credit Request

Manual Credits may be created for any type of invoice for any amount if a User has been
granted security permissions to create Credit Memos.

Credit Request Credits require an approval process and Users are limited to a maximum
amount for which a single credit may be generated/approved. This method requires some
planning and setup to be able to use this process. If a company opts to use Credit Requests, all
Credits must go through the approval process — manual credits are not available when
activating this feature.

Notes
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Manual Credits

Accounts Receivable

Three possible options are available for creating Manual Customer Credits:

e (1) Credit off and entire Invoice

e (2) Credit off the balance of an Invoice (partially paid)
e (3) Create a Manual Credit Memo

User permissions are required to use any of these credit options.

£ User Group Edit

Code Description

[ Inactive

Leve| Credit Memo Limit

J.ﬁ.dministrator J.ﬁ.dministratuﬂ

Application Access ] Report ﬂ«ccessi

|3 | |40.00

ACCess

| Module

Accounts Receivable
Credit Request

Credit Memo

Ability ko assign Fukure auto apply For Credit
apply individual CashiCradit

Ability to Credit OFF Partial Invoice

AR
AR
AR
AR,
AR
AR

Notes

SedonaOffice
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Credit Off Invoice / Create Credit From

To credit off an entire or partially paid customer invoice, when right-clicking on an open invoice
from the customer explorer, there are two possible options displayed depending on the User’s
security permissions:

e Credit Off Invoice
e Create Credit From (invoice)

Depending on each company’s policies and procedures, you may use either option for unpaid
invoices, if the User has been granted the appropriate security permissions. For invoices that
have been partially paid, only the Credit Off Invoice option is available to the User.

Credit Off Invoice

When a User selects this option, the software will create a Credit Memo using the original
Invoice Items and/or Parts (from the invoice being credited), post the Credit Memo and apply
the Credit Memo to the Invoice to pay off the entire invoice. If no payments have been applied
to the invoice, this process is completed in just a few seconds.

If any payments or credits have previously been applied to the invoice, a form will be displayed
for the User to enter the G/L Account and Category to be used for creating the credit memo.
User permissions are required to credit off partially paid invoices.

& 105 Ashley, Victoria ™ Payment Arrangements ** =u|EO] @
Ashley, Victoria Ashley, Victoria Balance Due: $100.00
U Customer Information 1022 Wayne Road Last Statement Date: Never
e Payment Options Salem, MI 48175 * Payment Arrangemen... Over 90 Days Past Due
=L Bill To I Active RMR © $384.64
g N (734) 351-9822 Total Active # i
E-83 Ashley, Victoria | Total Active RAR : $4,615.68
B
=1 iontam Customer Type: Residential
<l lng\:rr;igces Customer Since: 8/13/2012
;.‘f Credit Memos Salesperson: Oliver Blais
;é Recurring Last Payment Rec'd: $59.58 (11/20/2016)
{57 Victoria Rose Flower Shoppe # of Disp Last 1 Days 0
=] Sites
(1) Ashley, Victoria Bill Contacts
Title Contact Phone Ext E-Mail
B[] (2) Ashley, Victoria (Guest House) Bryan AEHiE (734 2487102
-1 (3) Victoria Rose Flower Shoppe carolyn Johnson (734) 351-9822 carolynj@...
L | Activity Ledger
| Aging Open Invoices  $100.00
& Collections Invoice # Site Name Description Date Amount _ NetDue LateFee
23 Contacts 393442 Ashley, Victoria Service Call 12/1/2016 $100.00 $100.00 $0.00
grej!: :Ietmos Open Credits ~ $0.0 . New Invoi
5~ ": A0 Credit # Site Highlight Invoice, Right- Date e noice
(-3l Deferrad Incamia (Unpostsd) click to select Credit Option Edit Invoice
|ugt Documents Open Tickets i i
& EFT History Ticket # Site N Export Invoice Detail
{7 Inner Office Message
= . [™  Credit Off Invoice
& Invoices Open Jobs
» Jobs Job# Site Name Type Status Create Credit From
LT Journal Detail 398 Ashley, Victoria (Guest House) CCTY-Res Install Equipmet
L] Journal Summary Create Cycle Invoice Now...
@[] Notes
N i Make EFT Payment
Refresh
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Create Credit From

Accounts Receivable

When a User selects this option, the software will create a Credit Memo using the original
Invoice Items and/or Parts (from the invoice being credited). Using this method, the Credit
Memo will not automatically be posted and applied to the invoice. The Credit Memo form is
displayed on the screen for the User to review, enter notes, select a credit reason, etc. and then
saved by the User to post to the general ledger. The User would have to manually apply the
Credit Memo to the invoice as the final step to the process.

&) 105 Ashley, Victoria  ** Payment Arrangements ™

oo/

Ashley, Victoria
) Customer Information
"% Payment Options
Bill To
=27 Ashley, Victoria
23 contacts
_| Aging
=] Invoices
& credit Memos
2% Recurring
= Victoria Rose Flower Shoppe
Sites
@[] (1) Ashley, Victoria

m

o]
®

2] (3) Victoria Rose Flower Shoppe
L] Activity Ledger
| Aging
b Collections
23 contacts
&3] credit Memos
[&] credit Auto
Deferred Income (Unposted)
D Documents
e EFT History
{7 Inner Office Message
& Invoices
M Jobs
L] Journal Detail

#-[_1 (2) Ashley, Victoria (Guest House)

Open Credits $0.
Credit # Site|

Highlight Invoice, Right-
click to select Credit Option

Open Tickets

Ticket # Site Name

Open Jobs

Job # Site Name

398 Ashley, Yictoria (Guest House)

Date

Problem Code

Type Status
CCTV-Res Install Equipment]

Ashley , Victoria Balance Due: $100.00
1022 Wayne Road Last Statement Date: Never
Salern, MI 48175 * Payment Arrangemen... Over 90 Days Past Due
(734) 351-9822 Total Active RMR $384.64
| Total Active RAR : $4,615.68
Customer Type: Residential
Customer Since: 8/13/2012
Salesperson: Oliver Blais
Last Payment Rec'd: $59.58 (11/20/2016)
# of Disp Last 1 Days 0
Bill Contacts
Title Contact Phone Ext E-Mail
Bryan Ashley (734) 248-7102
carolyn Johnson (734) 351-9822 carolynj@...
Open Invoices  $100.00
Invoice # Site Name Description Date
393442 Ashley, Yictaria i 12{1j2016 New Invoice
Edit Invoice

Export Invoice Detail

Credit Off Invoice
Create Credit From

Create Cycle Invoice Now...

L] Journal Summary Make EFT Payment
??‘t.e:,..» Refresh

SedonaOffice
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Manual Credit Memo

Manual Credit Memos are typically used when you want to provide the customer with a credit
to be applied to future invoices or you want to credit off several invoices using the same invoice
item(s).

Once a Credit Memo is created and saved, the User has the option to:

e Apply the Credit Memo to any invoice(s) with an open balance.

e Leave the Credit Memo as an Unapplied Credit on the customer’s account.

e Leave the Credit Memo as an Unapplied Credit on the customer’s account and flag the
Credit Memo to be applied to invoices created in the future (by invoice type).

Credit Memos may be created using Invoice Items and/or Inventory Parts; the User makes the
selections on the Credit Memo form. If your company is using Inventory Tracking, if Inventory
Parts are selected for a Credit Memo, once saved, the selected Parts will be returned to the
inventory of the Warehouse selected on the Credit Memo form. If you want to provide the
customer a credit for parts but not affect your warehouse inventory, you would need to select
an Invoice Item rather than an inventory part number.

Notes
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Credit Requests

The Credit Requests function allows your company to control the process of when and what
amount a Credit Memo is generated to a customer account. When this feature is enabled, your
company will develop a sign-off process so that a senior member of your staff may review
requests for credits and then have the option of approving the request and generating the
Credit Memo, declining the request or modifying the requested amount and generating the
Credit Memo. This functionality provides greater control over the number and amount of
Credit Memos granted by your employees. A sign-off process is required to use Credit
Requests.

Once the Credit Requests functionality is activated, Users will not be able to manually create a
Credit Memo or use the right-click credit functions (on the invoice), to credit off the balance of
an invoice or create a credit from an invoice. All Credit Memos must go through the Credit
Request process.

Notes
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Credit Request Features

When using Credit Requests, several crediting options are available that are not available when
using the Manual Credit Memo method. Below is a list of options available when using Credit

Reques

1.

ts.

Credit Template - The User creates a Credit Template selecting which Invoice Items and
amounts are to be used for the Credit Memo.

Credit for a specific Invoice - Select an invoice on the customer’s account for which the
Credit Memo will be generated.

Credit for a specific Invoice and create an Invoice for another Customer - Select an
invoice on the customer’s account for which the Credit Memo will be generated
and automatically create an invoice on another customer’s account using the same
Invoice Items that were used on the originating customer’s Invoice being credited
off. This feature would be used if the incorrect customer was invoiced.

Sales Tax Correction - Credit off a specific invoice and create a new invoice using a
different tax group.

Job Invoice Credits - The process is almost identical to that of item number 2 above; the
only difference is where the User begins the Credit Request. This method is used if a Job
has not yet been closed. If the Job has been closed, use the Credit Template (#1)
method.

]

& Note: If SedonaOffice staff converted any customer invoices as a part of migrating to
SedonaOffice from a legacy software, if any of the "converted invoices" need to be credited
off, you must use the Credit Template (#1) method above.

Notes

Sedona

Office Page 16 of 21
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Credit Request Planning
Before activating and using Credit Requests, each company must first determine:

e Which Users will be allowed to create Credit Requests
e Which Users will be able to approve Credit Requests and the maximum dollar amount
the User Group is allowed to approve.

Each User is linked to one or more User Groups; make certain the User Groups that you assign a
credit limit will apply to the Users you want to grant these new permissions. You may have to
re-design your User Group Security to accommodate Credit Request processing. Your company
may create new User Groups for the Credit Request Processing and assign the Users involved in
the process to the appropriate User Group.

Before creating the employee setups for Credit Requests, it must first be determined how
Credit Requests will flow within your organization. You need to ask yourself the questions, who
will be the first, second and third person to sign-off on the requests. And further, will certain
individuals be able to create the Credit Memo without moving to the next level of sign-

off. Once company rules have been established, proceed to the setup steps. Itis not required
to use all three levels of sign-off; your company may have one or two sign-off levels only.

For complete instructions on setting up for Credit Requests, please refer to the SedonaOffice
Help for detailed instructions. If your company requires more personalized assistance, web-
based training time may be purchased.

Notes
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Managing Unapplied Items

Within the Accounts Receivable menu is an option which displays a listing of all unapplied items
associated with your customer accounts. Any of the items displayed in the list may be manually
applied to your customer’s open invoices directly from this list.

Each unapplied item is listed with one of the following credit types:

e Unap Cash (Unapplied Cash)
e Unap Credit (Unapplied Credit Memo)
e Adv Dep (Advance Deposit)

@ It is important to apply unapplied items to your customer invoices on a timely basis
especially if your company is generating bulk customer statements each month. When
statements are generated, a customer may be assessed a late fee when it may not be
appropriate to do so. For example, a customer has an unapplied credit for $100.00 and an
open invoice for $100.00 that will be considered past due at the time of Statement generation.
A late fee would be assessed on the past due invoice regardless of the fact a credit exists on the
account that could have been applied to the invoice.

&F Sedonalffice
File Edit View SedonaOffice Customer Query Tools Window Help

olRNanMT i EsMelcsvEe wuaeaom

Sedonalffice =|

1) sedona Security &) Customer Cash/Credit List E=n o]
[ Client Management
o ,?cjc?:unt;tR;cewahla Customer Mumber ] Customer Name | Credit Type \ Amount Balance | Date | Reference Amaunt Due | =
£
) e emn. 213 Anne Terwilliger Unap Cash 500.00 500.00 11/30/2016 12109.77
-4 Cycle Invoicing 11850 Jones Library Unap Credit 250,02 z50.02 1/13(2015 234794 450,00
~ 8 EFT Processing 17400 Atkins, Cassidy Unap Credit 107.75 107.75 10/11f2016 367012 211.11
il Finance Charge 100 Moss Associates, Inc, Unap Credit 200.00 200.00 3312015 264963 0.00
-] Invaicing 10008 Lawson, Micchel Unap Credit 100,00 100,00 7/30/2015 276175 0.00
1 Make Deposit 10029 St.Isaac Jogues Church Adv Dep 1000.01 1000.00 9/27/2014 426 0.00
- Payment Processing 10126 Todd, Lawson Uniap Cash 469,60 469.60  10/25/2016 0.00
:{ﬁ e 1025 Diocese of Cleveland Unap Cash 1.36 1.36 10/z2zfz016 0,00 |=
] Diocese of Cleveland Unap Cash 10.78 10.78 10/28/2016 0.00
v - 1025 Diocese of Cleveland Unap Cash 10,78 10,78 10/2af2016 0,00
; U d Cash/Credit 105 Diocese of Cleveland Unap Cash 1342 1342 1002802016 0.00
4] Volte 10zs Diocese of Cleveland Unap Cash 21.55 21.55 10/22f2016 .00
& General Ledger 1nzs Diocese of Cleveland Unap Cash 43,10 43.10 10/23/2016 0,00
=+ Accounts Payable 104 SpongeBob SquarePants Unap Cash 53.63 5363 10fzzi2016 0,00
B85 Inventary 104 SpongeBob SquarePants Unap Cash 107.26 107.26 10f22f2016 0.00
5% Job Managemant 10522 Mortan Supply Unap Credit 20,00 20,00 10/13/2016 367014 o.o0
: ™ b 11147 Sima Hillsenrath Unap Cash 472,42 146,17 41112016 0.00
B33 Payroll Interface 11147 Sima Hillsenrath Unap Cash 500,00 SooO0 107172016 0,00
il Point OF Sale 11164 vilage Assadiates Inc, Unap Cash 54,02 SH0Z 10/25(2016 0,00
[ {j Sales Management 11203 C.F.L. Construction Inc, Unap Cash 100000 1000.00 Sf6f2015 0.00
#4” Service 11203 C.F.L. Construction Inc. Unap Credit 1000.00 1000.00 862015 278995 0.00
2] General Documnents 11300 Bailey, Lucy Unap Credit 112741 112741 6f9/2016 341071 0,00
4 : icDowel, Anne nap Cas . . ]
S0L SQL Query Window 11630 McDowel, A L Cash 50,00 50,00 1/z8/2015 0.00
=1 . aton Rardware nap Credi 3 3 “
 Lock Table Mairtenancs 12336 Eaton Hard: L Credit 538.75 538.75 3f1j2016 324505 0.00
= 13141 Martin Belair & Co. Unap Cash 40,53 40,53 10/25/2016 0,00
@ Management Surmary 13659 Cshorne, Mitchel Unap Credit 1077.50 585,58 B/31/2016 358642 0,00
~ i) sedonabashboard 14746 Mt Sparkle Car Wash Unap Credit 53.63 53.63 1j7{2016 299792 0.00
) D Report Manager 16452 The Painted Lady Lic Unap Credit 96,53 96,53 2/15/2016 300393 0,00
--44? Sedonasetup 19357 Turner, Jackson Unap Cash 4,18 4,16 i0)z1/z016 0,00
19387 Turner, Jackson Unsp Cash 717 717 10/21/2016 0.00
19387 Turner, Jackson Unap Cash 292.83 292,83 10/15/2016 0,00
19403 Manousos Wines & Liquors  Unap Cash .00 9,00 10/z5/2016 0,00
19403 Manousas Wines & Liquors  Unap Cash 22731 227.31 10/25/2016 0.00 -
8 Total Advanced Deposits $4,500.02
Bill Marne: Tokal Credit Memo $6,880.65
Custormer #: Total Unapplied Cash $6,559.08
Total Credit Amount $14,914.57
Cpen AR Balance:!
L
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Collection Queue Types

Even though collecting on past due customer accounts is typically considered a function of the
Accounts Receivable department, in SedonaOffice, Collections is part of the Client Management
module.

The Collections option within the Client Management module is used to set up new Collection
Profiles (processing rules) as well as manage and track Collection activities performed by
Collectors. A complete Collections history is displayed on the Customer Explorer record for
customers who have ever entered into a Collection Queue. This is valuable information for
spotting trends in chronically slow paying customers so that your company may plan for more
proactive measures for these types of customers.

There are two types of Collection Queues; Sequenced queues and Non-sequenced queues.
Each company may use Sequenced Queues only, Non-Sequenced Queues only or a combination
of the two to manage collection activities.

A customer may be in only one Collection Queue at any given time.

Sequenced Queues

Sequenced Queues determine in which Collection Queue a past due Customer should be placed
based a company’s business rules for each Collection Profile. With Sequenced Queues,
Customers are placed in the appropriate queue each time the Auto Refresh Process is run for
the Collection Queues or when a payment or credit is applied to the Customer.

When creating Sequenced Queues the sequence number is very important, as this will
determine the Collection Queue in which the customer will be placed. The lowest sequence
number indicates the most delinquent rules and the highest sequence number indicates the
least delinquent rules.

Non-Sequenced Queues

Non-Sequenced Queues are manual Collection Queues into which a customer may be moved
from a Sequenced Queue. Once a Customer is placed in a Non-Sequenced Queue the Customer
will remain there until it is manually removed from the queue. Non-Sequenced Queues are
typically used to escalate a collection customer to a senior management staff member when
normal procedural collection efforts have been exhausted. Non-Sequenced queues may also be
used to hold collection customers while legal action is being pursued by your company.
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EE
File Edit WView SedonaOffice
|2 m

SedonaOffice

Custormer

Query  Tools

Window  Help

IIE Sedona Security
-1 -] Client Management
= i

jn Collections g

Customer Explarer
Customer Query Builder
EFT Customer
@3 Manage Chain Accounts
~i5m Master Account Mgmt
-~ gMew Customer
e ﬁﬁ\ccounts Receivable
E General Ledger
e g.%.qccounts Payable
: 'glnventury
- Joh Management
Payraoll Interface
Point Of Sale
* Esa\as Management
SServlce
|| General Documents
Sl SGQL Query Window
E g Lack Table Maintenance
- Management Summary
E @SedonaDashboard
Report Manager
-4 sedonasetup

& Collection Profile List

Q= ﬁ‘l‘ Include Closed

Description f sutoseq [Nsequence # | creationDate | count | Total Due | Created B | Last Refresh |
EBankrupey N 1] 10/s/z012 3 2,720,339  Administrator 11/18/2016 10:05:46 AM
Qutside Collections M 1] 8i712015 1 98,49 Administrator

Over 120 Days Past Dus W 5 10/2/2015 664 147,881.06  Mellissa

Over 90 Days Past Due YV 20 &j1z012 1973 303,370.70  Administrator

Over 60 Days Past Due N 30 Bi1/2012 1733 265,686,682 Administrator

Civer 45 Days Past Due i 35 7i19/2012 0 carolyn

Over 30 Days Past Due ¥ 40 &i1z2012 135 35,396.64  Adminiskratar

Cver 20 Days ¥ 50 1f22}2015 076 1,166,807,16  Administrator 11/21/2016 09

Notes

SedonaOffice
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