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Review Overdue Charges 
This guide covers two options for reviewing overdue charges: 

• Option 1: Review All Overdue Charges for a Customer or Overdue Charge Number 

• Option 2: Review the Last Overdue Charges Created 

Option 1: Review All Overdue Charges 

You can use the Review Overdue Charges page to review all overdue charges for a customer or Overdue 
Charge Number. 

1. Navigate to the Review Overdue Charges page using one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivable, Customer Interactions, left-menu, 
Overdue Charges, Review Overdue Charges. 

2. At the Review Overdue Charges page, enter your search criteria. 

Field Name Field Description 

SetID Select the SetID. 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. 

Correspondence 
Customer 

Optionally, enter a Correspondence Customer or use the Lookup 
to select a Correspondence Customer. 

Overdue Charge 
Number 

Optionally, enter the Overdue Charge Number that you want to 
view or use the Lookup to select an Overdue Charge Number. 
This number is assigned when you run the Overdue Charge 
Process. Refer to the “Run Overdue Process” guide for more 
information. 

3. Click on the Search button. 
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4. If there is more than one entry in the Search Results listing, click on the link for the Overdue 
Charge you want to view.  

The Review Overdue Charges page displays showing information about the Overdue Charge including 
the Item ID assigned, amount, and reason code. 
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Option 2: Review Last Overdue Charge  

You can also view only the last overdue charges applied. 

1. Navigate to the Review Last Overdue Charges page by following one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivable, Customer Interactions, Overdue 
Charges, Review Overdue Charges. 

2. At the Review Overdue Charges page, enter your search criteria. 

Field Name Field Description 

SetID Select the SetID. 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. 

Correspondence 
Customer 

Optionally, enter a Correspondence Customer or use the Lookup to 
select a Correspondence Customer. 

Overdue Charge 
Number 

Optionally, enter the Overdue Charge Number that you want to view 
or use the Lookup to select an Overdue Charge Number. 

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

Customer ID Optionally, enter a Customer ID or use the Lookup to select a 
Customer ID. 

3. Click on the Search button. The Review Last Overdue Charges page displays showing information 
about the Overdue Charge including the Item ID assigned, amount, and reason code. 
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