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Create Customer Statements
This guide covers creating customer statements. 
Steps to complete Customer Statements:
· Step 1: Run the Create Customer Statements Process
· Step 2: Navigate to the Report Manager to View and Print the Statements
Step 1: Run the Create Customer Statements Process
Use the Statements Parameters page to enter the request parameters. These parameters will be used to define the processing rules and data to be included when the process is run.
Begin by navigating to Create Customer Statements page.
1. Navigation Links: Accounts Receivable, Customer Interactions, Statements, Create Customer Statements.
2. Select an existing Run Control ID or add a new Run Control ID. 
3. At the Statements Parameters page, select the options as described below.
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	Field
	Description

	As of Date
	The As of Date defaults to the current date. It is important to enter the date you want to use to run the Create Customer Statements process. If you don't change the date, the process will run for the date entered in the field. Note: The Customer Statements will include Open Items posted to the Customer’s account as of this date.

	Business Unit
	Accept the default Business Unit or click on the Lookup icon and select a Business Unit. (The Business Unit is where the receivable exists.)

	Location ID
	Accept the default Location ID or click on the Lookup icon and select a Location ID. This is the return address that will be printed on the customer statement.

	SetID
	Enter your Business Unit or use the Lookup icon to select your Business Unit. The SetID is where the customer exists. In most cases the Business Unit and the SetID are the same unless a Business Unit shares customers with a different Business Unit.

	Customer
	Optionally, select a specific customer. If you do not enter a Customer, you will create statements for all Customers with open items in the selected Business Unit.

	Correspondence Customer
	Optionally, select a specific Correspondence Customer. If you do not enter a Customer, you will create statements for all Correspondence Customers in the selected Business Unit.

	Statement Group
	Accept the default. Statement Group is not used by the State of MN. 

	Balance Forward Due Date (display only)
	Minnesota does not use the Balance Forward options.

	Statement Note Code
	[bookmark: _GoBack]Optionally, select a Statement Note Code. Statement Notes are determined by the agency and set up behind the scenes. If you select a Statement Note Code, the corresponding note text will be printed on the Statement. Refer to the AR/BI3 Accounts Receivable Advanced User Guide, “Creating Customer Statement Notes” topic to learn how to set up notes.

	Open Item
	Produces statements that show the open items for each customer.

	Open Item Includes Drafts
	The Open Item Include Drafts option is not used by the State of MN.

	Balance Forward
	WARNING! Minnesota does not use the Balance Forward options. Do not select.

	Balance Forward Re-run
	WARNING! Minnesota does not use the Balance Forward options. Do not select.
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4. Click the Save button.
5. Click the Run button.
6. WARNING! Make sure to select the process “PS/AR Statements - Preprocessor” and click the OK button. You are returned to the Statements Parameters page.
[image: ]
7. Note the Process Instance number and click on the Process Monitor link to ensure the process is successful.
8. Once the Run Status displays “Success” and the Distribution Status displays “Posted” navigate to the Report Manager to view and print the report. Click on the “Go back to Create Customer Statements” link.
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9. Click on the “Report Manager” link.
10. Click on the Administration tab of the Report Manager page.
11. Click on the “ARX32000S – ARX32000S.pdf” link in the Description column for the process you ran. The PDF file displays in a new window.
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12. View and print the PDF report as you would normally. In this example, the “Open Items” option was selected. The Statement displays information including:  Statement Date, Account Number, and Statement Total.
· Open Items, including the Invoice Date, Due Date, ID, Entry Type, Amount Due, Activity, Payment, and Purchase Order number. Aging information, including Current, 0-30, 31-60, 61-90, and Over 90 days
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13. Print the PDF file as you would normally and close the window when finished.
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