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Balancing Your A/R

What It Does

When you use the A/R module, the system uses a master
file and a batch file. When you make a posting, the sys-
tem posts the same amount to both files. The batches will
reflect the postings for a particular period. If you create a
new A/R batch for each day, for example, then each
batch reflects the postings for one business day.

The system also posts to the appropriate G/L control ac-
count. These control accounts will reflect the amount that
your A/R increases or decreases.

To remain accurate, all three files, the master file, batch
file, and G/L file, must synchronize with each other. Sup-
pose that you posted $1,000 to A/R today. After you re-
lease your A/R batches at the end of the day, all three
files (AR-BATCH, AR-MASTER, and GL-MASTER) must
show A/R postings of $1,000. When you balance A/R,
you determine whether all three files show the same
postings.

These files normally do show the same postings, but oc-
casionally something happens that prevents them from

matching. If you made a manual adjustment to G/L, for
example, the three files would no longer match.
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Balancing your A/R can have an impact on your busi-
ness. Suppose you go to the bank for a loan — they’ll ask
for your financial reports. If those look good, they’ll prob-
ably also want to see detailed information on your in-
voices. They may want to see if you have many invoices
that are over 90 days old, for example, or if there’s one
customer who owes you a large amount of money. To ob-
tain this information, you’d print trial balance reports for
your A/R, and perhaps also for A/P. If you haven’t been
balancing the A/R and A/P in the President’s screens,
though, the figures in these reports may not match the
figures in your financial reports, and you won’t know
why.

Note: Instructions for balancing A/P can be found in

Fax File 61: Balancing Your A/P.

How to Do It

Perform the daily A/R audit using the A/R Batch Report
(which you print as part of your day-ending procedures)
and the (PDA) President’s A/R screen.

You can continue to use the notebook you’ve been using
to do A/R audits. (If you don’t keep a notebook, we’ll de-
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scribe an alternate method also.) To audit your A/R, do
the following:

1

At the end of each business day, make sure that all
invoices have printed; then print the A/R Batch
Report and release all of your A/R batches. For in-
formation about releasing A/R batches, see the
chapter about releasing and purging A/R in Book
1V: Accounts Receivable.

Note: Releasing batches is a step in the day-end pro-

cedures. For a complete checklist of day-end

procedures, see the November issue of Key OPs.

You can also find these instructions in the FAQ
Files area of our web site, www.ddms.com.

2

3

Go to the page of your A/R Batch Report that is
subtitled TOTAL OF ALL BATCHES. It includes a
table of G/L accounts, with a total for each ac-
count.

Note the total for the A/R control account. This ac-
count is listed as ACCOUNTS RECEIVABLE
TRADE on the report, unless you have modified
your chart of accounts.

If you have several locations, add the totals from each
location’s control account together.

If you don’t keep a notebook, skip this step, and go
directly to Step 4.
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If you keep a notebook, add the amount for your
A/R control account to the prior day’s total A/R,
which should be in your notebook. The sum of

these two figures is called the comparison figure:

A/R CONTROL ACCOUNT + PRIOR DAY’S
TOTAL A/R = COMPARISON

Go to the (PDA) President’s A/R screen. If you
have only one general ledger location, go to Step 5.

The (PDA) screen can display A/R totals for a par-
ticular location or for all locations. Make sure that
the A/R totals are displayed for all locations.

G43: 21 (PDA) PRESIDENT'S A/ R SCREEN REV. (12/10/99) 01/ 23/%
YTD Dai ly 10/01/96
Over 90 $ 3527.43  Finance Charges $ 327.13 $ .00
Over 60 $ 21867. 48 H gh Credit $ 88370.00 $ 829. 44
Over 30 $ -476. 07 Hts # 37 # 8
Current $ 11408. 38 Avg Lines # 3 # 8
Tot al $ 36327. 22 Avg Anmount $ 1157. 33 $ 664.00
YTD Dai |y 01/23/00
Previ ous Bal ance $ 36074. 72 $ 48557. 75
I nvoi ces $ 33888. 98 $ 414.72
Paynent s $ 21401. 00 $ 283. 60
Credits $ 4.95 $ .00
Adj ustments  $ .00 $ . 00
Net Change $ 12483. 03 $ 131.12
New Bal ance $ 48557. 75 $ 48688. 87
Action [ ]
+-l1nc, --Dec, S-Set Date, L-Set Loc,
%Peri od, QQarterly, P-Print Screen, Screen Letter or ESC /
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If the Location field in the lower left corner of the é 43:21 (PDA) PRESI DENT' S A/ R SCREEN REV. (12/10/99) 01/ 23/&
(PDA) screen is blank, as shown in the figureon | T VIO Daily 10/01/96
the previous page, the figures shown are for all lo- (31 & & 2367 ds honGedt - & sser0 00 s 820" 44
1 v 30 $ -476. 07 Hit # 37 # 8
cations. OJ?:EI"II $ 11408. 38 AngLi nes # 3 # 8
. . . [Total __$  48688.87] Avg Amount $ 1157. 33 $ 664. 00
If a location number is displayed, the A/R totals
are only for that location. YTD Dai |y 01/23/00
Previ ous Bal ance $ 36074. 72 $ 48557. 75
1 H | i $ 33888. 98 $ 414.72
To see the figures for all locations, choose the [L] boyoens & audor 06 : Bl
Set Loc option code. When the cursor moves to the gdfg;:zms s 495 s 00
Location field, use the SPACE BAR to clear the lo-  |net change $ 12483. 03 $ 131. 12
cation number. New Bal ance $ 48557. 75 $ 48688. 87
5 If you don’t keep a notebook, compare the Daily tocation ( ) Action[1
Net Change field in the (PDA) screen with the A/R | !nc, --Dec, S Set Date, L-Set Loc,
R . %Perlod, Q Quarterly, P-Print Screen, Screen Letter or ESC /
control account figure from Step 2. The two figures

should match. (The Daily Net Change field is
marked in the figure on the previous page.)

If you keep a notebook, the Total $ field on the left
side of the (PDA) screen displays today’s total
A/R. (The Total $ field is marked in the figure at
right.) It should match the comparison figure you
calculated in Step 3.

6 After completing your A/R audit, write today’s
A/R total in your A/R notebook under the PRIOR
A/R TOTAL heading. It will be the prior number
for tomorrow.
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