
AR Statement 

This report allows you to print a statement for your customers. This report prints one statement per customer. Included in this 

statement is a remittance stub that your customer can include with their payment(s). 

 Click Report on the Menu Bar 

 Choose Accounts Receivable 

 Select AR Statement 

 Change the As Of Invoice date by clicking on the Inv Date calendar icon next to the field 

 Enter/Select a Customer from the list in the From field by clicking on the box/magnifier next to the field 

 Enter/Select another Customer from the list in the To field by clicking on the box/magnifier next to the field 

 Click on the Go button to retrieve the Accounts Receivable Statement 

           NOTE:  Aging Button: To change the default aging days (i.e. -30, -60, -90, -120, etc), click on the Aging button.  Aging  

             days will appear.  In   each box, type in the aging dates that you want to appear on the Aging Report.  Click on the Go  

             button to see the new report. 



 


