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AR Collections Manager Overview

The AR Collections Manager module maintains the customer's collection status notes, promotes actions
by credit assistants and generates collection communication.

Stop searching for informationd and start using it.

1 AR Collections Manager can give you all the collections-related information you need.
Save time and money.

1 AR Collections Manager can automate some of your time-consuming collection activities.
Get Results.

1 Easily create and send powerful overdue notices that get your customers to act

fReprint invoices fion the flybo

9 Email customers directly from Microsoft Dynamics SL

9 Email invoices to customers

9 Historically track Contacts

fSchedule "To Dobs" and reminders

I Create template documents including letters and emails
1 Record when an email was sent, a letter was printed, or invoices were printed or emailed.
9 Write off uncollectible invoices

Product Specifi cations

Microsoft Dynamics® is a registered trademark of Microsoft Corporation in the United States and/or other
countries.

These instructions should only be implemented by users or resellers who are skilled in applying Microsoft
Dynamics SL updates. Please consult your reseller if you need assistance.

Product Type

1 Microsoft Dynamics SL VB Tools Developed Application
9 Customization Manager Enabled

Technical Requirements
1 Standard Microsoft Dynamics SL Environment

2 Acumatica

Enterprise Resource Planning
Customer Relationship Management

Greentree

PRIMED FOR BUSINESS

ILLINOIS

240 E. Lincoln St.

Mount Prospect, IL 60056
847-394-8820

CENTRAL FLORIDA
1060 Maitland Ctr.
Commons Blvd.
Suite 230

Maitland, FL 32751
407-660-0059

SOUTH FLORIDA
6750 N. Andrews Ave.
Suite 200

Ft. Lauderdale, FL 33309
954-851-9790

INDIANA
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South Bend, IN 46617
866-299-1001

MICHIGAN
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Farmington Hills, MI 48331
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WISCONSIN

203 S. Paterson St.
Suite 500

Madison, WI 53703
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Supported Versions

1 Microsoft Dynamics SLX7.
9 Microsoft Dynamics SL 2011

Module Compatibility

1 Requires Microsoft Dynamics SL Accounts Receivable Module
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1 Compatible with (but not required) Microsoft Dynamics SL Order Management, Flexible Billings,

Currency Manager and Multi-Company Module.
9 Microsoft Outlook installed and running on client PC for email functionality.
9 If you are running SL 2011 you will need to install SL Hot Fix HSL2011 23341SY if you plan on

using the Write Off Functionality. Please refer to KB article 2546670.

Supported Databases and Operating Systems

AR Collections for Microsoft Dynamics SL conforms to the System Requirements for Microsoft Dynamics

SL. Please refer to the System Requirements for Microsoft Dynamics SL.
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AR Collections Manager Installation

Before You Beqgin

Back up your system before you install AR Collections Manager.

Before installing AR Collections Manager, you should make sure that you have a complete backup of
your Microsoft Dynamics SL application software and corresponding databases.

Using Microsoft SQL Enterprise Manager, make a backup of all Microsoft Dynamics SL Application
Databases and Microsoft Dynamics SL System Databases.

Back up your Microsoft Dynamics SL application software using your external tape backup system or
other appropriate backup utility. This includes all files and directories located in or beneath the Microsoft
Dynamics SL directory.

AR Collections Manager will add customizations to the following screens:

082601 AR Customer Maintenance
082627 AR Shipping Address
2125071 Shared Information Address Maintenance

Back up any customizations you may have on these screens. If you do have customizations on the above
screens, you may want to install AR Collections Manager in a test environment first to make sure there
are no customizations issues.

*»** NOTE FOR 7.x and 2011 upgrades. If you are upgrading using the latest versions of Collections the
customizations for the above mentioned screens are at the Supplemental Level. Prior releases of
Collections had the customizations at the All Users Level. The installation\upgrade will not remove the All
Users Customizations. You will need to manually remove them. Please contact your VAR for assistance.
If you are a VAR please contact SSYH if you require more information.

If you currently have AR Collections Manager installed and have customized any AR Collections Manager
screens, reports, or PVs, you will need to back them up and reinstall them once you have completed the
AR Collections Manager installation process.

Information you will need to know

Before proceeding, you will need to determine the location of your application software installation (for
e x a mp | \Prégrae:Files (x86)\Microsoft Dynamics\SL\Applications\....). The AR Collections setup
wizard will attempt to search for the installation path and will allow you to modify this information if
necessary.
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AR Coll ections Manager will need to know the Microsoft

update the appropriate tables in your SQL Database. Please consult your system administrator to obtain
this information before proceeding with the AR Collections Manager installation.

AR Collections Manager will also need to know the name of your Microsoft SQL Server and Microsoft
Dynamics SL System database. This information may be obtained from the Microsoft Dynamics SL login
screen by clicking on the Find Database button to display the name of your Microsoft SQL Server and
corresponding Microsoft Dynamics S;Jystem Database.

.4y Find Database (98.000.01)

System Database
Server Mame: [SERVER_NAME] -
Database Name: [sLoEMOSYSTEM -
| oK l [ Cancel l [ Create Database l
|
[\ —
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AR Collections Manager will also need to know the name of your Microsoft Dynamics SL application
database. This information may be obtained by logging into Microsoft Dynamics SL and selecting
Administration Company Maintenance.

B (o] ) |
bl—l—l—J

Database Name Ii‘

_ i Company Maintenance (98.280.00) - Contoso, Ltd:Demo

A FBEEEC TR @
(F4 - for grid/form view)

Company 1D * I Company Name *

10 raphic Design Institute: Demo

SLDemoApp10
SLDemofpp10
5L DemoApp60

0020 Humongous Insurance:Demo
D080 Cortoso, Ltd:Dema

0070 Coho Vineyard:Demo SLDemoApp60
0080 Coho Winery:Demo SLDemoApp60

i o

BAS |INS | 0060 | SYSADMIN | 9/4/2012

If you are upgrading your version of AR Collections Manager from a version prior to SL 7.x and 2011, you
will also need to know the location of the setup.exe file from you current installation of AR Collections
Manager. This may be located in c:\AR Collections Manager. You will need this to uninstall the current
version of AR Collections Manager. Please note, no data will be lost during the uninstall. If you have AR
Collections Manager for SL 7.x and 2011 installed you would uninstall the product from Control Panel
Program Features (Add Remove Programs).

Note: This product will require a license key if you are installing the product to a database other than the
Microsoft Dynamics SL Demo Databases (ie. SLDemoSystem and SLDemoApp60).

Once you have obtained the above information you can proceed with the install.

Type of AR Collections Manager Insta llation

There are different scenarios for installing AR Collections Manager. They are:

1. Installing AR Collections Manager for the first time, or upgrading AR Collections Manager. Refer
to the section Installing AR Collections Manager on your Server.

2. Installing AR Collections Manager for additional application databases. Refer to the section
Installing AR Collections Manager to additional databases.

3. Reinstalling AR Collections Manager. Refer to the section Reinstalling AR Collections Manager.
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Installing AR Collections Manager on Your Server

Remove your current version of AR Collections Manager

If you are uninstalling an older version of AR Collections Manager, run the setup.exe application for your
current version of AR Collections Manager. You will be prompted with the following screen. Select
Remove and click Next. If you are uninstalling AR Collections Manager for Microsoft Dynamics SL 2011
you would do this in Control Panel, Program and Features (Add Remove Programs). Look for SSYH AR
Collections. Uninstall as you would any application.

InstallShield Wizard

Welcome
WMadify, repair, of remave the program.

‘Welcame t the 4R Collections Manager Setup Maintenance progiam. This program lets you
modify the curent installation. Click one of the options below.

 Modify
Select new program companents to add or select currently installed
COmPONEnts to remove.,
" Repair
@ Reinstall all program companents installed by the previous setup.

 Hemave

@ Remove all installed components.

Next > I

Cancel |

You will be prompted to remove the product. Click OK to continue or Cancel to stop the remove process.
If you click cancel you will need to rerun setup.exe again from the beginning.

Confirm Uninstall

Do you want ko completely remove the selected application and all of its components?

Cancel

Once the remove has been completed, you will be prompted with the Finish screen. Click Finish.
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InstallShield Wizard

Maintenance Complete
V

InztallShield Wizard has finished perfarming maintenance
operations on AR Collections Manager.

Installing AR Collections Manager

Create a subdirectory to hold the installation files, i.e. C:\\AR Collections Manager. Copy the zip file
received from SSYH into this subdirectory.

Launch the zip file and extract the files into the same subdirectory. Launch setup.exe and follow the
Install Shield steps. Click Next when presented with the AR Collections Manager welcome screen.
.qma—' rﬁ Setup - SSYH AR Collections Manager l

',ym-sswmcmw

- License Agreement
Welcome to the SSYH AR Please read the following important information before continuing.

Collections Manager Setup Wizard

This wil instal SSYM AR Collecsons Version 4. 1.0 on your Please read the following License Agreement. You must accept the terms of this
comauter I agreement before continuing with the installation.
[t s recommarded that you cdose al ofer a0picatons befre | IATTENTION: USE OF THE SOFTWARE IS SUBJECT TO THE -
conBrung. ISTANLEY STUART YOFFEE & HEMDRIX, INC.

ISOFTVWARE LICEMSE TERMS SET FORTH BELOW. USING THE N
Ohck Next to continue, or Cancel to et Se8p. ISOFTWARE INDICATES YOUR ACCEPTANCE OF THESE

LICEMSE TERMS. IF YOU DO NOT ACCEPT THESE LICEMNSE
TERMS, YOU MAY RETURN THE SOFTWARE FOR A FULL
REFUND.

ISTANLEY STUART YOFFEE & HENDRIX, INC (S5YH) SOFTWARE LICENSE TERMS

I The following License Terms govern your use of the accompanying e H
I ©1 aceept the aqreement!
(71 I do not accept the agreement [
o Cmts ) [ conce wrs.com [<gea [ o> ) [ | |

| —_—

Review the license agreement and click | accept the agreement and click Next if you wish to continue with
the installation process. Click Back to go back one screen or Cancel to exit the install.

You will be prompted for the installation path where your Microsoft Dynamics SL applications presently
reside. If necessary, click the Browse button to change or modify the destination directory. The proper
installation directory should be the Microsoft Dynamics SL root directory similar to that displayed below.
Once the default directory is correct, click Next to continue with the installation process.
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Enterprise Resource Planning
Customer Relationship Management

-
ﬁj Setup - SS5YH AR Collections Manager —

Select Destination Location
Where should 55YH AR Collections Manager be installed?

| Setup will install S5YH AR Collections Manager into the following folder,

To continue, dick Mext. If you would like to select a different folder, dick Browse.

At least 6.7 MB of free disk space is required.
www.ssvh. com < Back ][ Mext = ] [ Cancel

You will be prompted with the following message:

Crestwood Associates L.L.(

AR Collections Manager For Microsoft Dynamics@nStallation and SetUp Guide

Pagel0 of 30

-
ﬁl Setup - 55YH AR Collections Manager =

Install/Upgrade Database Objects for AR Collections

Procs/Indices ete please check the checkbox below. Mo data should be lost in this
process, but always perform a Database backup before instaling. If checked, a
page will be displayed after the files are copied that will allow you to specify your
connection information,

InstalljUpgrade DB Objects

If you are upgrading or doing a new install and would like to install the Tables/Stored

'-\";\"-\'.SS‘:'|'|.CDI'I'|

[ < Back “ Mext = l[ Cancel

)

To install/lupgrade the database objects make sure you have the Install/Upgrade DB Objects box
checked. If this option is checked and you are doing an upgrade, no data from your existing AR
Collections Manager application will be lost. If you want to re-install the AR Collections Manager
application without impacting the DB, uncheck the Install/lUpgrade DB Objects. Please note that the first
time you perform an install or upgrade you must have the Install/Upgrade DB Objects checked.

Greentree
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15) Setup - SSYH AR Cobiections Manager | Lo |

Ready to Install
Setup is now ready to begin instaling SSYH AR Colectbons Manager on your
computer,

Cick Install to continue with the installation, or chck Back if you want to review or
change any settings.,

Destination location: -
C:\Program Filles (xB86) Microsoft Dynamics \SL\Appications

o [ Cetos ] oo ] |

— — ———————,

Next you will be prompted to review the installation parameters and continue with the installation. To
begin the installation click Install. To go back and make a change click Back. To cancel the installation
click Cancel.

If you checked the Install/Upgrade DB Objects you will be prompted for the SQL Server and Database
info. Once the info is entered click the Install DB Objects Button. Do Not click Next as this will bypass the
install for the DB objects. If the install cannot connect to the SQL Server or has a problem installing the
DB objects a message will appearing indicating there was an issue and you are prompted again for the
SQL Server and Database info. To bypass the DB Objects install click Next and no DB objects are
installed or upgraded.

r ¥
{5 Setup - SSYH AR Collections Mam = S

Installing Database Objects
To installfupgrade the DB objects for AR Collections Manager dick 'Install DB
Objects', otherwise dick Mext to skip.

SQL Server Name SERVER_MAME

SQL Username: sa
SAPassword:  ssswswwecs ol
System DB: SLDemoSystem
Application DB: SLDemoApp&d
[tnstal 0B Objecs | |

|

|

www.ssyh.com

Enterprise Resource Planning
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When you click the Install DB Objects butta@uywill be prompted with the following message:

-
Setu

: =)

. | Setup will now connect to Microsoft SQL Server 'EPMB2’ and update
' the Databases. Once complete, this cannot be undene, Do you want to
continue?

|

To install/lupgrade the DB Objects click Yes. Click No to return to the SQL Server and Database info
screen.

When the DB objects are being installed a green status bar will display. When the process has completed

the

following message will display:

.
Setup

S5c)

. | Databases updated, either change DB info and run again to install in
¥ more DB's or click Next to continue.

Click the OK button and you will be returned to the Installing Database Objects screen. To install AR
Collections Manager DB Objects to additional database enter the appropriate info and click the Install DB
Objects button. Click Next when done installing the DB Obijects to all databases.

ﬁl Setup - 55YH AR Collections Manager

-
— . |

Completing the SSYH AR
Collections Manager Setup Wizard

Setup has finished installing S5YH AR Collections Manager on
your computer.

Click Finish to exit Setup.

About...

W, SS‘('l n.com

<gack | Fimsh
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If you are done installing the DB Objects to all databases click the Finish button and the install program
will exit. To install the DB Objects to additional databases click the Back button and follow the steps
above.

Completing the Setup

Installing the AR Collections Manager Screen Customizations

AR Collections Manager includes modifications to several Microsoft Dynamics SL screens in the
Accounts Receivable module including 0826000 Customer Maintenance, 0826200 Shipping Address, and
2125000 Address Maintenance in shared information.

Note: Prior to importing the customizations, make sure you have a backup of any customizations you may
have on these screens.

To update the screens, select Administration Import Customizations and navigate to the .\SSYH\AR
Collections directory. Highlight 08260.cst, 08262.cst and 21250.cst and click Select to add these files to
the import list. Note: If you have existing customizations on these screens, select the Options button and
select Merge for conflict resolution.

<
_ i Import Customizations (91.510.00) - Contoso, Ltd:Demo o e S|
e E ©
File Mame: Directories:
08260.cst 23 Microsoft Dynamics  » Select
08262.C5T =11
21250.C5T _—
aADDhEEtIUHS =
L5 587H
& AR Collections f
[771 ProcsIndex 2

List Files of Type: Drives:

Customizations (*.C5T) hd = [05] -

[ Import List = | i‘

CPROGRAMFILES OISGWICROSOFT I

C:\PROGRAM FILES (IS)WICROSOFT
FILES (X86)\MICROSOFT -

BAS |INS | 0060 | SYSADMIN |9/4/2012

When you click Begin Processing, the necessary AR Collections Manager screen modifications will be
added to your Microsoft Dynamics SL System. Once the screens have been added, you should receive a
message indicating that the process has been completed. Click OK.

Adding AR Collections Manager Possible Values (PV) using the Microsoft
Dynamics SL PV Import Utility

Select Administration Possible Value Import to begin the PV Import process.

Click the Enter file name button and navigate to the .\SSYH\AR Collections directory. Double-click on
ARPALPVREC.CSV to add the file to the import file list. Click Begin Processing to update Microsoft
Dynamics SL with the AR Collections Manager PV Values.
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_ 4 Possible Values Import (PV.REC) - Contoso, I.td:DemuL [ e

Specify Import File

Import file:

Enter file name C:'\Program Files (x86)Wicrosoft Dynamics\sL
Process
Processing :
PVRecs added:

||1MS | 0060 | SYSADMIN |9/4/2012 .

If you are upgrading from a prior version, you will receive the following message. Click Yes.

[ B

'0' The process has found a duplicate record in the PVREC table. Do you

WY want to delete each duplicate record found during processing and
replace it? "Moo’ will prompt you for each duplicate found, 'Cancel will
abort the process,

I
||
Yes | [ No ] [ Cancel
h =}

o Enterprise Resource Planning
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Unlocking the AR Collections Manager Module
(This step is not required for demonstration purposes.)
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Click the All Modules button on the Navigation Pane. Open the AR Collections Manager Group and select

SSYH Module Registration. Using all upper case letters,e nt er
by the registration key provided with your software.

r’“ 55YH Medule Registration (55.191.00) - Contoso, Ltd:Dema C=1=

A EEEET IR EL) @

‘ Module * | Registration Key * I i‘

pen

-

4 o

BAS |INS |0060 | SYSADMIN | 9/4/2012

6ARPALGS

as

t fdll@evedno d u |

When you save your settings and close the SSYH Module Registration screen you should receive a

message that the module was successfully registered.

; X|

& Module was successfully registered!

System Message

Greentree

PRIMED FOR BUSINESS

Microsoft Partner
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e
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Adding Access Rights for AR Collections Manager Screens and Report

B Access Rights Maintenance (95.270.00) EEX
Actions
DHAXD F++ 2 M os3
Type [Gow =
Group /UserD: [EvERvONE
Harme: [Foopere 7
Company |D: [ALL]
Dt (F4 - for idéform viewl
5“';3%’?5’“" T ‘ Nam Module | View |Update | Insert Ds\ele| ‘”“E&i‘:‘
1 KC13400 B O O O O
2 ®C1a7.00 E O O O O
3 KC148.00 E O O O O
4 RC18500 E O O O O
5 HC1G.00 E O O O O
& ®C168.00 E O O O O
7 ®C191.00 E O O O O
& #2500 E O O O O
3 HCRIL0D E O O O O
10 ®C.RS91.00 = [m] [m] [m] O
11 XCRI200 E O O O O
‘ T T

0060

58,

ADMIN

4/22/2006

Updating Templates with Correct Locations.

Select Administration Access Rights and
select the appropriate User, Group and/or
Company that should receive access to
the AR Collections Manager screens and
reports. Press (F3) in the Screen/Report
Number field and assign rights to the AR
Collections Manager screens and reports
shown.

Note: A group called AR COLLECTIONS
is created when the product is installed.
You can use this group and add users to it.

The product will install the default templates to the .\SSYH\AR Collections folder. It is suggested that you
do not modify the templates that get installed in the .\SSYH\AR Collections folder. Create a new folder,
copy the templates to the new folder and make the appropriate changes there. Use Template
Maintenance to point to the correct folder for the templates (ie the folder you created).

Installing AR Collections Manager to Addit_ional Databases

To install AR Collections Manager to additional databases you would follow the same instructions in the
section labeled Installing AR Collections Manager on your Server. The software will get installed again
and when prompted for the SQL Server and Database info enter the database info to install AR
Collections to. Continue to follow the remaining steps. You will not need to Import Customizations or
Possible Values Import unless you are installing to a new System Database.

Reinstalling AR Collections Manager

To reinstall the AR Collections Manager applications, run setup.exe from the folder where you unzipped
the AR Collections Manager Install. Click Next on the Welcome Screen. Review the license agreement
and click | accept the agreement and click Next if you wish to continue with the installation process. Click
Back to go back one screen or Cancel to exit the install.
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ﬁ! Setup - S5YH AR Collections Manager

nloi= o ] | 3 Setup - SSYH AR Collections Manager .

Welcome to the SSYH AR

License Agreement

Please read the followng mpor tant nformation befice cortrnung.

S

Collections Manager Setup Wizard

This will install 55YH AR Collections Version 4. 1.0 on your
computer.,

continuing.

Click Next to continue, or Cancel to exit Setup.

Itis recommended that you close all other applications befare

Ploase read the following Licerse Agreement. You must accept the terms of Sy
agreement before continuing wih the installaton.

1S SUBJECT TO e

About... www, ssyh.com

NOT ACCEPT THESE LICENSE
N THE SOFTWARE POR A FULL

ISTANLEY STUART YOFPEE 8 HENORIX, INC

The Sollowing License Terms govern your use of the accompenyng

: & | gecept e agreament
1 go not accept the agreement

) SOFTWARE LICENSE TERMS

You will be prompted for the installation path where your Microsoft Dynamics SL applications presently
reside. If necessary, click the Browse button to change or modify the destination directory. The proper
installation directory should be the Microsoft Dynamics SL root directory similar to that displayed below.
Once the default directory is correct, click Next to continue with the installation process.

ﬁl Setup - S5YH AR Collections Manager

o

Select Destination Location
‘Where should 55YH AR Collections Manager be installed?

Setup will install 55YH AR Collections Manager into the following folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse.

At least 6,7 MB of free disk space is required.
wvw. ssyh.com [ <Back ][ DNext = ] [ Cancel ]

Uncheck the Install/lUpgrade DB Objects check box. By unchecking this box the DB objects will not be
upgraded or reinstalled. Click Next.
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ﬁl Setup - S5YH AR Collections Manager

Install/Upgrade Database Objects for AR Collections

About...

WWW, SS‘('h .com

1f you are upgrading or doing a new install and would like to install the TablesStored
Procs/Indices etc please check the checkbox below. Mo data should be lost in this
process, but always perform a Database backup before installing. If checked, a
page wil be displayed after the files are copied that will allow you to specify your
connection information.

l < Back ][ Next > ]I Cancel ]

Pagel8of 30

When the location has been verified click Install to reinstall the applications or Back to change info. Click
Cancel to not to perform the reinstall. When the application has been reinstalled the Finish screen will

appear. Click the Finish button.

ﬁ! Setup - S5YH AR Collections Manager

Ready to Install

computer.

Setup is now ready to begin installing S5YH AR Collections Manager on your

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location:
C:\Program Files (x88)Microsoft Dynamics\SL\Applications

< Badk

] [ caneat | i [“apout. ]

@l Setup - SSYH AR Collections Manager

your computer.

Click Finish to exit Setup.

www.ssyh.com

Completing the SSYH AR
Collections Manager Setup Wizard

Setup has finished instaling S5YH AR Collections Manager on

About... www.ssyh.com
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AR Collections Manager Application Instructions

Action Main tenance Screen

¥ Action Maintenance Screen (XC.16B.00)

Actions

JEdE XE F++ 28 @&0
Agction D * Description Mext Contact # Days Status li‘
1 JCTIONT ctionl 1 Active
2 ACTIOMZ Action 2 Active
3 ACTIOMN3 Action3 3 Active
4

o

JL[

4721720068

I_Tl

0060 SYSADMIN

This screen is used to create, maintain and delete ActionIDs as needed. Any change to an ActionID will
only affect future transactions and will not affect/change any transactions already in the system. The
ActionID will automatically assign a follow-up date for the customer based on the Business Date in use at
the time of assignment. There are four fields on this screen:

1. ActionID: A 10-character field (use only numbers and letters).

2. Description: A 30-character field to illustrate the Action ID.

3. Next Contact # Days: Used to determine the number of days from the current business
date before the next action is required.

4. Status: (A) ctive or (1) nactive i Any ActionID marked Inactive will not available for
selection.

Greentree O Acumatica

PRIMED FOR BUSINESS
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AR Collections Manager Setup Screen

B2 AR Collections Manager Setup Screen [(XC.147.00)
Actions

d-dE X6 F + + 28 @ & 3

Default Action 1D: .-L-,[:T||:|[-.J1

Default File Path: |I::"~F'rugram File=4Solomaon',

00E0

SYSADMIN

Page20 of 30

EBX

File Browse

442172006

The AR Collections Manager Setup Screen names the default ActionID. The Default ActionID should be
the most commonly used ActionlID. The purpose it to save the users time by providing them with a default
action. (They always have the ability to override the proposed action.) The Default File Path is currently

not used.

User Customer List Screen

Customers can be assigned to a specific Solomon UserlD. By assigning customers to a specific Solomon

user, you are abl elLitsot dnalie ARGIRectians maotulectihraigh a combination
of the User Customer List Screen and the Actionl D Mai
the user enters the AR Collections Manager.
¥ User Customer List Screen (XC.167.00)
Actions
O EHB XEF « » 32| M| @ & o
UserID: [UsER
Lizt of Customers Associated with Abowve User
Customer Id Customer Name i‘
1 i
2 Ca189
EN
e
|5
| &
7 _
| 8
N
|10
(11
EEN
o _>l;‘
Load &l | it List |
o060 SYSADMIN 4/21/2006
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1. User ID: Enter the Solomon User ID. Either manually enter the User ID or press F3 and
select a User ID.

2. Customer ID: Enter the Customer ID as depicted in the AR Customer Maintenance
Screen. Either manually enter the Customer ID or press F3 and select a Customer ID.

3. Customer Name: This is a read only field displaying the customer name.

4. The Load All button will assign all customers to the User ID listed at the top.

5. The Print List button will create and print a list of all customers assigned to the listed User
ID. A complete list can be generated from the Reports menu.

User List Maintenance

This screen is used in conjunction with the Dunning Letter Generation screen. Create various lists
containing customers you wish to send Dunning Letters to. The lists are generated per SL user. For
example userSMITH can have lists defining certain customer and user MJONES can have separate lists
containing the same or different customers. The list ids are created in this screen, while the actual
customers contained in the lists are added through the DunningL&eneration screen.

-
Ay User List Maintenance Screen (XC.266.00) - Contoso, Ltd:Demo =

i FEEETC RN - -1

User ID:

SYSADMIN

Lists Assodiated with Above User

[ | uwstm= | List Name i‘

1 LsT1 All Customers Past Due
2 LIsT2 Customers 30 Days Past Due

o

BAS |INS | 0060 | SYSADMIN | 11/6/2012

AR Collection Contacts Screen

Use AR Collections Contacts Screen to add and maintain buyer, accounts payable or other contact
information associated with a customer. The contact information is referenced by the AR Collections
Module when generating letters and emails.
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&5 &R Collection Contacts Screen (XC.165.00) 1=1E3]

Actions

JHdE X8| F+ 92
Mote Contact Infarmation

Custorner 1D: D|

Contact |0

Type Shared Infomation -

Address 1D: Shared Information

Mame: Order Management Cantact

Add Shared Infarmation Address

Attentiar |

Phaone/Ext |[ ] -

Salutation:

Address 1:

Address 2:

City

State: Fostal Code:
Cauntry

Fan/Ext: EMail:

0060

SYSADMIN 44212008
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There are four types of contacts maintained on this screen. This screen will create a Contact ID based on
the information entered in this screen. Enter a Customer ID, Contact ID (will be created if it does not
exist), select type (described below) and enter or press F3 for the Address ID (based on Type selected). If

you choose Bill To for Type, you are not prompted to enter the Address ID.

1. Shared Information: The contact information is pulled from the Shared Information

module. In the Shared Information module, within Address Maintenance (21.250.00), you
can enter and maintain address information for a wide range of miscellaneous business

addresses.

2. Bill To: Information comes directly from the Address tab - Customer Maintenance Screen

(08.260.00).

3. Ship To: The information is entered in the Accounts Receivable module using the
Shipping Addresses (08.262.00) screen. The user can enter the name, address
information, and telephone/fax numbers for a customer's shipping address. Each
customer is permitted an unlimited number of shipping addresses.

4. Order Management Contact: Use Customer Contacts (40.370.00) to add and maintain

buyers, accounts payable contacts, or any other contacts within the customers'
organizations. These contacts can then be referenced by the AR Collections Contacts
entering the value or by selecting from a possible values list (F3).

Since each contact type is derived from another Solomon screen, the AR Collections module limits the
information the user can change on each contact. The user can only change the following fields:

1. Name
2. Attention
3. Phone/Ext.
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