SOS Help

How to Create and Print Collection Reports.

How to Create Reports by Billing Item / Bill Code

Updated March 2006

SOS How to:

You want to create a collections report (who owes what) by Billing Item (aka Bill Code). The

SOS help, will step you through the process.

Billing Codes are added when you setup the Billing Items. This is done in Account List Admin

screen or on the Add New Billing Item on the Billing Setup screen.

1: Open the Member Finances screen and click on Management Reports icon.

You can move the mouse over the icon, to see the
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NS08 1112762005 $500.00 500.00 1 0
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2: When the Management Reports window opens, at the top of the window, click on Setup
Billing Item Groups. The following screen will appear.

05 Organize and Print Billing [tem Groups

File ‘ersion Help
Report Setup
- Current Billing kems
Select a Billing Type
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™ Dues [T LongTerm [ One Time
@ Show Allkems [ Supplemental
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Type in Hame of Printing Group

Update
Accept New

Print List

Delete

Click on the Add New Button (it changes to Accept New) and enter the Printing

roup name.

Then click Accept New. You’ve now setup a printing group. Next you’ll add Billing Item(s) to
the Group you just created. You can have as many groups as you want and as many billing
items in a group as you want.
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3: Next you will want to add Billing Items / Bill Codes to the Report Group.:

585 Organize and Print Billing ltem Groups ‘: a ”zl
Flle Wersion Help

Report Setup

- Current Billing tems LU GOV ECATE
Select a Billing Type Printing Group Description Court
[ AllBilling Types [ School ™ CashRec FACTS payments
[ Dues [T LongTerm [ One Time
* Show Alltems [ Supplemental
" Show Only ltems by Selected Group
Billing tem | Bill Coce Bill Type ~
- DS Parent Assn. 2005-06 (F School 2 | |
- DS Parent &ssn. 2005-06(F School 2
- DS Reqy Fee 2005-06 School 2/
- DS Registration Fee 2005-01 School 2
- DS Security 2005-06 School 2
- DS Security 2005-06(F) School 2
- DS Security Fee 2005-06 School 2
- DS Security Fee 2005-06 (F School 2
- DS Tuition 2005-06 Schoal 2]
- DS Tuition 2005-06 School 2
- DS Tuition 2005-06 (Facts) School 2
- DS Tuition 2005-05(F) School 2 W@ OO GG AL e
Discount Reversal School 2 FACTS payments
Drop-off 05-08 (F) School 23 — T
= | 5 Update Print List
Add New Delete
| Add to Current Group Refresh Types
| Remove from Current Group \Qrim List

Click on the check box to the left of the Billing Item. The Bill code will be displayed just to
the right Billing Item. You can add as many Billing Items/Bill codes to the Printing Group as
you want. Then click on Add to Current Group. Now you‘ve setup the Printing Group and
your ready to run the report.

Close the window and your back at the Management Reports Data screen.
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4: Next, in the Report Name, select Collections report by Member and Billing Group #39.

5| COLLECTIONS REPORT USING BILL CODE OPTION

Flle Options  About

Layout | Preview | | \

Please click on the Drop Dowf list to select a report. \I\ To ave
The explanation of the r¢port will be shown
Then click on Layout to/select your criteria. %Jsr
After you select the critefia, then click Preview.
/ notes, per
Report Type .
’ﬁ report click
Accounting -

here.

Report Name

| Collections repart by Member and Billing Code j 39 |Hotes

Collections Report using Bill Code option
Retrieves all Members by the selected Billing Code,
with a balance due by the selected date less 30 days {default).
The report displays Membgr and telephone number and the following key items:
Inveice Date, Due date (ingfides Multiple Due dates if on payment plan, Description,
Aging. (number days from repgrt date to due date, Amount Due {for the date), Amount Paid, etc

Select options, then Billing Item Groups to add / change your code setup.

Just below the Report name displays a summary of report options.
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5: Next click on Layout tab (near the top of the window and set your variables.

Select the
Printing
Group
Name,

from the /

list.
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rRerieve Date by

e

A it Wl
=l [r Use Amt Greater than or Equal to ‘

" Use lnvoice Date

" Use Last Invaice Due [
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* Portrait * List Format " Summary " Yes I Member # Posted Group By
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- [ Mem Type o« Al " Mem Type
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6: Analysis for the Collections report by Member and Billing Group, report #39:
The report has 12 columns

Member Number
Name Telephone
Invoice Number (Inv #)
Invoice Date (Inv Date)
Date entered on the Billing Setup Screen
Due Date
If the invoice had multiple due dues (Payment Plan) the same invoice number will be
listed several times along with the same Invoice date and a Due Date for each.
6: Description
This is the Billing Item added in Account List Admin screen or on the Add New Billing
Item on the Billing Setup screen. A Description / Billing Item is also the same as a
Billing Code.
7: Aging
This would be the number of dates the invoice is past due.

DWNR

Ul

For example, on the Layout screen, if you select 4/04/2006 and 30, and the invoice
has a due date of 1/20/2006, then the aging is 44. 4/04/2006 less 30 as the starting
date. Then its 44 days to the actual due date 1/20/2006. The starting date and
number of days is a variable.

8: Amt Due is the amount due for the installment

9: Amt Paid is the amount paid for the installment

10: Inv Amount is the original invoice amount for the installment
11: Amt Cr is the amount credited for the installment

12: Amt Db is the amount debited for the installment.

Please note that the dollar amounts will not change if you change the starting
date. SOS keeps a running balance due.

You can change the due date of any invoice. From the Invoice List, click on Install.
Enter the invoice humber and click Search. There is more detail in the Help.

Technical Support:
If you have any problems or questions pertaining to the operation of SOS, please be sure to

call technical support or email SOSsupport@ansintech.com
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