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REP300-AR Accounts Receivable Reports

Course Overview
The REP300-AR course covers the delivered GEARS reports that are expected to be the most useful to manage Accounts Receivable activity at the

Judiciary. The course includes an explanation of the report or how it is used, the navigation to the report in GEARS, and the Run Control record that
is used to initiate the report or inquiry. Report output will be reviewed in class.
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OTC Reports - Summary

é”QGEARS

General Enterprise And Resource Support

Report Name Report ID Menu Path Purpose
Invoice Status Change Report BIIVCSTS Billing>Maintain Bills>Change Status of Bills Lists all Bills where Status has been changed from New to Ready.
Billing>Generate Invoices>Non-Consolidated>Single Lists the accounting entries for each invoice produced within that
Load GL Accounting Entries BILDGLO1 Action Invoice run of the invoice process.
Billing>Generate Invoices>Non-Consolidated>Single
Action Invoice
Billing>Generate Invoices>Reproduce Lists the invoices which will be loaded to AR after Receivables
Load AR Pending Items BILDARO1 Reports>Pending AR Items Update is run.
Billing>Interface Transactions>AOC Bill Funds Summarized all BUS transaction by PCA and Object for a given Z-
FAR Report AOCARRO1 | Allocation Report Date.
Invoice Register by Invoice
Number/Customer BIIVC002 Billing>Generate Invoices>Reports>Invoice Register Would only be run for Bad Check Credit Bills
AR>Receivables Analysis>Aging>Aging Detail By Unit
Aging Detail By Business Unit AR30003 Report Aging for each customer item within a Business Unit
AR>Receivables Analysis>Aging>Aging Summary By
Aging Summary By Business Unit AR30004 Unit Report Aging Summary for each Customer within a Business Unit
AR>Customer Accounts>Customer List all customers in AR for a given Business Unit. Regardless
Customers By Unit AR31002 Reports>Customers By Unit whether they have open or closed balances.
AR>Receivables Analysis>Receivables
AR Business Unit Activity Report AR6001 Reports>Business Unit Activity List summarized transactions for a business unit for a given date.
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Proforma Invoice Billing>Maintain Bills>Standard Billing For printing a hard copy invoice to be sent to the Local Customer.

Lists summary by customer for payments by BU over a given date
Payment Summary AR2003 AR>Payments>Reports>Payment Summary range.

Payment Detail AR2002 AR>Payments>Reports>Payment Detail Lists all payment detail by BU over a given date range.

Deposit Control By Entry Date AR2001 AR>Payments>Reports>Deposit Control By Entry Date | List detail deposit information by BU over a given date range.
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AR31002 - Customers By Unit Report

Purpose: List all customers in AR for a given Business Unit. Regardless whether they have open or closed balances.
Navigation: AR>Customer Accounts>Customer Reports>Customers By Unit

Sample Run Control:

Favorites @ Main Menu > Accounts Receivable > Customer Accounts > Customer Reports »> Customers by Unit
- P - e e e

Customers By Unit

Run Control ID: ESCROW Report Manager Process Monitor | s
English -

Language:

Report Request Parameters

Business Unit: IWQ Anne Arundel District Court
Customer Status: All - All

Customer Type: All - All

Credit Analyst: li Q

Sales Person: li (&}

Collector: li Q

Sort Option: Sort by Customer Name -

Bl save | | L Returnto Search | [[Z5] MNotify | | Etrdd.| | EE)lpdate/RDisplay,
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Sample Report Output:

PegopleSoft Recelvables

Report ID: AR3LDO2 BUSINESS UNIT CUSTOMERS Fage Ho. 1
Business Unit JUDE 2% Fun Date D&/24/2013
Customer Type: ALL VALUES Pun Time 15:50:03
Credlt Analyst: ALL VALUES

Salesperson: ALL VALUES

Collector: ALL VALUES

Eratus: ALL VALUES

BUSIMEES UNIT: JUDSZ

Customer Hame Rddress Description City Et Posetal Fhone Fax Corp Type Credt Sales Cllct &
1000000007 Euster Dougl Main Address Towson MD 21204 Buster 1 DEFAUL DEFAUL DEFALL A
10q0000013 Jane Doe Main Address Baltimore MD 21228 Jang 1 DEFAUL DEFAUL DEFAUL A
1000000003 Jim Erown Main Address Towson MD 2128% Jim 1 DEFAUL DEFAUL DEFALL A
1000000015 John Porter Main Address Baltimore MD 21228 John Porte 1 DEFAUL DEFAUL DEFAUL A
1000000014 Johnathan Doe Main Address Baltimore MD 21223 Johnathan 1 DEFAUL DEFAUL DEFALL A
1000000016 Emith Carl Hollywood MD 20155 Emlth Carl 1 DEFAUL DEFAUL DEFAUL A
1000000012 ben lee Main Address balto MD 21204 ben les 1 DEFAUL DEFAUL DEFALL A
1000000005 gam zmith Main Address annapolis MD 21401 2am 1 DEFAUL DEFAUL DEFALL A
1000000011 steve jones Main Address balto MD 21203 steve 1 DEFAUL DEFAUL DEFALL A
TOTAL & OF CUSTOMERS FOR JUDEZ - ]

GRAND TOTAL FOR REPORT ]
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AR6001 - Business Unit Activity Report

Purpose: List summarized transactions for a business unit for a given date.
Navigation: AR>Receivables Analysis>Receivables Reports>Business Unit Activity

Sample Run Control:

Fawvorites | Main Menu > Accounts Receivable > Receivables Analysis > Receivables Reports > Business Unit Activity
- H - - - -

Unit Activity

Run Control ID: ESCROW Report Manager Process Monitor |7Run |
Language: -

Report Request Parameters

From Date: 06/01/2013  |[54]

To Date: 06/24/2013  |[51)

Business Unit: JuDs2 |y Anne Arundel District Court

Summarize: By Entry Type -

[E) Save &L Return to Search | [E5] Motify | | Erndd. | |[EEldpdate/Bisplay
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Sample Report Output:

Report I0: AR&0001

Buginess Unit. JUDGZY

Summary Option: By Entry Type

Buginess Unif:  JUDA2 Amme Arundel District Court
Beqiming Balance:

ENTRY TYPE

On Account Payment
Refund Cregit

Ending Balance:

PegpleSoft Recelvables
UNIT ACTIVITY

T2 AT0.00 U8  01-JTN-2013

-6, 71167
§,971.67

-4, 210.00 USD  24-TUK-2013

YIGEARS

4} General Enterprise And Resource Support

page o, 1
Rn Date 06/24/2013
Rn Tine 15:54:47
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AR2003 - Payment Summary Report

Purpose: Lists summary by customer for payments by BU over a given date range.

Navigation: AR>Payments>Reports>Payment Summary

Sample Run Control:

MavoniLes :  ™iginn Mrenu FOALCUUNLS RECENVADE & FdyImTIenLs > MREPUrLs  »  Fadyimniene urminmdany’
- i - - - -

Payment Summary

Run Contrel ID: ESCROW Report Manager Process Monitor

English -

Language:

Report Request Parameters

From Date:
To Date:
Deposit Unit:
Amount Type:
User ID:
Deposit ID:

Posting Status:

06/01/2013  |[=]
06/24/2013  |[=]

IWQ Anne Arundel District Court
Base Curr -

| xQ

| Q
Mot Posted e

0,
GEARS
4} General Enterprise And Resource Support

Run

All
|ﬁ Save | |4§L Return to Search |C0mplete =l Mext in Listl |E| Motify |
Mot Posted |

| Ernad. | | Update/Bisplay,

10
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Sample Report Output:

Report ID: AR20003
Deposit BU:

Report Currency:
Deposit ID:

OPRID:

Post Status:

Entry Dt Dep BU

03/03/2013  JUDSZ

JUDE2%

Base Amount
ALL VALUEZ
ALL VALUES
All

Deposit 1D

debbie.seipp debble.seipp

PeopleSoft Recelvables
PRYMENT SIMMARY
For 01-MAR-2013 through 21-JUN-2013

Poet Etatus

Kot Posted

Seqg

oot Dk

03/1e/2013

Payment 1D Pymt Status

CKLE

Ident

TOTAL FOR &

TOTAL FOR JUDEZ

TOTAL FOR 03/02/2013

General Enterprise And Resource Support

éOGEARS

Page No. 1
Run Date D&/24,2013
Pun Time 19:47:06

Entered Amount

250.00 UED

250,00 UED

11
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AR2002 - Payment Detail Report

Purpose: Lists all payment detail by BU over a given date range.
Navigation: AR>Payments>Reports>Payment Detail

Sample Run Control:

Favorites | Main Menu > Accounts Receivable > Payments > Reports > Payment Detail
- i - - - -

Payment Detail

Run Control ID: ESCROW Report Manager Process Monitor | e |

Language: English h

Report Request Parameters
From Date: 06/01/2013 [

To Date: [06/24/2013  |[5)

Deposit Unit: IWQ Anne Arundel District Court
Amount Type: Base Curr -

User ID: | Q

Deposit ID: | Q

Posting Status: Mot Posted -
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Sample Report Output:

Peoplabloft Boocailwablas

Baport ID: ARICDDI PAYMENT DETAIL Faga Ha.
Daposit BO: JUDEZ W For O1-MAR-2013 throogh 21-J0H-Z013 Fun Dote DE 24,2013
Eaport Currency: Ease Ahmount Fun Time 19:48:38
Daposit I0: ALL WRLIOED
OPRID: ALL WRLIOED
Past Etabos: ALL WRLIOED
E=g ACotg Db Faymant ID Faymant Amount Etatus Customer Itam ID Encry TypasEQasan Post Fending Item Amcumb
Entry Dabte: 030252013
Daposik: JOOEI & Operator dehbda . saipsn
1 D03/19/201F CK1S I=0.00 OED T |-+l
TOTRLE FOR & 2=0.00 DED .03
TOTRLE FOR JOOLZ 2=0.00 DED .03
TOTRLE FOR 03702732313 250 .30 D=0 T. 03

Entry Date: 03,/0EF320013

Daposik: JOOEI 2 Operator: dobhbdia salpp

1 D3f0EF201E 56 Z.,000.00 DED T

JUDEZ 10000004 test ascr Ol-1 On Acoount EECRW  YES

-2.00@. 00 D

TOTRLE FOR 2

TOTRLE FOR JOOLZ

TOTALE FOR 03705732003
Entry Date: 03,/11/72003
Daposit: JUDEZ 3
1 D3Ff11/200F 123456

TOTRLE FOR 3

TOTRLE FOR JOOLZ

Z,000.00 DD

Z.000.00 DSD

Operator: patbl. boonc

1.500.00 DED

1.500.00 DED

1.500.00 DED

JUDEZ 100003008 Escrom Cus  O&-5

-2,003. 00 D

-2,003. 00 D

-2,000.00 D

On Acoount EECRW  YES -1, 503,00 D

-1,50@. 00 D

-1,50@. 00 D
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AR2001 - Deposit Control by Entry Date

Purpose: List detail deposit information by BU over a given date range.
Navigation: AR>Payments>Reports>Deposit Control By Entry Date

Sample Run Control:

Favorites = Main Menu > Accounts Receivable > Payments > Reports > Deposit Control by Entry Date
- i - - - -

Deposit Control by Entry Date

Run Control ID: ESCROW Report Manager Process Monitor |

Language: -
Report Request Parameters

Run |

From Date: [06/01/2013  |[5)

To Date: [o6r24/2013  |[5)

Unit: [Jubs2 | Q Anne Arundel District Court

Amount Type: Base Curr -

User ID: [debbie seipp |y,

Deposit Type: [ e

Bank Code: [ & Bank Account: |:|
Posting Status: All -
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Sample Report Output:

Report ID: AR20001

Buziness Unit:
Report Currency:
Operator:
Deposit Type:
Bank Account:
PBost Status:

Entry Date Unit Deposit 1D Oper

0&/07/2013 JUDSZ 7

JUDS2%

Bage Amount
debbie. seipp
ALL VALUES
ALL VALUES
ALL VALUES

PecpleSoft Recelvables
DEPOSIT SUMMARY
For 01-JUM-2013 Chrough 24-JUM-2013

hBEn Oper Type Bank Acct  Bal Post Status

debble.s debble.sel E

Yes Complete

Total For JUDSZ

Total Por 0£/07/2013

Control Amount

230.00

230.00

230,00

230.00

égGEARS

4} General Enterprise And Resource Support

Poated Amount

230.00

230.00

230.700

Page No. 1
Run Date 0§/24/2013
Run Time 16:21:53

Journalled Amt

0.00 UsD

0.00 UsD

15
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AR30004 - Aging Summary By Unit

Purpose: Aging Summary for each Customer within a Business Unit.
Navigation: AR>Receivables Analysis>Aging>Aging Summary By Unit Report

Sample Run Control:

Favorites - Main Menu > Accounts Receivable > Receivables Analysis > Aging » Aging Summary by Unit Rpt
- H - - - -

Aging Summary By Unit
Run Control ID: ESCROWW Report Manager Process Monitor L'

Language: -

Report Request Parameters
As of Date: 06/24/2013 [

SetlD: SHARE | Q CORPORATE SETID

Aging ID: ADC | Q AOC Aging

Amount Type: Base Curr -

Rate Type: Q
*Display Option: Include All -

System Activity Personalize | Find | View All | B | B First K
“Business Unit Description
— =

16
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Sample Report Output:

Peaplatoft Recalvablas

import I0: AR3IC004 ACTHG CIMMAZY BY HUSTKEED ONIT fag Ea. 1
Iging Id:  CHARE/AOC as of 21-JIM-2013 Fun [ate DE/21/2013
Jurrancy  Base Currendy Pun Time 17:04:10
iate Type:
iuglness Onit: OO0EZ
ust 10 Hama Cur  Amaunt Futare Current H1-E0 £1-5005
TDE2 hane Arundal District Court
Loooooeond Tast Escrow Costomer 123 il -2,000.00 -2,000.00
LO0o00oD4z Escrow Custopar 3 1en -1,500.00 -1,500.00
TDE2 Jane Arundal County District C 0D -E00.00 -E00.00
Total Mane Arundal District Court -4,100.00 -4,100.00

17
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AR30003 - Aging Detail By Business Unit

Purpose: Aging for each customer item within a Business Unit
Navigation: AR>Receivables Analysis>Aging>Aging Detail By Unit Report

Sample Run Control:

Fawvorites Main Menu > Accounts Receivable > Receivables Analysis > Aging > Aging Detai by Unit Rpt

Aging Detail By Unit

Run Control ID: ESCROWW Report Manager Process Maonitor | s |
Language: hd

As of Date: 06/24/2013 =]

SetiD: [SHARE @ CORPORATE SETID

Aging ID: [acc  |q AOC Aging

Amount Type: Base Curr -

Rate Type: Q

Customer ID: | Q

“Display Option: Include All -
Business Unit
*Business Unit Description
— =
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Sample Report Output:

Eaport ID: AR3ICD03
Agimg Id:  EHAEESADC

Peoplafoflt Recalvablas
ACTHC DETAIL EY BURINESS ONIT
as of 34-J0M-2013

Carrancy Ease Curroooy
Eate Typa:
Item Ling ks Of Ent Typ/Rsn Tarms Documant Cur Amount Futura Currant 31-E60
JUDE2 100300004z Escroow Customor 3 Aomapalis ]
k- 24 0 M/I0/2013 DA ERCREN it 1,500.00
Tatal Escrow Customer 3 1,500.00
JUDs32 DS Aknoa Arundel County Oistrict © Aomapolis jon]
SDoCDO0EDe4 0 Mf02/2013 TR TRFIC IMMED it -150. 00
D000 o04E 0 D4/02/2013 CR TEFIC IHMED ip=1] -150. 100
BECEZ 0 Mf0272013 TR TRFIC IMMED it -150. 00
ECE3 0 Mf0272013 TR TRFIC IMMED it -150. 00
Total knoa Arundel County District Court -0 .00
Total JUDSE2 90 . o0

1,500. 08

1,500. 08

-150. 0o

-1E0. 00

GEARS

General Enterprise And Resource Support

Faga Ba. 1
Fun Date DE/24/2013
Pun Time 19:53:E8

19
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BIIVCO002 - Invoice Register

Purpose: Would only be run for Bad Check Credit Bills
Navigation: Billing>Generate Invoices>Reports>Invoice Register

Sample Run Control:

Favorites ' Main Menu » Biling » Generate Invoices > Reports > Invoice Register
- H - - - -

Invoice Register
Run Control ID: ESCROW Report Manager Process Monitor |£|

Language: h

Report request Parameters
Business Unit: Jups2 Q

Range Selection

© Final Date Range Start Date: 06/01/2013 34 End Date: 06/30/2013 [

© Bill Cycle
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BILDARO1 - AR Pending Item Report

Purpose: Lists the invoices which will be loaded to AR after Receivables Update is run.

Navigation: Billing>Generate Invoices>Non-Consolidated>Single Action Invoice
Billing>Generate Invoices>Reproduce Reports>Pending AR ltems

Sample Run Control:

Favorites | Main Menu > Biing > Generate Invoices > Reproduce Reports > AR Pending Item Report
- i - - - -

AR Pending ltem Report

Run Control ID: ESCROWVW E

Report Manager Process Monitor i Run
Language: English - Process Instance: 13378
Business Unit: Imo\
Start AR Entry Date: M Bl
End AR Entry Date: Im Bl

Reset to Current Date

21
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AOCARRO1 - FAR Report
Purpose: Summarized all BUS transaction by PCA and Object for a given Z-Date.
Navigation: Billing>Interface Transactions>AOC Bill Funds Allocation Report

Sample Run Control:

=
Favcg‘ites Mazin yenu > Billlng > Interface 1;ransactions > AOC Bill Funds Allocation Rpt
AOC Run FAR
Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS Report Manager Process Monitor ! Run
(Optional)
Business Unit To Business Unit
JUupo1 ~ JUDo1 ~
*Run Date From *Run Date To
[cas01/2013 = 05/01/2013 [59)
{optional)
Location To Location
[o1-00-00 Q. lb4a-00-00 Q.
[} save | X Returnto Search | [[=] Notify | [Eeadga| [E Updstemispia

|

22
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Sample Report Output:

MARYLAND S _ N
@ — m Funds Allocation Report
JUDICIARY
Bank: 53 BOA Revenue Printed: 24 -JUN-2013
Control #: 016490 Deposit Date: 1£4-MRY-2013
Business unit: Baltimore County District Cour
Location: Baltimore County - Baltimore City
Verified By:
PCA OBJECT AMOUNT DESCRIPTION
53010 7503 $23,080.00 Fines & Costs
53320 7518 £120.00 Criminal Injuries
53330 7521 £$75.00 Victims of Crime Fund
533240 7506 5249.00 CICF/VCF Fund
53350 7523 £15.00 Victims & Witness Protect Fund
53370 7537 51,628.00 Maryland Legal Services
53731 7531 £150.00 Maryland Substance Abuse Fund

$25,317.00 Total Deposited

23
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BIIVCSTS - Invoice Status Change Report

Purpose: Lists all Bills where Status has been changed from New to Ready.
Navigation: Billing>Maintain Bills>Change Status of Bills

Sample Run Control:

Favorites | Main Menu > Biling > Maintain Bils > Change Status of Bils
- : - - -

Change Status of Bills
Run Control ID:  PSBIP Report Manager Process Monitar |&|

Language: -

From Status

Hew Ready *New Bill Status: Ready Bill -
Hold Canceled

Pending

Range Selection Include Consolidation Group

@ Al @ Invoice ID Business Unit: JUDOD1 |3
) Bill Cycle ) Cust ID

©) Date Bill Added © Bill Type

) Range ID @) Bil Source

) Copy Group ID

|B) save | & Returntosearen | [+ Frevious nist | (4B Nextinust | =] notry | [Braon| [Eupdatemispiay]
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Raport ID: BIIVCSTE

Etatus Unit

BIY JUDEZ
BIY
HCHERNCED

(HCHERNCED
BIY

Eanga Cptlan:
Busingss Onit:

Imvolce Number

oeooonooze
0e00o00aT1

oonocDEL2?

JooocDE4sd

Type E411-To Customar Nama

DFR  Curtls Maylizld
TEF Jack Rabbit
OFR CI Jang

CEM  Aome Anmdel County Dist

MV CI dim

ALL Qualifying Bills for Epecificd Busicass Umit

JUDEZ

Total Bumbar of bills updated:

]

Pacplefalt BI
INVOICE STATUE CHRKCE EEPORT

Customar Number

10C000000E

10000C001E
1000060063

JunE2

10C00000%E

Lica lLawal

Error Message

Kot RIY; Bill lioo has < 100W of
revemie mapoed to CL accts.

Kot RIY; Bill lioo has < 100W of
revemue mapoed to CL accts.

GEARS

General Enterprise And Resource Support

Page Ho. 1
Run Date 06/24/2013
Fun Ting 10:58:19

Paymeot Tarms CL AR Tamplata

IMMED B H W
IMMED B H B
NETI0 B H W
IMMED B H W
IMMED B H W

25
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BILDGLO1 - Load GL Accounting Entries

Purpose: Lists the accounting entries for each invoice produced within that run of the invoice process.

Navigation: Billing>Generate Invoices>Non-Consolidated>Single Action Invoice

Sample Run Control:

)
Favorites Main Menu > Biling > Generate Inwvoices > MNon-Consolidated > Single Action Invoice

"

Single Action Invoice  [EN T R8T 10

Report Manager Process Monitor |A|

Run Control ID: PSBIP

Language: English ~ @ Specified (O Recipient's
Find | View All First EN 4 of 1 L

Selection Parameters
=1

Seq Nbr: 1
Invoice Date Option

@ Processing Date
@) User Defined
Posting Action

@ Do Mot Post ) Batch Standard
Range Selection
® ® Business Unit: Q
All Invoice 1D
F Invoice: |
© Bill Cycle © Cust ID rom fnvolce |
©) Date Bill Added © Bill Type To Invoice:
) Range ID @ Bill Source

@) Public Voucher Number

| = Add| | UDdﬂ‘tE..-'DiEpla‘,r:

|E save | [Zu Returnto Search | [+ Previous inList | 4B NextinList | =] Notify |

Single Action Invoice | Print Options

26
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Proforma Invoice

Purpose: For printing a hard copy invoice to be sent to the Local Customer.
Navigation: Billing>Maintain Bills>Standard Billing

Sample Run Control:

e ———————————————————————————
Fawvorites ! Main Maenu > Biling > Maintain Bils > Standard Billing

~— H - - -
Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Walues T oAadd a Mew Walue

- Search Criterna

Business Unit: = - [ =%
IMwoice begins with -~ Business Unit Description
s J U DHO Allegany County Circuit Court
Bill Status: = - -
Custormer: begins with — | Ly
Contract: oegins with - |
Bills in Business Unit: = - | <
Template Invoice Flag: = - -

Case Sensitive

Search || Clear  |Dasic Search [El Save Search Criteria

Find an Existing Walue | Add a Mew Walue
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Course Summary

7

You have successfully completed the REP300-Accounts Receivable Reports course. In this course, you have learned how to:

Congratulations!

e Generate and review various Accounts Receivable Reports

We hope that you found this class informative, interactive, and fun. Check out other GEARS training courses, available on the GEARS website at
http://courtnet/gears/index.html (http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving this course please share your feedback by sending us an email at
gearstraining@mdcourts.gov (mailto:gears@mdcourts.gov).

28
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