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Accounts Payable & Accounts Receivable 

Reports 

Sage Intacct Help Sheets 
 

1.  Overview 

There are 3 types of reports. 

▪ standard 

▪ financial 

▪ custom 

You can create reports online or process and store them offline. You can even save reports 

(referred to as memorized reports) to run repeatedly, saving you time. 

This help sheet is designed to cover the most used standard reports.  If you would like 

training on Financial reports, please contact your Customer Success Manager. For custom 

report requirements please contact the help desk in the first instance. 

All examples are taken from Accounts Payable however Accounts Receivable reports have 

the same/similar date and filter criteria. 
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1.1.  Aged Creditor/Debtor report 

Accounts Payable> All> Reports> Supplier aging > Report 

Accounts Receivable> All> Reports> Customer aging > Report 

 

▪ Select the Report as of date 

▪ If using Select Date as the Report as of date, enter the cutoff date. 

▪ Based on - GL Posting date - Includes Invoices based on the GL posting date and 

Ages based on that date.  

▪ Choose Report type – summary or detail. 
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Example Detail report 

 
 

Example Summary Report
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1.2.  AP Invoice/ AR Sales Register 

Accounts Payable> All> Reports> Registers> AP purchase invoices 

Accounts Payable> All> Reports> Registers> Sales 

 

▪ Choose the time period and as of date or enter a date range 

▪ Add any filters 

▪ Choose the details required.  Untick Hide paid documents to exclude paid Invoices.  

Tick Display transaction details for a less summarised report. 
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Display transaction detials unticked 

 

Display transaction details ticked 

 

1.3.  Cheque/Receipt Register 

Accounts Payable> All> Reports> Registers> Cheque 

Accounts Receivable> All> Reports> Registers> Receipts 

PLEASE NOTE: The accounts payable report can also be used void payments. 

 

▪ Select reporting period as of date or date range 
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▪ Select filters as required 

▪ Show details displays transaction details. 

 
▪ Select Reconciliation state, if required (AP Cheque Register only) 

 

▪ Select report grouping if required (AP Cheque Register only) 
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Example: Show details - unticked 

 

Example: Show details - ticked 

 

  



 

  
        

AP/AR Reports 
 

8 

 

 

1.3.1.  Voiding an AP transaction using this report 

 

 Void (reverse) Sage Intacct payment dated 01/07/2023 

 

Click Void 

 

▪ Enter the Reversal / Void date of the payment 

▪ Enter a memo reason for voiding the payment (Audit history) 

▪ Click Submit 

To also reverse the Invoice, continue with the next steps. 
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▪ Tick the Invoice 

▪ Enter Reversing date of Invoice 

▪ Click on Submit 
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1.4.  Supplier/Customer List 

Accounts Payable> All> Reports> Supplier List 

Accounts Receivable> All> Reports> Customer List 

 
 

 

▪ Select any filters 

 

▪ Select the data you want to display 
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▪ Select the sort order 

▪ Select line format 

Example: Selected Balance, Credit limit, Supplier type and On hold, sort by supplier name. 
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1.5.  AP/AR Ledger 

Accounts Payable> All> Reports> AP Ledger 

Accounts Receivable> All> Reports> AR Ledger 

Activity in a period 

 

▪ Select Reporting Period and as of date, or date range 

 

▪ Select filters 
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▪ Select Date to base the search on 

 

 

▪ Click on the date to drill to the transaction. 


