Steps to Generate Customer Statements

Before you attempt to run statements:

Verify ALL of your booked orders for the statement period are invoiced before running
statements or else they will not show up on the statements.

Verify ALL of your payments entered are applied to each account.

Step 1:

Generate Customer Statements.

You can find that page in back office under “A/R -> Customers -> Generate Customer Statement”.

On that page you will have following options:

L.
2.

Select Statement Period. Select the period for which you want to run the statement.
Select the filter option provided on the page through which you can either print a
particular type of Customer Statement or stop statement delivery for a particular customer
or customers.

Select the filter option provided on the page by which you can include accounts with
negative balances.

Select the filter option provided on the page by which you can exclude accounts that have
a balance forward on their statements.

Use the option “Minimum balance to receive statement” in order to produce statements
that have a minimum balance specified in the filter.

If a customer statement for the period was already generated, then you will receive an
option to “Restart Process”. Click “Restart Process” if you want to generate fresh
statements or choose the display option “Click to get status of data generation process
or statements” to use already generated statements.

If statements were not generated before then you will have the option to generate them.
To do this, click on the button “Click here to first generate statement data”.

A POP window will appear. Because the statement generation is a long running process,
a confirmation window will appear. On that popup window, click on the button “Please
click to start process”. When you click on this button, the pop-up window will close and
the process will start and will take time to execute.



Generate Customer Statements

Generate Customer Statements

Select Statement Period Dates from |[11/1/2013 to [12012/2013

Please selzct one of the two option from customer types
[1].To Print Statement [2].To Not Print Statement

[1].Select Customer Type To

Print Statement i

[2].5elect Customer Type To V
Not Print Statement

[3].5elect Customer Type To o

Not Print Statement

Include accounts with negative

balance? (check if yes, by default system will not print statements with negative (credit) balances)

Exclude bal for d
G a:tcaiem:::;? (check if you wish to exclude accounts with a balance forward)

Mini bal t i . : .
i anc‘;t:t:;::;; {leave blank if you wish to print statements for all)

Click to get status of data generation process or statements

Last Customear Statemant data Generated on:12/13/2013 1:35:46 AM, You can gensrate Statemant now
For Period : Date is from 11/1/2013 To 12/12/2013

Restart process
Select Statement Output

Destination | Print The Statements On The Designated Printer ™

Process | Print Customer Statement

Click “Please Click to Start Process”

(& Genrating Data For Custom... *

mhttps:ﬁsgiméﬂmmm«péﬁ#kaﬁb&(ﬁenrz@éﬂ&taaspﬂfumganym:&-eene_and Greene&Divizion 2 ~ @ &

Please wait after click, generating data for Customer statements may take a few minutes based on the number of statements generated

| Please Click fo start process ‘




Step 2:
Check the status:

On the customer statement generation page you will see the link “Click to get status of data
generation process or statements”. By way of that link, you will be able to check the status of the
process.

Generate Customer Statements

Generate Customer Statements

Select Statement Period Dates from |[11/01/2014 to [11/30/2014

Please select one of the two option from customer types
[1].To Print Statement [2].To Not Print Statement

[1].Select Customer Type To

Print Statement ‘ —3Select Customer Type-— V‘

[2].Select Customer Type To
Not Print Statement | —Sglect Customer Type— i
[3].Select Customer Type To V‘

Not Print Statement ‘ —Select Customer Type-—

Include accounts with negative

balance? O {check if ves, by default system will not print statements with negative {credit) balances)

Exclude bal fo d
R a:tcaiemr:.:;? | (check if yvou wish to exclude accounts with a balance forward)

Minimum balance to receive
statement?

|{ieave blank if you wish to print statements for all)

Click to get status of data generation process or statements
Genrating Data For Period From :11/01/2014 To : 11/30/2014

Custrner Statement Ganerating Process in progress




Step 3:

Lastly, using the status link, you will reach the following page (see figure below). From this page
you can view statements and invoices for customers. You can also preview and print them.

I ‘r@ https:/{secure localflorist.comiteporis/scripts/Gen raf:edCulsf.omerSfateﬁ‘tentLiSt.aspx

Statement Generation Time/Date: 12/3/2014 1:28:40 PM

Customer Statement Data Generation is now complete.

The following statements have been generated Total: 87

Add Invoices to Siatement
click on above link o add inveoices at end of statements.

C-306 5001

<Q <
C1102 Mohd Afzal S0.98 D &
c-778 Dieclined order test 51.08 Q &)
CRT01 Credit Card Test $1.18 D QG
N-1081 ggag 53.00 Q Q
123 Jenn Woodham Hot 8331 & 4Q
Vikas Test Vikas Test 5436 Q Q
588 Test Test S6.40 &) &
C-527 Gaurray Jain 512,68 Q Q
£-384 Gauray Agraws! 51850 Q &
C-1082 Test Report 519.20 Q Q
C173 Lari Wohiwsnd 54050 2 &
€203 JILL HOERANN 54439 Q g
CATD1 Cash Test 4568 &Q Q
C-1008 test test Retail Customer  $43.39 & Q
C-393 Gaurav Prod Test Aganwal $43.99 Q Q
HATD2 House Account Test 549.03 Q Q
492 Financial Testd 35110 9 &
C-531 Vikas Gupta 555.45 &Q Q
=31 Donald Weed $56.00 @ &Q
c33 Enic Fries 552,00 Q Q




Step 4 (optional):

You can view statements one by one on screen or you can print them using the “Select Statement
Output Destination” option. You will be able to print from any number of statements or after any
specific customer ID.

| Restartprocess |

Select Statement Output ] : W
Destination | Frint The Statemenis On The Designated Printer

Process | Print Customer Statement

Please Select One Option From Below

Print all ;

me:| ‘T{:_‘|

Print After Customer 1D - |

| StartProcess |




Step 5 (optional):

how to “Add invoices to statement”.

On the statement status page, there is a link “Add Invoices to Statement” click on that link. A
confirmation popup window will populate.

Statement Generation Time/Date: 12/3/2014 1:28:40 PM

Customer Statement Data Generation is now complete.

The following statements have been generated Total: 87

Add Invoices to Statement
T reiretrmereicas at end of statements.

C-308 50.01 Q Q
c-1102 Mohd Afzal 50.98 Q Q
779 Declined order test 51.08 & R
GRTH Credit Card Test 51.18 G G
N-1081 oo ag 53.00 ® Q
123 Jenn Woodham Hot 53.31 & Q
Vikas Test \fikas Test 54.36 Q ()
C-896 Test Test 56 40 Q Q
c-527 Gaurrav Jain 51268 Q Q
C.384 Gaurav Agrawal $18.50 g G
c-1082 Test Report 519.20 Q (]
©173 Lori Wohlwend 540,50 Q Q
C-203 JILL HOEMANN 54495 Q Q
CATO Cash Test 345 68 & e}
C-1008 test test Retail Customer 54889 Q Q
c-393 Gaurav Prod Test Agarwal 54795 Q Q
HATOZ House Account Test 549.03 Q Q
G482 Financial Test3 55110 G G

Turn on the checkbox if you would like to all customer’s invoices added with statement and Start the
process.

Please wait, adding invoices to Customer statements may take a few minutes based on the number of statements generated

[[] Check if for all customer need to add invoices with statement.

| Please Click to start process




When Invoiced are added with statements, system will pop up a confirmation message.

Mhﬁps:x'fsecure.locaHlmﬁéﬁnﬁfepq:tysg'riptsfﬁenra'te_Dé'taStateMent.fl.lidlm.'qice.a;px%Cqmpanyl‘[;l:Green_e L-acd

Invoices are added now to the statements please check on Statement List page.

Now if you check statements status then system will show confirmation message on status page
“Invoices added now at end of Statements”

Statement Generation Time/Date: 12/3/2014 1:28:40 PN

Customer Statement Data Generation is now complete.

The following statements have been generated Total: 87

Invoices added now at end of Statemenis

C-308 s0.01 & Q
c-1102 Mohd Afzal 5098 Q Q
C-778 Declined order test 51.08 & Q
CRTH Credit Gard Test 51.18 [} Q
N-1081 09 g9 53.00 Q Q
123 Jenn Woodham Hot 5331 Q &
Vikas Test Vikas Test 54.36 Q Q
C-396 Test Test 36.40 & Q
Co527 Gaurrav Jain 512.68 Q Q
C-354 Gaurav Agrawal 513.50 G Q
c-1082 Test Report $19.20 & 4

Step 6 (optional):

If you need statements of all the customers to be included in one PDF file then please send us an email
requesting this and we will create it and send it to you (within 24 hours normally).



