
Accounts Receivable Report(AR Report.XLS) 
 
The accounts receivable report is designed to provide an aged receivable report with drill down 
capabilities.   
 

 
 
Company Code: Select one companies from the list. 
 
Owner Code:  Select one or more owners from the list.  To select a range of owners, click the 
first company on the list and then hold the shift key and click the last one.  To pick and choose 
multiple owners that are not in a range, hold the control key down and click on each owner to be 
included. 
 
Include Owners with $0.00 Balances:  Check this box to include owners that do not have a 
balance due.   



 
Include Recent Payments: Checking this box will include payments and adjustments that have 
occurred after the date entered on the report. When the mouse pointer is hovered over the option 
a pop-up box will appear explaining the option. 

 
 
Sort by Amount Due: Checked will sort by amount due.  Unchecked will sort by Owner code. 
When the mouse pointer is hovered over the option, a pop-up box will appear explaining the 
option. 

 
 
Date:  Invoices will be included based on the date entered.  Any invoices after this date will not 
be included. 
 
GL Selection:  Check Closed to restrict the report to accrual closed items.  Check Unclosed to 
restrict the report to accrual unclosed items. 
 
When All selection have been made, click the Run button. 
 
The report will include the Owner Code, Owner name, Total outstanding balance and an aging 
schedule for  Over 90 days, 61-90 days, 31-60 days and current to 3 days based on the date 
entered (and the Include recent payments checkbox). 
 

 
 
If any field on a row is right clicked, the option to drill down will be available.  Drill down can be for 
paid unpaid or only unpaid invoices. This will add data to the Invoice tab at the bottom of the 
screen.  



 
 
When the user right clicks on any cell in a row (invoice) and selects the “Drill to Detail” option, the 
Detail sheet will be populated with the detail for that invoice. 
 

 
 
Another option on the right click drop down is the “Retrieve Image” option.  When this option is 
selected, a picture of the Joint Interest Bill (JIB) will be displayed on the Image sheet. 
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