
Running the AP Report 
 
The AP Report allows users to view Accounts Payable data that has been exported from OGWIN 
into a SQL Server database. 
  
Steps to follow: 
 

• Navigate to the Macros menu (Click Tools – Macro - Macros. 
 

 
 

• Run the AP_Report macro. 
 

 
 



• You will see the dialog box below.   

 
Company Selection – Click on the company which contains the information about the 

Vendor. Only one company can be selected at a time. 
Vendor Selection (optional) – If no selection is made, the default is all vendors.  Select 

multiple vendors by holding the CTRL key down while clicking on each vendor.  
Using the Shift key will select all vendors from original vendor highlighted to the 
last vendor selected. 

Include Vendors with $0.00 Balances – Default is unchecked.  Check to include vendors 
with a zero balance. 

Sort by Amount Due – Changes the default sort on all tabs to Amount due.  On the 
Vendor Tab the default is Vendor code.  On the Invoice Tab, the default is 
Invoice number. 

Show General Ledger Un-closed Items – When checked, Vendor invoices that have not 
been a part of a GL Close month (do not have an accrual date) will be included. 

Date selection – Enter the date that will be used for analysis.  If the Invoice Date radio 
button is chosen, the comparison will be made to the Invoice date.  If the Due 
Date radio is selected, the comparison will be made based on Due date.   



• The report will populate the By Vendor tab with a list of vendors and the status of their 
invoices.  To populate the By Invoice Tab, Right-click on the worksheet to bring up the 
option to view the invoices for a specific vendor.  Select either unpaid invoices only or 
paid and unpaid invoices. 

 

 
 

• The report will populate the By Invoice tab with a list of invoices based on the option 
chosen in the previous step.  To populate the Detail Tab, Right-click on a cell in the 
worksheet to bring up the option to view the details of a specific invoice 

 

 
 

• At any time, you can navigate back to previous tabs by clicking on the tab at the bottom 
of the screen and re-run the drill down options 

 
 
 

 

Sample Report 
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