
 A/R – ACCOUNTS RECEIVABLE 
 
The A/R – OPEN A/R module also known as SHORT TERM A/R holds all of the 
amounts owed that are not IN-HOUSE FINANCE.  All contracts-in-transit, one pays, 
pickup payments, etc are created and sent here upon closing any deal retail or wholesale. 
 

 
 
This module may be used with or without the GL ACCOUNTING SOFTWARE.  This 
module is the journal/register for account main asset GL acct 1150. Once an A/R invoice 
is cleared or paid the item is closed in OPEN A/R moved to CLOSED A/R and 
generates a CASH RECIEPT to be cleared to the bank account. 
 
 
 



 
 
Highlight and press enter on FIND RECEIVABLE to call up a current A/R. 
 

 
 
A/R invoices may be found by NAME, STOCK NUMBER, INVOICE NUMBER, 
LAST SIX OF THE VIN, LICENSE NUMBER OR AMOUNT.  Contracts-in-transit 
will be posted by bank name.  To FIND by NAME enter the first three characters of the 
NAME and enter through the remainder of the fields.  
 



 
 
This will call up the list of all invoices with that NAME.  Highlight and press enter on 
the invoice of interest to bring onto screen. 
 

 
 
To EDIT RECEIVABLE highlight and press enter. 
 



 
 
The money figures may not be edited only information fields may be edited. 
 

 
 
Clearing A/R may be password protected.  Highlight and press enter on CLEAR 
RECEIVABLE while the invoice is on the screen.  Batch clearing of invoices may also 
be done though MORE OPTIONS, TAG RECEIVABLES TO CLEAR. 
 



 
 
 

 
 
To over-ride the balance and enter a portion as a payment on the invoice, key in the 
payment amount over the balance prompted and press enter all the way through the 
screen or press the page down key. 
 



 
 
Highlight and press enter to select option to print receipt to a printer or SKIP 
PRINTING to continue without receipt.  ABORT AND SAVE cancels transaction. 
 

 
 
Next you will be asked to record check number, accounting or received date, and to post 
as cash, check or credit. 
 
 
 
 
 



Note the screen changes after payment posting has been completed. 
 

 
 
 
MORE OPTIONS holds the additional options available in A/R including Adding a new 
receivable. 
 

 
 
ADD NEW SHORT TERM A/R allows for new entries to be made manually into the 
A/R module for the purpose of recording such things as licensing differences owed by the 
customer due to under collected estimates. 



To ADD NEW highlight and press enter on selection. 
 

 
 
Complete the fields as designated. 
 

 
 
Once completed verify the entry by keying in “Y” for YES and press enter to finalize. 
 



 
 
An option to “ADD THIS NAME TO VENDER FILE Y/N” will be given if the name 
on the invoice is not listed in the vender file. 
 
TRANFER NEGATIVE TO PAYABLES 
 

 
 
If the customer has overpaid or the deal was closed with a negative amount financed a 
credit balance will be posted to A/R.  To send the balance to A/P to refund customer 
highlight and press enter on TRANSFER NEGATIVE TO PAYABLES.  This feature 
clears the negative balance from A/R and creates invoice in A/P. 
 



 
 
From the A/R module you may DISPLAY ORIGINATING DATA that created the 
invoice. 
 

 
 
Displaying the sales data will allow the deal screen to be viewed. 
 



 
 
Highlight and press enter to select the data screen to be viewed. 
 

 
 
The original deal screen may be “viewed” only. 
 



 
 
Use the TAG RECEIVABLES TO CLEAR option to batch-clear invoices. 
 

 
 
The selections tagged will be cleared to CLOSED A/R and a cash receipt(s) will be 
created in the CASH RECEIPTS module to clear to the bank account. 
 



 
 
Enter a “Y” to clear the invoices selected to CASH RECEIPTS.   
 

 
 
EXIT TO MAIN exits you back to the MAIN MENU. 
 
 
 
 
 
 
 



V3 software notes: 
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