AP/AR Reporis

Accounts Payable & Accounts Receivable

Reports
Sage Intacct Help Sheets

1. Overview

There are 3 types of reports.

= standard
= financial
= custfom

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

Supplier aging report

Time period

Aging pericds
-0,1-30,31-60,61-80,91-

Report a8 of

) Todaey Select date

Date to use
04/0Q/2022

Based on

AP purchase invoice date Due date (®) GL posting date

Filters

From supplier

To aupplier

Supplier type

Transaction currency

Exclude credit card transactions from report

Exchange rate type
Intacct Daily Rate

Location

Individusl repart Prompt on run
Hots: Process & stors | rsquirsd when Individusl report |15 ssisctsd.
Department

Individusl report Prompt on run
Show for

All locations.

Format

Sort by
Sugplier ID

Group by

Mone

Repart type

Summary (®) Detas

= Select the Report as of date
= |f 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

Supplier aging report ss &store | [(Adato dashooara | [ Memorze | [(Bwon_~ |
g
Based on: GL posting date As of gate: 04/09/2023
AP
Supplier Supplier AP purchase GL posting purchase Due dat Txn Txn Days ) 130 160 64-90 ot Total
D name invoice date invoice ue cate currency amount aged - : - - - o
date
Mas:
20001 101/15092021 15/00/2021 15/09/2021 30/09/2021 usD 140.00 79 0.00 0.00 0.00 0.00 111.23 111.23
ioUBiZa022  faramoz2  ianzece2 1201202 GeR 258750 285 000 0.00 000 000 258750
101/25012023 27/02/2023 15/01/2023 14/02/2023 usD 1,000.00 189 0.00 0.00 0.00 0.00 79450
Total for
20001 0.00 0.00 0.00 0.00 3,493.23 3,493.23
Example Summary Report
Based on: GL posting dafe As of date: 04/09/2023
Supplier
D Supplier name -0 1-30 31-60 61-90 91- Total
Sun Alliance Insurance
5100002 Pl 0.00 0.00 0.00 0.00 1,000.00 1,000.00
c
5100003 0.00 0.00 0.00 0.00 3,290.75 3,290.75
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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

AP purchase invoices register

Time period

Reporting period Ag of date

Current month g 040872023 = Prompt on run
OR

Start date End date

Prompt on run

Reporting accounts labels

Substitute with reporting accounts labels Reporting account set

Filters

Supplier

Supplier type

Transaction currency

Location

Individual report Prompt on run
Mote: Process & store is required when Individual report is selected.
Department

Individual report Prompt on run
Show for

Al locations

Dizplay fransaction details
Dizplay payment deteils
Show credit datails

Hide paid documents

= 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

cess &store | [ Emai | [ Addto dasnboard | [ Memorze | [Eport ~

AP purchase invoices register

o
Date Supplier AP purchase invoice no./adjustment no.  Due date Descr  Cur  Txnamount  Baseamount (GBP)  Amount paid (GBP)
5100022--Sage Intacct 101/01072023 31/07/2023 GBP 1,200.00 1,200.00 1.200.00
5100022--Sage Intacct 101/05072023 04/08/2023 GBP 1.200.00 1,200.00 1.,200.00
$100022- Intacct APADJO016 GBP 600.00 600.00 600.00
$100022- Intacct 101C/02082023 02/08/2023 GBP (600.00) (600.00) (600.00)
5100022- e Intacct APADJOOTT GBP (600.00) (600.00) 0.00
Grand total 1,800.00 2,400.00

Display transaction details ticked

AP purchase invoices register 1o dashboard | [ Memorze | [[Epon_~ |
AP purchase invoice no./adjustment Txn Base amount Amount paid
Date Supplier P . Due date GL account Department Location Allocation  Deser  Memo  Curr P
no. amount (GBP) (GBR)
$100022-Sage T10-sage 5401
S 10101072023 31/07/2023  60200-Travel il o40-UK cBP 1.000.00 1,000.00 1,000.00
Intacet 200 Durham
4500--v 710-Sage 540-1
14500-VAT il 40--UK¢ cer 200.00 20000 200.00
Inputs 200 Durham
Total for 101/01072023 120000 120000
§100022--Sage I ) 710-Sage 540--UK )
01/05072028 0408/2023  60200-Travel = 1,000.00 000.00 1,000.00
Intacct 200 Durham
4500 710-Sage 540-4
14500-VAT 710-Sage 40K aBP 200.00 200.00 20000
Inputs 200 Durham
Total for 101/05072023 1,200.00 1,200.00

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.

| Process & store_] [ Add to dashboard | [ Memorize | [ Bport

Cheque register

Time period
Reporting period As of date

Gurrent year to date ~ 04/09/2023 =) Prompt on run
OR

Start aate End date
] Prompt on run

= Select reporting period as of date or date range
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Filters

Gurrent account
All current accounts

Supplier from

Supplier to

Transaction currency

Logation

Individual report Prompt on run
Nots: Process & store is requirsd when Individual report is selscted
Department

Individual report Prompt on run

From cheque no.

To cheque no.

Show for

All locations,

Show detalls

= Select filters as required

=  Show details displays fransaction details.

Show only voided

Show only chegue transactions
+'| Show reconciliation status
Reconcile state

& All In transit Clearad

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

Report grouping

#® | Bank Supplier Date AP purchase invoice account

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

dashboard || Memorize || Export

Cheque register

Bank Date Supplier Document o, Txncumency  Txnamount  Basecur  Amount  Cleared

540 - GBP NatWest - NatWest  Account no: 123456780

101/01072023 P == 1,200.00 (== 1,200.00 In Transit AP purch
GBR 1.200.00 GBP 1,200.00 In Transit AP purchass invoics

Example: Show details - ticked

Cheque register Add to dashboard | [ Memorze | [(Eport ]
GL
AP account
urchase AP purchase Document T Txn  Base Amount
Bank Date puref AP P Supplier or Method Amount . Cleared  Memo  Department  Location
invoice invoice no. no. curenoy  amount  ourr applied
date account
label
540 - GBP A t
coount n
NatWest -
NatWest 123456780
01/07/2022 EFT 101/01072023 GBP 1,200.00 1,200.00 1,000.00 n 710-Sage 5a0-LK
e P - Transit 200 Durham
- T 101/01072023 1.200.00 200,00 In 10--Sage
VAT Inputs. P Transit 200
14500- In 710--Sage H
05/08/2023 05/07/2023 VAT Inputs EFT GBP 1,200.00 1,200.00 200.00 Transit 200 Durham :‘:,”( hase
60200-- In 710--Sage UK
Travel EFT 1:200.00 1.00000 Transit 200 Durham
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1.3.1. Voiding an AP transaction using this report

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

Cheque register | Process & store | [_Email_| [ Add to dashboard | [ Memonze | [ Expor ~

&

Bank Date Supplier Document no. Txnourrency  Txnamount  Baseour  Amount  Gleared

540 - GBP NatWest - NatWest  Account no; 123456780
01/07/2028 101/01072023 P GBP 1.200.00 GBP 1,200.00 In Transit

GBP 1.200.00 GBP 1,200.00 In Transit

05/08/2023

Click Void

Void payment date

Date
01/07/2023

Document number
101/01072023 P

Supplier
5100022--Sage Intacct

GBP 1.200.00

Void the payment on date
01/09/2023 &

Enter the effective date for voiding the transaction. This is usually the original transaction date or a later date.

Memo

Pay invoice 101/01072023 v

P

Seleot the items that you want to reverse, Some items cannot be reversed, such as an AP purchase invoice created from a purchasing transaction.

# Reverse AP purchase invoice no. Date Due date Amount Amount paid Reverse as of

1 101/01072023 01/07/2023 31/07/2003 1,200.00 1,200.00 [

Cancel Submit

= 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.




Date
01/07/2023

Document number
101/01072023 P

Supplier

5100022--Sage Intacct

Amount

GBP 1,200.00

Void the payment on date
01/08/2023

Enter the effective date for voiding the transaction. This is usually the original transaction date or a later date.
Memo
Pay invoice 101/01072023

Select the items that you want to reverse. Some items cannot be reversed, such as an AP purchase invoice created from a purchasing transaction.

# Reverse

AP purchase invoice no. Date Due date

1 [V 101/01072023 01/07/2023 31/07/2023

Amount

1,200.00

Amount paid

1,200.00

Reverse as of

2029

= Tick the Invoice
= Entfer 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

Supplier list

Filters

Supplier type

To supplier

Location
Individual report Prompt on run

Note: Process & store is re

when Individual report s selected
Department
Individual report Prompt on run

Show for

Show only supplier exceeding credit limit

Show only supplier on hold

Include one-time supplier

= Select any filters

Format
Balance
Gredit limit
Supplier type
Address
Primary contact
Pay-to contact
Return to contact
Inactive supplier
On hold
Default currency
Payment priority
GL account

Display term discount on cheque stub

= Select the data you want to display

10
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Sort by
Supplier ID W

Line format

rAulti-line w

=  Select the sort order
= Select line format

Example: Selected Balance, Credit limit, Supplier type and On hold, sort by supplier name.

Supplier list | Process & store || Add to dashboard_] [ Memorize | [ EBxport -

-]
Supplier D Supplier name Supplier type _ Term VAT reg no Accountno. _ Credit limit Balance _ On hold
20008 ADP Tr Net 30 85-3678274 0.00 No
2 Advisor Printing Net 30 12865 No
21 American Express Net 30 79-4785633 0.00 No
2 Boardwalk Post Net 30 2,161.00 No
Canyon CPA Net 30 ©5,000.00 No
Citi Bank Net 30 13-8484578 12,000.00 No
Gonsulting Grid Net 30 65,000.00 No
Cornerstone Net 30 138,000.00 No

11
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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

AP ledger prnt_| [ Process s store | [ Addto dashboara | [ memorze | [[EBxport
Time period
Reporting period As of date
Gurrent month - 04/00/2023 ] Prompt on run
OR
Start date End date
B & Prompt o

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

Filters

Supplier type

Summary

From supplier

To supplier

Transaction currency

Exclude credit card transactions from report

Location

- Individual report Prompt on run
Mote: Process & store is required when Individual report is aslected.
Department

- Individual report Prompt on run
Show one-time suppliers

Exclude () Include Grouped

=  Select filters

12
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Based on

Document date (@) GL posting date

= Select Date to base the search on

o
Based on: GL posting date As of date: 04/09/2023
Supplier Date Document Reference Memo Txn currency Txn amount Charges (GBP) Payments (GBP) Balance (GBP)
Sage Intacct 101/01072023 GBP 1,200.00 1,200.00
101/01072023 P Pay invoice 101/01072023 GBP 1,200.00 0.00
101/05072023 GBP 1,200.00 1,200.00
101G/02082023 GBP (600.00) 600.00
APADJOO16 101C/02082023 GBP 600.00 1,200.00
GBP 1,200.00 0.00
APADJOO17 101/05072023 GBP (600.00) (600.00)
Total for Sage Intacct 1,800.00 2,400.00 (600.00)
Totals 1,800.00 2,400.00 (600.00)

= Click on the date to drill to the fransaction.
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