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Introduction 

The Accounts Receivable module in Microsoft DynamicsÊ SL performs the functions needed to 

process customer invoices and maintain accounts receivable information. In addition, it generates a 

wide variety of useful accounts receivable reports that help make customer account management 

easier and more efficient. And with the Doc Share feature, you can publish invoices, statements, order 

confirmations, and shipping notices to a Microsoft® Office SharePoint® site to give your customers 

quick and easy online access to the information they need.  

The flexible design of the Accounts Receivable module lets you operate it successfully with just the 

General Ledger module or, to make full use of its capabilities, with the Order Management, Project 

Controller, and Inventory modules. Using the Accounts Receivable module with the Order 

Management, Project Controller, and Inventory modules offers several advantages that can improve 

the speed and efficiency of data entry and processing operations: 

¶ You can use the Order Management and Project Controller modules, as well as the Accounts 

Receivable module to create invoices, and debit and credit memos. 

¶ Most of your businessõ accounts receivable and inventory transactions, except payments received, 

can originate from the Order Management module. 

¶ Using Accounts Receivable with Order Management and Inventory allows you to access inventory 

item and pricing information, and to update item quantities for customer sales, directly from Order 

Management screens. 
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Accounts Receivable Interaction 

 
Figure 1: Accounts Receivable Interaction 
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Manual Overview 
This manual provides information regarding the setup and use of the Accounts Receivable module. 

Reviewing the manual can help you make informed decisions regarding the implementation of the 

Accounts Receivable module in your business. 

What is Covered in the Manual? 

The manual consists primarily of procedures and checklists that describe how to perform the various 

tasks featured in the Accounts Receivable module. The manual also contains topics that help you 

become better acquainted with the capabilities of the module. Topics are arranged in a logical order 

that builds on information previously presented in other manuals. 

Who Should Use the Manual? 

The manual is designed for readers who are new to Microsoft Dynamics SL. The guide provides the 

information necessary for making decisions regarding how to use the Accounts Receivable module in 

order to get the most from your system. 

How to Use the Manual 

Read the appropriate section of the manual before proceeding with any system customizations. The 

manual presents the procedures and steps required for completing the various accounts receivable 

processes. To assist you in locating information, the manual contains: 

¶ A Table of Contents of logically organized activities and tasks. 

¶ An alphabetized Quick Reference Task List of commonly performed tasks. 

¶ An alphabetized Index of the information provided in the manual. 
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Quick Reference Task List 
This list contains tasks that are commonly performed with the Accounts Receivable module. Each task 

is cross-referenced to a specific page in the user guide. 

How Do I Define...? 

¶ Statement Cycles ñ see page 11 

¶ Customer Classes ñ see page 12 

¶ The Fiscal Period ñ see page 16 

¶ Customer Defaults ñ see page 18 

¶ Accounts Receivable System-Level Decisions ñ see page 22 

How Do I Set Up...? 

¶ General Ledger Accounts ñ see page 14 

¶ Finance Charges ñ see page 20 

¶ Customer Accounts ñ see page 29 

¶ Recurring Invoices ñ see page 54 

¶ Multiple Installments ñ see page 57 

How Do I Establish...? 

¶ Salesperson History ñ see page 26 

¶ Customer History ñ see page 44 

¶ Accounts Receivable History ñ see page 49 

How Do I Enter...? 

¶ Salesperson Information ñ see page 25 

¶ Customer Information ñ see page 31 

¶ Customer Billing Addresses ñ see page 33 

¶ Customer Defaults ñ see page 34 

¶ Customer Account and Statement Information ñ see page 36 

¶ Customer Shipping Addresses ñ see page 43 

¶ Manually-prepared Invoices or Memos ñ see page 50 

¶ Invoices Generated Using the Order Management Module ñ see page 58 

¶ Adjusting Memos for Order Management-Generated Invoices ñ see page 115 

¶ Payments ñ see page 72 

¶ Payment Details for Order Management Counter Sales Orders ñ see page 69 
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Setting up Accounts Receivable 

Overview 
This section provides information and procedures for configuring the Accounts Receivable module to 

fit your business needs and practices. These basic tasks include: 

¶ Defining Statement Cycles 

¶ Defining Customer Classes 

¶ Setting Up General Ledger Accounts 

¶ Defining the Fiscal Period 

¶ Defining Customer Defaults 

¶ Setting up Finance Charges 

¶ Defining Accounts Receivable System-Level Decisions 

¶ Defining Sales Territories 

¶ Entering Salesperson Information 

¶ Establishing Salesperson History 

Before You Begin 

The normal Accounts Receivable module setup sequence is to enter setup information after defining 

payment terms, sales tax information, statement cycles, and customer classes but before entering 

salesperson, customer, open document, and recurring invoice information. 

Before you start setting up the Accounts Receivable module: 

1. Define all necessary accounts receivable record coding schemes. See òStructuring Accounts 

Receivable Codingó on page 5 and òAccounts Receivable Record Coding Formatsó on page 6. 

2. Set up customer terms on Terms Maintenance (21.270.00) in the Shared Information module. 

Your customer terms can be identical to the terms your vendors offer you. You do not need to set 

up separate terms IDs for identical customer and vendor terms. 

3. Set up sales tax information on Sales Tax Maintenance (21.280.00) in the Shared Information 

module. Set up tax information for any state and local sales taxes to which your sales are subject. 

4. If you plan to make documents available to your customers on a SharePoint site, complete the 

necessary customer document type setup information on the System Manager SharePoint Site 

Configuration (98.360.00) screen. For assistance, see the System Manager online help or user 

guide.   

Structuring Accounts Receivable Coding 

Before setting up the Accounts Receivable module and beginning regular accounts receivable 

operations, it is important to develop a logical, well-organized method for assigning identification 

codes to certain records entered and used throughout the Accounts Receivable module and elsewhere 

in the system: customer information, document reference numbers, recurring invoices, etc. The 

method you develop for each record is known as its coding scheme. 

A coding scheme is a system of arranging letters and/or numbers into meaningful data record 

identifiers (IDs and numbers) that distinguish each record from all other records in the database. Its 

purpose is to make data easier to reference and report when you are using Microsoft Dynamics SL. 

For example, you might set up a coding scheme for customer IDs that requires the customer ID of a 

retail customer to begin with the letters CR and the ID of a wholesale customer to begin with CW.  
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Consider developing an appropriate coding scheme for each of the following accounts receivable 

record types: 

¶ Customers 

¶ Customer classes 

¶ Customer addresses (including billing) 

¶ Document reference numbers 

¶ Recurring invoices 

¶ Salespersons 

¶ Statement cycles 

¶ Terms 

¶ Sales Territories 

Accounts Receivable Record Coding Formats 

During a session, a great deal of new information, from transaction batches, to customer information, 

to sales orders, to inventory data, is entered into the database. For accurate, efficient data storage 

and retrieval, each data record receives a unique identifying code that distinguishes it from all other 

data records. These codes can be numeric, alphabetic, or alphanumeric. Depending on the data 

record type, the codes are either assigned automatically by the software or manually by you. 

For example, if transaction batch numbering began with batch number 000001 for the first batch 

entered, batch number 000234 will be assigned automatically to the 234th batch entered. However, 

data records such as customer and salesperson information or accounts receivable terms require 

manually assigned identifying codes. For example, if the information of a customer named Greene is 

being entered, the customer ID could be GREENE, GRE100, 100GRE, or any identifying code you care 

to assign. 

To ensure easy record retrieval, especially for reporting make sure the codes assigned to each type of 

data record follow a standard coding format established in advance. For example, the coding format 

for the IDs of preferred customers might use a leading P at the beginning of each ID: P00001, 

P00002, etc. Salesperson IDs might use each salespersonõs territory code number and the first three 

letters of the salespersonõs last name: 100GRE, 120THO, etc. When establishing record coding 

formats, consider the following: 

¶ Before defining coding formats, review the sorting and selection functions that specify which 

information should appear when you generate reports and compare this to your reporting needs. 

This comparison helps you develop coding formats that achieve the desired reporting results. 

¶ Code sorting always occurs from first character to last, numerically and alphabetically. Also, 

numbers always sort before letters. For example, the software sorts 020243, 020242, 080656, 

042691 in the order 020242, 020243, 042691, 080656. The alphanumeric codes B20242, 

A20242, B20243 are sorted and arranged in the order A20242, B20242, B20243. 

¶ If you cannot define a format that completely meets the needs of a data record, use a format 

adequate for a majority of the recordõs codes and handle exceptions individually. Do not use a 

random coding format. 

¶ Once you have defined the coding format for a record type, consistently observe this format when 

you enter associated data records. If the format requires six characters, all codes should have six 

characters; if the character order is two letters followed by four numbers, all codes should have 

two letters followed by four numbers, etc. 

Remember that a well-planned system of coding formats ensures the orderly, logical identification of 

all data records in the database for better use of the softwareõs data management capabilities. 
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Customer ID 

Customer IDs are unique identifying codes assigned to each customerõs information that distinguish 

the customer from all other customers in the database. A customerõs ID can be any alphanumeric 

code you care to assign. Possible customer ID formats include: 

¶ The initial series of letters in the customer name (MASTERSONCO for Masterson Company) 

¶ Sequential numbers (10002, 10003, etc.) 

¶ Region number-customer number combination (100616 for customer 616 in region 100 ñ 

Northwest U.S.) 

¶ Customer name-sales area combination (MASTERSON12 for the Masterson Company in sales 

area 12 ñ Seattle Area) 

Salesperson ID 

Salesperson IDs are unique identifying codes assigned to each salespersonõs information (name, 

address, commission percentage, etc.). A salesperson ID can be any alphanumeric code you care to 

assign (for example, an abbreviated version of the salespersonõs name or a letter-number 

combination). Possible salesperson ID formats include: 

¶ A series of letters in the salespersonõs name (JRobinson for Jim Robinson) 

¶ Sequential numbers (15, 16, etc.) 

¶ Region number-salesperson number combination (10035 for salesperson 35 in region 100 ñ 

Northwest U.S.) 

¶ Salesperson name-sales area combination (JRobinson12 for Jim Robinson in sales area 12 ñ 

Seattle Area) 

Address ID and Billing Address ID 

Address IDs are unique identifying codes assigned to customer address information. An address ID 

can be any alphanumeric code you care to assign. To avoid confusion, each customerõs customer ID 

and address ID are usually the same. Possible address ID formats include: 

¶ The initial series of letters in the customer and state name (JRobinsonOH for Jim Robinson in 

Ohio) 

¶ Sequential numbers (10002, 10003, etc.) 

¶ Customer number-zip code combination (45840616 for customer 616 in zip code 45840) 

¶ Customer name-area code combination (JRobinson419 for Jim Robinson in area code 419) 

Customer Class ID 

Customer classes are typically used to identify and group customers with similar characteristics. They 

facilitate reporting the information of specific customer types and also make it easier to establish 

customer defaults when you are entering new customer information. A customer class ID can be any 

alphanumeric code you care to assign. Possible customer class ID formats include: 

¶ A series of letters in the customer class name (PREF for preferred) 

¶ Sequential numbers (22428656, 22428657, etc.) 

¶ Region number-class number combination (10010 for customer class 10 in region 100 ñ 

Northwest U.S.) 

Statement Cycle ID 

A statement cycle is a customer classification tool used to identify and group customers with similar 

characteristics whose statements should be printed at the same time. Grouping customers into 

statement cycles allows you to print statements for specific groups of customers at different times, 

eliminating long statement printing runs that typically result when all customer statements are 
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produced at the same time. A statement cycle ID can be any alphanumeric code. Possible statement 

cycle ID formats include: 

¶ A series of letters in the statement cycle name (AC for customers with last names beginning with 

the letters A through C) 

¶ Sequential numbers (01 for statements on the 15th of the month; 02 for statements on the 30th 

of the month) 

¶ A customer terms ID (2P15N30 for customers with a 2/15 net 30 terms) 

Terms ID 

Terms IDs are unique identifying codes assigned to customer payment terms information. A terms ID 

can be any alphanumeric code you care to assign. Possible customer ID formats include: 

¶ A series of letters (AA for 2/15 Net 30 terms, BB for 3/15 Net 30 terms, etc.). 

¶ Sequential numbers (01 for 2/15 Net 30 terms, 02 for 3/15 Net 30 terms, etc.). 

¶ An alphanumeric code (2P15N30 for customers with a 2/15 net 30 terms). 

Recurring Invoice ID 

A recurring invoice is an invoice issued at regular intervals for the same amount each time. Typical 

uses include standardized product orders and monthly retainer fees. Regular accounts receivable 

invoices are created from recurring invoice records. A recurring invoice ID can be any alphanumeric 

code you care to assign. Possible recurring invoice ID formats include: 

¶ The initial series of letters in the customer name (MASTERSONCO for Masterson Company). 

¶ Invoice description (RENT for a monthly rental invoice). 

¶ Sequential numbers (001, 002, etc.). 

¶ Customer name-recurring invoice number combination (JROBINSON001 for Jim Robinson, 

recurring invoice number 1). 

Reference Number 

Reference numbers are unique identifying codes assigned to accounts receivable documents. In the 

Accounts Receivable module, reference numbers can either be numeric or alphanumeric, depending 

on the option selected at Auto Reference Numbering on the Other Options tab of AR Setup 

(08.950.00). If you select automatic reference numbering, the software automatically assigns 

numeric-only numbers to orders and increments the order number by one (000242, 000243, etc.) for 

each new order entered, once you have established the order number format at Last Reference 

Number on the Other Options tab of AR Setup (08.950.00). Last Reference Number accommodates 

document numbering schemes up to 10 positions long: four-position schemes, six-position schemes, 

etc. When defining the last reference number scheme for automatic reference numbering, use a 

starting sequence value containing the exact number of document reference number character 

positions. 

¶ Type 000000  to use a six-position numbering scheme and number the next document entered 

with the 000001 reference number. 

¶ Type 00000010  to use an eight-position numbering scheme and number the next document 

entered with the 00000011 reference number. 

If you want to use a four-position number but you type 0000000000 , the software will number the 

next document entered with the 0000000001 reference number. 

After you define the Last Reference Number numbering scheme and reference number, the software 

automatically increments the reference by one for each new document entered. 

If you select manual reference numbering, you control whether reference numbers are assigned to 

documents and the numbering format used. A manual reference number format can be any 

alphanumeric system you care to establish. Possible manual reference number formats include 

customer invoice numbers or combination codes such as a department-document number, such as 
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SM0013 for document number 13 from Sales & Marketing, or data entry operator-document number, 

such as KE2130 for document 2130 entered by an operator with the initials KE. 

If you manually assign reference numbers and use numbers printed on the documents as reference 

numbers for accounts receivable transactions, you do not need to maintain a reference number log. 

The reference numbers are already recorded on the source documents. If you use a reference 

numbering scheme other than the sequential method, the audit trail to the order in which documents 

are entered will be lost. 

Note: Automatic reference or manual reference numbering formats using customer document 

numbers or some type of sequential system are the only formats that provide a clear accounts 

receivable document audit trail. If you choose any other type of reference numbering format, maintain 

a written reference number log showing the specific reference number assigned to each document. 

Accounts Receivable Setup 

The Accounts Receivableõs flexible setup options allow you to tailor its operation to the specific needs 

of your company. During setup, you typically: 

¶ Enter the numbers of your companyõs default accounts and subaccounts to which accounts 

receivable receipts, discounts, finance charges, and sales will be posted. Setting up default 

accounts receivable accounts reduces data entry time when entering customer documents. 

¶ Specify whether the software should post accounts receivable batches to the general ledger in 

detail (include all batch document and transaction details) or summary (include only a by-account 

summary of batch documents and transactions). 

¶ Set Microsoft Dynamics SL to retain accounts receivable transaction details and accounts 

receivable history for a set number of prior fiscal periods and years. The software can retain 

accounts receivable details and history for up to 99 prior fiscal periods and years. Retaining 

transaction detail allows you to perform on-screen inquiries for transactions already posted to 

customer accounts. History refers primarily to customer summary data, such as sales, debit 

memos, and credit memos. 

¶ Select Post Payment Discount into Company of Invoice to have payment discounts in a multi-

company database posted to the company of the invoice. Otherwise, payment discounts will be 

posted to the company receiving the payment. 

¶ If you do not retain transaction detail for any prior periods, the software automatically deletes all 

closed transactions from prior periods when you close the Accounts Receivable module for a 

period. See òClosing Process (01.560.00)ó in the General Ledger online help or user guide. The 

number of periods and years accounts receivable details and history are retained affects 

database size; the more periods and years data are retained, the larger the database. 

¶ Specify whether invoice numbers are assigned automatically by the software or manually by you. 

Numbering invoices manually is useful when specific ranges of invoice numbers are assigned to 

specific entities, such as individuals, offices, or countries/regions. 

¶ Define the level of customer credit limit checking that will be performed. The level of credit limit 

checking impacts the entry of hand-prepared invoices as well as the credit checking functions in 

the Order Management module. For this reason, review your companyõs credit policy carefully to 

ensure the appropriate credit checks take place during transaction entry. 

¶ Enter miscellaneous default customer-related information, such as default statement cycle, 

customer class, and statement type. This information will be used automatically on accounts 

receivable documents. 

¶ Establish how the software will handle finance charges. 

¶ Specify whether or not the entry of sales tax information on accounts receivable documents will 

be permitted. 
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¶ Specify whether or not a NSF Charge is automatically assigned during a payment void and the 

charge amount. 

¶ Specify whether small balances may be written off during payment application and the maximum 

amount. 
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Defining Statement Cycles 
Group customers into statement cycles to print statements for specific groups of customers, such as 

all customers with accounts 90 days overdue. Using statement cycles eliminates long statement 

printing runs that typically result when all customer statements are generated at the same time. 

Defining a statement cycle involves entering an identification code, aging days for up to four aging 

categories, and an associated dunning message that should be printed on certain accounts receivable 

documents. Typical aging categories are: 

¶ Currently due 

¶ 30 days overdue 

¶ 60 days overdue 

¶ 90 days overdue 

The software totals customer billing document amounts with aging days equal to or less than the days 

specified in the aging categories, and then lists the total under the associated dunning message on 

customer statements. It prints the dunning message on a customerõs statement only if Print Dunning 

Message is selected for the customer on the Other Options tab of Customer Maintenance 

(08.260.03). See òEntering Customer Informationó on page 31. 

To define statement cycles: 

1. Open Statement Cycle (08.280.00). 

 
Figure 2: Statement Cycle (08.280.00) 

2. Type a statement cycle code in Statement Cycle ID. 

3. Type the number of aging days in Aging Category Days and the message to print on customer 

statements in Message Description. 

4. Click Save on the toolbar. 

5. Close Statement Cycle (08.280.00). 
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Defining Customer Classes 
Customer classes identify and group customers with similar characteristics, such as wholesale 

customers. Using customer classes makes it easier to print reports on specific groups of customers or 

to set up defaults, such as a default statement cycle or payment application options, when you are 

entering new customer information. 

To define customer classes: 

1. Open Customer Class (08.290.00). 

 
Figure 3: Customer Defaults tab of Customer Class (08.290.00) 

2. Type an identification code for the class in Class ID. 

3. Type a description of the class in Description. 

4. Click the Customer Defaults tab, if necessary. 

5. Type the price class to assign to the customer class in Price Class. 

6. Type the sales terms to assign to the customer class in Terms. 

7. Type the trade discount to assign to the customer class in Trade Discount. 

8. Type the accounts receivable account and optional subaccount to debit for customer sales. 

9. Type the accounts receivable sales account and optional subaccount to credit for customer sales. 

10. Type the liability account and optional subaccount to credit for customer prepayments. 

Complete step 11 if the Order Management module is installed. Otherwise, continue with step 17. 
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11. Click the OM Defaults tab to establish default order type accounts and subaccounts. 

See the Order Management online help or user guide for a discussion on order type maintenance. 

 
Figure 4: OM Defaults tab of Customer Class (08.290.00) 

12. Type the cost of goods sold account and optional subaccount to debit for customer sales. 

13. Type the freight account and optional subaccount to credit for customer sales. 

14. Type the miscellaneous account and optional subaccount to credit for customer sales. 

15. Type the discount account and optional subaccount to debit for customer sales 

16. Click Save on the toolbar. 

17. Close Customer Class (08.290.00). 
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Setting Up General Ledger Accounts 
General ledger accounts are those used to debit or credit customer accounts based on transactions in 

the Accounts Receivable module. 

¶ All general ledger accounts must be set up on Chart of Accounts Maintenance (01.260.00) in the 

General Ledger module. 

¶ All subaccounts must be set up on Flexkey Table Maintenance (21.330.00) in the Shared 

Information module and Subaccount Maintenance (01.270.00) in the General Account module. 

To set up general ledger accounts: 

1. Open AR Setup (08.950.00). 

 
Figure 5: Invoice Accounts tab of AR Setup (08.950.00) 

2. Type the account and subaccount to debit for customer sales in Accounts Receivable. 

3. Type the bank account and optional subaccount to debit for customer payments in Default Cash 

Account. 

4. Type the contra-asset account and optional subaccount to credit for discounts given to customers 

in Default Discount Account. 

5. Type the income account and optional subaccount to debit for finance charges you receive from 

customers in Default Finance Charge Account. 

6. Type the income account and subaccount to credit for customer purchases in Default Income 

Account. 
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7. Click the Payment Accounts tab. The Payment Accounts tab of AR Setup (08.950.00) appears. 

 
Figure 6: Payment Accounts tab of AR Setup (08.950.00) 

8. Type the account and optional subaccount to debit for non-sufficient funds (NSF) check bank 

charges in Default NSF Charge Account. 

9. Type the liability account and optional subaccount to debit for customer prepayments in Default 

Prepayment Account. 

10. Type the account and optional subaccount to credit for small balance write-offs in Default Small 

Balance WO Account. 

11. Type the account and optional subaccount to credit for small credit write-offs in Default Small 

Credit WO Account. 

12. Click Save on the toolbar. 
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Defining the Fiscal Period 
Define the fiscal period based on when you plan to start using the Accounts Receivable module. A 

fiscal period consists of the period number and fiscal year. 

¶ The period number is the month number starting with the first month in the fiscal year. 

¶ The fiscal year is defined in GL Setup (01.950.00). For some companies, the fiscal year is the 

calendar year in which the fiscal year begins. For others, the fiscal year is the calendar year in 

which the fiscal year ends. 

Example: If April is the first period of the new fiscal year, the period number for April is 01. If the fiscal 

year begins April 1, 1998 and runs through March 31, 1999, the fiscal year is 1998. 

The current fiscal period number increments by one at each period closing. After the first period 

closing, the current fiscal period number is always the number of the current accounts receivable 

accounting period. The current fiscal year increases by one at each yearly closing. 

To set up the fiscal period: 

1. Click the GL Options tab on AR Setup (08.950.00). The GL Options tab of AR Setup (08.950.00) 

appears. 

 
Figure 7: GL Options tab of AR Setup (08.950.00) 

2. Select how the software should post accounts receivable activity to general ledger accounts from 

the GL Posting Option list. 

Note: If you choose to post activity in summary, make sure you retain all related batch control 

reports and generate up-to-date transaction lists to maintain a detailed history for auditing 

purposes. 
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3. Type the period before the period in which you plan to begin regular operations in Current Period 

Number. For example, if you plan to begin regular operations in period nine of 1998, the current 

fiscal period is 08-1998. 

Note: Once you enter transactions into the database, you cannot change the current fiscal period 

number. The number changes only as a result of doing period- and year-end closings. 

4. Type the maximum number of fiscal years prior to the current year that the software should retain 

customer history in Years to Retain History. For example, 02 indicates that customer history 

should be retained for two years after the current year. 

5. Type the maximum number of periods prior to the current period that the software should retain 

accounts receivable activity in Periods to Retain Tran Detail. For example, 02 indicates that the 

software should include customer payment history for two periods prior to the current period in 

the average-days-to-pay calculation. 

6. Type the maximum number of periods prior to the current period that the software should retain 

statement detail for statements sent electronically in Pds to Retain Quick Send Stmt Dtl.  For 

example, 06 indicates that detail for statements transmitted electronically to the customer should 

be retained for six periods prior to the current period. 

7. Type the maximum number of periods prior to the current period that the software should include 

in the average-days-to-pay calculation in Nbr of Pds in Avg Days to Pay. 

8. Click Save on the toolbar. 
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Defining Customer Defaults 
Default customer information is information that applies to the majority of your customers. Setting up 

default customer information can increase the speed of entering customer records. When you enter a 

new customer record, the software automatically enters the default information, which you can 

change as needed. 

To define customer defaults: 

1. Click the Customer Defaults tab on AR Setup (08.950.00). The Customer Defaults tab of AR Setup 

(08.950.00) appears. 

 
Figure 8: Customer Defaults tab of AR Setup (08.950.00) 

2. Type the default statement cycle to use when entering a new customer in Customer Maintenance 

(08.260.00). 

3. Type the default customer class to use when entering a new customer in Customer Maintenance 

(08.260.00). 

4. Select the default level of detail to print on customer statements from the Default Statement Type 

list. 

5. Select Default Customers to Auto Apply Payments if the software should automatically apply the 

payments and credit memos to the oldest invoices, debit memos, or finance charges when 

applying payments on Payment Application (08.030.00) and Payment Entry (08.050.00). If this 

option is not selected, you must manually apply payments. 

6. Select Allow Small Balance Write Off in Payment Applications to enable small balance write-off on 

Payment Applications (08.030.00). Type the maximum amount that a document can be to qualify 

for a small balance write-off. 

7. Select Automatically Generate NSF Check Bank Charge if the software should automatically apply 

a charge for a check returned for non-sufficient funds. Type the amount of service charge to apply 

check returned for non-sufficient funds. 
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8. Select the default sorting option to use when displaying documents on Payment Application 

(08.030.00). 

9. Select the default viewing option to use when displaying customer documents on Customer 

Activity (08.260.04). 

10. Click Save on the toolbar. 
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Setting up Finance Charges 
Setting up finance charge maintenance information involves specifying the annual finance charge 

percentage, minimum finance charge, whether or not to charge the minimum finance charge, whether 

or not to compound finance charges, and whether or not to apply customer payments to finance 

charges first. 

¶ For balance-forward customers subject to finance charges, the software applies finance charges 

to each past-due document in each statement cycle aging category. 

¶ For open-item customers, the software applies finance charges to each past-due document plus 

any previously accumulated finance charges. 

Finance charges on past-due customer accounts become due on the date they are calculated. If you 

compound finance charges, the software adds any finance charges still outstanding to the new 

finance charge. 

To compensate for unapplied customer payments and credit memos, the software simulates the 

application of these documents to each customerõs oldest invoices, debit memos, and finance charges 

before it calculates new finance charges. 

To set up finance charges: 

1. Click the Finance Charge Setup tab on AR Setup (08.950.00). The Finance Charge Setup tab of 

AR Setup (08.950.00) appears. 

 
Figure 9: Finance Charge Setup tab of AR Setup (08.950.00) 

2. Type the annual finance charge percentage that will be used to calculate document finance 

charges. 

3. Type the minimum finance change to use when adding finance charges. If a finance charge on a 

customer document is less than the minimum finance charge, the software does not add the 

finance charge unless Always Charge Minimum is selected. 

4. Select Always Charge Minimum if the software should add a finance charge to customer 

documents for which the finance charges are less than the minimum. 
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5. Select Compound Finance Charge to compound the customer finance charges that is calculated 

for past-due customer documents. 

6. Select the order in which payments should be applied to documents when you use Payment 

Application (08.030.00) or Payment Entry (08.050.00). 

7. Click Save on the toolbar. 
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Defining Accounts Receivable System-Level Decisions 
System-level decisions affect the operation of the Accounts Receivable module. These decisions 

include how to assign a document reference number, how to display transaction line descriptions, how 

to enter sales tax defaults, and how to perform credit checking. 

To define Accounts Receivable system-level decisions: 

1. Click the Other Options tab on AR Setup (08.950.00). The Other Options tab of AR Setup 

(08.950.00) appears. 

 
Figure 10: Other Options tab of AR Setup (08.950.00) 

2. Select Auto Reference Numbering to assign reference numbers to AR documents automatically, 

based on the value shown in Last Reference Number. 

3. Type the format to use as the number format for AR documents in Last Reference Number. The 

typical format is 000000, which assigns 000001 to the first AR document. 

4. In Tran Description Default, select the default format that should be used to begin transaction 

detail line descriptions in AR document entry and maintenance screens. 

5. In Credit Checking TypeB, select the type of credit checking that the software should perform to 

warn you that a customerõs balance may exceed credit limit restrictions. Note that this feature will 

not prevent entry or release of new invoices. 

6. In Days Past Due, type the maximum number of days that a customerõs oldest invoice can be past 

due before the software applies its credit checking functions to the customerõs new orders. 

7. In OverLimit Type Amount, select the type of overlimit that the software should use for its credit 

checking functions. Type the maximum overlimit value allowed for customers whose balances and 

documents exceed their credit limit. 

¶ If you select Amount, type a dollar value. 

¶ If you select Percent, type a percent. 
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8. Select one of the following: 

¶ Previous Line on Document to obtain the default sales tax value for a new document 

transaction detail line from the previous line on the document. 

¶ Customer Defaults to obtain the default sales tax value for a new document transaction detail 

line from the customerõs default entries. 

9. Select Allows Sales Tax Entry to allow entry of sales tax information when processing AR 

documents. 

10. Type the number of decimal places to display in quantity fields. 

11. Type the number of decimal places to display in price fields. 

12. Type the maximum number of documents that can be listed on Payment Application (08.030.00) 

without generating a warning message. 

13. Click Save on the toolbar. 
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Defining Sales Territories 
Sales territories are used to identify and group salespersons or customers with similar geographic 

areas. 

1. Open Sales Territory (08.320.00). 

 
Figure 11: Sales Territory (08.320.00) 

2. Type a unique alphanumeric code in Territory that identifies the sales territory. 

3. Type an explanation of the territory ID in Description. 

4. Click Save on the toolbar. 

5. Close Sales Territory (08.320.00). 
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Entering Salesperson Information 
Associating a default salesperson with each of your customers enables you to track and report sales 

by salesperson. If you do not want to track sales by salesperson, use Salesperson Maintenance 

(08.310.00) to set up sales categories to track sales by other groupings, such as by country/region. 

During regular operations, all customer sales are assigned to their associated salesperson and 

commission rate. The commission percentage is the base commission rate paid to the salesperson for 

sales to customers. Salespersonsõ cash commissions are calculated by multiplying the sales amount, 

or net profit of each document, by the commission percentage. You can override salesperson 

information in Invoice and Memo (08.010.00). If you are using the Order Management module, you 

can override these customer defaults and assign any salesperson and commission rate that is set up. 

Note: Once a salespersonõs information is set up, you cannot change the salespersonõs ID. The only 

way to change a salespersonõs ID is to delete all of the salespersonõs information and then re-enter 

the information using a new salesperson ID. 

To enter salesperson information: 

1. Open Salesperson Maintenance (08.310.00). 

 
Figure 12: Salesperson Maintenance (08.310.00) 

2. Type an alphanumeric code for the salesperson in Salesperson ID. 

3. Type the salespersonõs full name in Name. Type the @ symbol before the name to use when 

alphabetizing. For example, the software alphabetizes Steve@Milton by Milton. 

4. Type the salespersonõs address and telephone information. If you use both address lines, type the 
actual mailing address in Address Line 2. 

5. Type the salespersonõs default commission percentage rate in Commission Pct. 

6. Type the identification code of the salespersonõs territory in Territory ID. 

7. Type the salespersonõs email address in Email Address. 

8. Click Save on the toolbar. 

9. Close Salesperson Maintenance (08.310.00). 
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Establishing Salesperson History 
Before you begin using the Accounts Receivable module, establish salesperson history using the 

initialize mode. See the System Manager online help or user guide for information on the initialize 

mode. 

You also can import existing data. See the System Manager online help or user guide for information 

on data import. 

To establish salesperson history: 

1. Choose Options | Initialize Mode to turn on initialize mode. 

2. Click History on Salesperson Maintenance (08.310.00). Salesperson History (08.311.00) 

appears. 

 
Figure 13: Salesperson History (08.311.00) 

3. Type the identification code of the salesperson in Salesperson ID. 

4. Type the current fiscal year in Fiscal Year. 

5. Type the fiscal period and year in Current Period that is prior to the period and year in which you 

want to begin using the Accounts Receivable module. 

6. Type the sum of the salespersonõs sales by period in Sales. If you change the salespersonõs 

period-to-date sales amount, change the appropriate customer class sales total by the same 

amount. 

7. Type the sum of the salespersonõs receipts on sales by period in Receipts. If you change the 

salespersonõs period-to-date receipts amount, change the appropriate customer class receipts 

total by the same amount. 

8. Type the sum of the salespersonõs cost-of-goods-sold on sales by period in Cost of Goods. If you 

change the salespersonõs period-to-date cost-of-goods-sold amount, change the appropriate 

customer class cost-of-goods-sold total by the same amount. 

9. Click Save on the toolbar. 

10. Close Salesperson History (08.311.00). 
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11. Choose Options | Initialize Mode to turn off initialize mode.
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Setting up Customer Accounts 

Overview 
This section provides information and procedures for entering customer information and establishing 

customer account history. The basic tasks are listed below. Be sure to read òBefore You Beginó prior to 

setting up customer accounts. 

¶ Entering Customer Information 

¶ Entering Customer Addresses 

¶ Entering Customer Defaults 

¶ Entering a Customerõs Other Options 

¶ Entering Customer Order Management Information 

¶ Entering Customer Order Management Account Information 

¶ Entering Customer Quick Send Preferences 

¶ Entering Customer Shipping Addresses 

¶ Establishing Customer History 

Before You Begin 

Before you set up your customer accounts: 

¶ Define all necessary accounts receivable record coding schemes. See òStructuring Accounts 

Receivable Codingó on page 5 and òAccounts Receivable Record Coding Formatsó on page 6. 

¶ Obtain a list of your companyõs current customers and structure their customer and address IDs 

according to the coding schemes you have developed for these records. 

¶ If you are segmenting customer IDs, set up the segments in Flexkey Table Maintenance 

(21.330.00) in the Shared Information module. 

¶ Set up customer terms on Terms Maintenance (21.270.00) in the Shared Information module.  

Your customer terms can be identical to the terms your vendors offer you. You do not need to set 

up separate terms IDs for identical customer and vendor terms. 

¶ Set up sales tax information on Sales Tax Maintenance (21.280.00) in the Shared Information 

module. Set up tax information for any state and local sales taxes to which your sales are subject. 

¶ Note any customers who require special attention, such as those to be placed on hold and those 

with names that will sort differently on reports and lists than you would prefer. 

Note:  The software automatically sorts customer names alphabetically by the first letter in the 

first word of the customer name. For example, it automatically sorts the customer The Baltimore 

Bank by the T in The rather than the B in Baltimore. For such customer names, determine the 

word by which the software should base name sorting when generating reports and lists. 

¶ The normal Accounts Receivable module setup sequence is to enter setup information after 

defining payment terms, sales tax information, statement cycles, and customer classes but before 

entering salesperson, customer, open document, and recurring invoice information. 

¶ Assign the appropriate terms ID, customer class ID, and statement cycle ID to each customer. 
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Customer Status 

A customerõs account status determines the type of processing that the software performs on the 

account. 

¶ Active ñ Customer is eligible for all accounts receivable services. The software processes all of an 

active customerõs documents without any restrictions. 

¶ Admin Hold ñ Customer is on administrative hold. The software does not permit document entry 

for this customer. However, you apply and enter payments on Payment Application (08.030.00) 

and Payment Entry (08.050.00). 

¶ One Time ñ Customer is a one-time customer. One-time customer information is deleted when the 

customerõs account has no open documents and meets the maximum number of periods set for 

retention of transaction details. 

¶ Inactive ñ Customer is not active. New transaction document entry (invoice, payment, order, etc.) 

is not permitted for this customer until the customerõs status is changed to Active or One Time. 

Documents entered into the system before the customer became inactive will be processed. 

Terms and Pricing 

Terms and pricing determines how the software calculates a customerõs document amount at 

payment time. 

¶ Trade Discount Percentage ñ Discount percentage given to the customer in addition to any 

regular price or percent discounts. For example, a customer who purchases in very large volumes 

might receive an additional 5% discount in addition to the regular price level discount. 

¶ Price Class ñ Separate price lists for the same inventory items. Price classes are often used to 

establish different item prices for different customer groups and to identify contract price 

schedules. The software uses price classes in the Order Management module to determine the 

appropriate item prices to charge when you produce sales orders. 

Note: If you are using the Inventory and Order Management modules, you will need to set up 

pricing information in Inventory Items (10.250.00) and/or price level information in Sales Price 

(40.380.00). 

¶ Terms ID ñ Predefined customer sales terms, such as Net 30 days with a 2% discount. Set up 

customer terms on Terms Maintenance (21.270.00) in the Shared Information module. 
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Entering Customer Information 
You must enter a customerõs information before you can create and process documents for the 

customer. Customer information consists of the customerõs name and address, account status, sales 

terms, and credit limit. In addition, the Create/Modify SharePoint Site button  is provided to help 

you create a SharePoint site or a document library on an existing site to hold the customerõs invoices, 

statements, or order-related documents. Create/Modify SharePoint Site is available if a SharePoint 

site was configured and enabled in System Manager. See the System Manager online help or user 

guide for information about SharePoint site configuration. 

Note: Once a customerõs information is set up, you cannot change the customerõs ID. The only way to 

change a customerõs ID is to delete all of the customerõs information (if there are no customer history 

or detail transaction items for that customer), and then re-enter the information using a new customer 

ID. 

To enter customer information: 

1. In the navigation pane of the Microsoft Dynamics SL window, click Financials, and then click 

Accounts Receivable. 

2. In the application pane under Maintenance, click Customer Maintenance. The Customer 

Information tab of Customer Maintenance (08.260.00) appears. 

 
Figure 14: Customer Information tab of Customer Maintenance (08.260.00) 

3. In Customer ID, type a unique identifying code for the new customer. 

4. Select the status of the customer account from the Status list. See òStatusó on page 190. 
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5. Type an alphanumeric code (up to 10 characters) for the customer identification number. 

6. Type the class ID for the customerõs class grouping in Class ID. 

7. Type the customerõs full name. Type the @ symbol before the word to use when alphabetizing. For 
example, the software alphabetizes The@Middleton Company by Middleton. 

8. In the Terms and Pricing area, type the customerõs trade discount, price class, and terms ID. 

These values will default from the customer class record if they have been set up. Price Class can 

be used only when the Order Management module is being used. 

9. In the Credit area, select the credit check method from the Credit Check list, type the customerõs 

credit limit in Limit, the credit checking grace period in Grace Period and enter the Credit Manager 

ID. For the credit limit, zero specifies that the customer has unlimited credit. 

10. In the Balance area, the customerõs current balance, future balance, accrued revenue, open 

orders, shipped, prepayments, past due, last invoice, and last activity reflect the current open 

documents. 

11. Click Create/Modify SharePoint Site  on the toolbar if you want to configure a site or document 

library that will hold this customerõs documents for Web access and use with the Doc Share 

feature. SharePoint Site Creation/Linking (21.960.00) appears. 

Note: This step and steps 12 and 13 are necessary only if Enable Default Creation is not selected on 

the System Manager SharePoint Site Configuration (98.360.00) screen or if you want to change any of 

the SharePoint default settings on that screen. If Enable Default Creation is selected, a SharePoint 

site or document library is automatically created when you save the information you entered in 

Customer Maintenance (08.260.00). 

 
Figure 15: SharePoint Site Creation/Linking (21.960.00) 

12. Review the SharePoint settings for this customer. Make changes as needed in the Site Selection, 

Site Options, and Document Library Options Selection areas. These settings default from System 

Manager SharePoint Site Configuration (98.360.00).  

13. Click OK. Do this to confirm the settings and prepare the SharePoint site or document library to 

receive the customerõs documents. 

14. Click Save on the toolbar in Customer Maintenance (08.260.00). 
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Entering Customer Addresses 
The billing address is the address used on the customerõs invoices and statements. If you do not enter 

a customerõs billing address, the software creates one when you exit the customerõs record. 

To enter a customerõs address: 

1. Click the Address tab on Customer Maintenance (08.260.00). The Address tab of Customer 

Maintenance (08.260.00) appears. 

 
Figure 16: Address tab of Customer Maintenance (08.260.00) 

2. In the Main Address area, type the customerõs address information. 

3. Click Copy to Bill To. The customer address information from the Main Address area populates the 

fields. 

4. If the customerõs billing address is different, change the necessary information. 

5. Click Save on the toolbar. 
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Entering Customer Defaults 
The defaults for each customer appear in fields on screens used for data entry. When you enter a new 

customer record, the software automatically enters the default information in the appropriate fields. 

There are three types of defaults: 

¶ Tax defaults 

ð Tax defaults on Customer Maintenance (08.260.00) are available only if Allow Sales Tax Entry 

is selected on the Other Options tab of AR Setup (08.950.00). 

ð The software uses customer sales tax information to calculate taxable and tax amounts on 

accounts receivable documents. A customerõs tax information includes a tax registration 

number, a tax location ID, and up to four default tax IDs. 

ð Set up tax IDs on Tax Maintenance (21.280.00) or Tax Group Maintenance (21.340.00) in 

the Shared Information module. You can associate the tax IDs with either the customerõs 

shipping address or main address. 

¶ Currency defaults 

¶ General ledger account defaults 

All accounts must be set up on Chart of Accounts Maintenance (01.260.00) in the General Ledger 

module. All subaccounts must be set up on Flexkey Table Maintenance (21.330.00) in the Shared 

Information module and Subaccount Maintenance (01.270.00) in the General Ledger module. 
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To enter customer defaults: 

1. Click the Defaults tab on Customer Maintenance (08.260.00). The Defaults tab of Customer 

Maintenance (08.260.00) appears. 

 
Figure 17: Defaults tab of Customer Maintenance (08.260.00) 

2. In Default From, select the location where the software should retrieve the default tax IDs. 

3. Type the tax registration number assigned to the customerõs main address, if such a number is 
required for tax reporting purposes. 

4. Type the tax location ID associated with the customerõs main address. A tax location ID is optional 

and is typically used to cross reference tax information to an external source. 

5. Type up to four default tax IDs and/or group tax ID associated with the customerõs main address. 

6. Type the currency defaults for the customer in the Currency area. 

7. Type the default accounts receivable, sales, and prepayment accounts and subaccounts in the GL 

Accounts area. 

8. Click Save on the toolbar. 
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Entering a Customerõs Other Options 
A customerõs other options include the ID of the customerõs associated sales territory and 

salesperson, any customer credit card information, and the options that control statement preparation 

for the customer. On this tab, you can also indicate whether your organization will make the 

customerõs documents available on a SharePoint site. 

To enter a customerõs other options: 

1. Click the Other Options tab on Customer Maintenance (08.260.00). The Other Options tab 

appears. 

 
Figure 18: Other Options tab of Customer Maintenance (08.260.00) 

2. Type the customerõs default statement options in the Statement Options area. 

3. Type the customerõs default credit card information in the Credit Card area. 

4. If you do not plan to post documents for this customer to a SharePoint site with the Doc Share 

feature, select Disable Document Publishing to SharePoint. 

This also disables automatic creation of a SharePoint site or document library that happens if 

Enable Default Creation is selected on System Managerõs SharePoint Site Configuration 

(98.360.00). 

5. Type the identification code of the customerõs sales territory in Sales Territory ID.  

6. Type the identification code of the customerõs default sales person in Salesperson. 

7. Click Save on the toolbar. 
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Entering Customer Order Management Information 
A customerõs Order Management information includes default order-related IDs (preferred inventory 

source site, ship to, buyer, certification), customer order preferences and options (minimum order 

value, substitute items are okay, etc.), default salespeople information, and whether to consolidate 

multiple shippers into an invoice. 

To enter a customerõs Order Management information: 

1. Click the Order Management tab on Customer Maintenance (08.260.00). The Order Management 

tab of Customer Maintenance (08.260.00) appears. 

 
Figure 19: Order Management tab of Customer Maintenance (08.260.00) 

2. Type the customerõs default Order Management IDs in the Default IDs area. 

3. Define the order preferences and options in the Processing Options area. 

4. Click Default Salespeople. Customer Salespeople (40.808.00) appears. 

5. Define the customerõs default salespeople information. 

6. Click OK to close Customer Salespeople (40.808.00). 

7. Click Consolidate Invoice to consolidate multiple shippers on a single invoice. 

8. Click Save on the toolbar. 
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Entering Customer Order Management Account 

Information 
A customerõs Order Management account information defines the accounts and optional subaccounts 

used to book the customerõs Order Management transactions to the general ledger. Customer Order 

Management accounts consist of cost of goods sold, freight, miscellaneous, Order Management sales, 

discount, and accrued revenue. 

To enter a customerõs Order Management account information: 

1. Click the OM GL Accounts tab on Customer Maintenance (08.260.00). The OM GL Accounts tab of 

Customer Maintenance (08.260.00) appears. 

  
Figure 20: OM GL Accounts tab of Customer Maintenance (08.260.00) 

2. Type the customerõs Order Management general ledger account and subaccount information. 

3. Click Save on the toolbar. 
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Entering Customer Quick Send Preferences 
To allow documents to be sent electronically to a customer, create the customerõs Quick Send 

preferences for each document type on the Quick Send tab of Customer Maintenance (08.260.00). 

Documents that can be sent electronically are AR Invoice/Memo, AR Statement, OM Invoice, OM Order 

Confirmation, OM Manual Order Confirmation, OM Shipping Notice, Project Invoice, Construction 

Billing, Service Call Invoice, or Service Contract Invoice. Additional recipients can also be defined for 

each document on Additional Receivers (08.260.08). Prior to entering a customerõs preferences, 

Quick Send must be defined for each document type on Quick Send Setup (21.951.00) in the Shared 

Information module.  For more information about setting up Quick Send, see òSetting up Quick Sendó 

in the Shared Information online help or user guide. 

To enter customer Quick Send preferences: 

1. Determine which customers wish to receive their documents electronically. 

2. Determine which documents to send to each customer defined in step1. 

3. Open Customer Maintenance (08.260.00). 

4. Select the customer identification number in Customer ID for the first customer defined in step 1. 

5. Click the Quick Send tab. The Quick Send tab of Customer Maintenance (08.260.00) appears. 

  
Figure 21: Quick Send tab of Customer Maintenance (08.260.00) 

6. Select the document defined for the customer in step 2 in Document Type. 

7. Select Quick Send to allow the document to be sent electronically to the customer. 


























































































































































































































































































































































































































































































































































































































