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CRESTWOOD ASSOCIATES LLC COPYRIGHT
All Rights Reserved

No part of this document may be reproduced, copied, or transmitted without the express prior consent of Crestwood
Associates LLC

8891 Brighton Lane
Suite 105
Bonita Springs, FL 34135

Restricted Rights

The product is provided with restricted rights. Use, duplication, or disclosure by the United States
Government is subject to restrictions as outlined in the applicable License and Services Agreement
and in subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at DFARS
252.227-7013 or subparagraphs (c)(1) and (c)(2) of the Commercial Computer Software-Restricted
Rights at 48 CFR 52.227-19, as applicable.

Disclaimer

Crestwood Associates makes no representations or warranties concerning the contents or use of this document and
specifically disclaims any express or implied warranties of merchantability or fitness for any purpose. Further, Crestwood
Associates LLC reserves the right to revise this document and make changes in its content at any time, without
obligation to notify any person or entity of such revisions or changes.

Acumatica Software Versions Supported — 2018R1, 2018R2, 2019R1, 2019R2, 2020R1, 2020R2, 2021R1, 2021R2, &
2022R1

Updated: June 2023
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COLLECTIONS MANAGEMENT FOR ACUMATICA OVERVIEW

Increase Cash Flow and Automate Collection Activities with Collections Management for Acumatica. Easily create
collection activities and manage overdue invoices with automated collection plans and email templates and prioritize
collections efforts for maximum success. Collections Management for Acumatica allows you to see specific customer
information at-a-glance and allows you to quickly create and track collection activities including phone calls, emails,
notes, and tasks and associate the activities or follow-up activities with open receivable documents.

With Collections Management for Acumatica you can automatically close activities tied to documents that have been
paid; eliminating the need to have to manually close activities that no longer need to be performed. Create multiple
collection plans and, based on your customer payment history, tie a specific automated collection plan to each
customer. Associate specific Customers to specific collectors allowing the collector to view only their activities and
outstanding invoices and automate the complete collection process by the customer by auto-generating emails with
attached invoices and follow-up activities based on user-defined collection plan steps.

Using the Acumatica advanced reporting, generic inquiries, dashboard, and pivot table functionality, create data analysis
on collection activities, days past due, slow-paying customers, or any other business data points needed to manage all
your collection activities and reduce the days to pay. The ability to upload customer lists and assign them to collectors is
available, along with the capability to schedule collections activities.

By using Collections Management for Acumatica, you can achieve higher collection success rates, reduce the time spent
collecting from your customers, and get paid faster thus accelerating cash flows, lowering the Days Sales Outstanding,
and minimizing the risk of bad debt write-offs.

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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INSTALLING COLLECTIONS MANAGEMENT FOR ACUMATICA

Installation of the Collections Management for Acumatica is performed using the Acumatica Customization Manager.

Collections Management Installation

To deploy customizations, the user must be a member of the “Customizer” role. Crestwood recommends installation
using the default “Admin” user, however, any user who is a member of this role will be sufficient. To provide the
“Customizer” role access to a user, please refer to the Managing User Access Rights in the Acumatica Help Articles.

Import Customization Projects

All customizations in the Acumatica instance are maintained in the “Customization Projects” screen of Acumatica. This
screen is accessed from the following navigation Location: “Customization” -> “Customization Projects”

) Acumatica

THE CLOUD ERP

¥ Favorites HQ - Customization Projects
4 e
= = + X PUEBLISH = UMPUELISH ALL JIMPCRT = | EXPORT  VIEW PLELISHEC
[ Data Views
B Published *Project Name Level Screen Mames ]
.J\ Integration ¥ L] APS53R 16251
o # CAPaymentApplication AR302000
x ) Customerl aunchPad CWDO00001
() Time and Expenses
v v CWCollMgmiR2 AR303000
L J < CWCusiomerl aunchPad L
* Customization
o < CWWinboxhgmt
- POstatus PO301000 A
QE’& Finance
SMDemoData? 117 RIBetayi2 5
1t Banking

New Installation

To perform a new installation of the Collections Management for Acumatica to the Acumatica instance, the current
versions of the customization project zip files, including CWCollIMgmt and CWCrestwoodLicensing, must be imported
into the Acumatica Instance. When the file(s) are uploaded, two new customization projects will be created based on
the name of the file(s) uploaded.

e Both files should be published at the same time.

e |f you would like to try Collections Management for Acumatica before purchasing, the process to install is the
same (including importing and publishing of the Collections & Licensing Customization files) except they must be
imported and published to a “Test” Tenant or the functionality will not be available to use. Also, see Inserting
Demo Data to apply demonstration data.

o If the Files are imported and published to an “Active” Tenant, you must purchase license keys to use the
product.

e The module will not install or validate unless the CWCrestwoodLicensing Package is published with the Module.

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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To try Collections Management — Tenant Status must equal “Test Tenant.” By installing in a Test Tenant, you can try all
features of the product. Once installed in an Active Tenant, an active registration/license key is required.

Products Wholesale - Tenants

- + < > COPY TENANT  CREATE SNAPSHOT  RESTORE SNAPSHOT
Tenant ID: 2 o [SIQI‘US‘ Test Tenant
* Login Name: Company Tenant Name Company
SNAPSHOTS SNAPSHOT RESTORATION HISTORY USERS

C X IMPORT SNAPSHOT ~ PREPARE FOR EXPORT »  EXPORT SNAPSHOT ~ CHANGE VISIBILITY [+~ x

To Install Collections Management in a Production Environment or Active Status Tenant, an active registration/license
key is required to be entered in the Crestwood Licensing Screen.

Products Retail ~ Tenants

Lol + < > COPY TENANT  CREATE SNAPSHOT  RESTORE SNAPSHOT  CHANGE TO TEST TENANT
Tenant ID: 9 Io} [Slalus: Active
* Login Name: CA Products Company Tenant Name: CA Products Company

SNAPSHOTS SNAPSHOT RESTORATION HISTORY USERS

(e X IMPORT SNAPSHOT PREPARE FOR EXPORT * EXPORT SNAPSHOT  CHANGE VISIBILITY el x

1. Access the Customization Projects Screen.
2. Click the Import button (NOTE: If the dropdown is selected on the right side of the button, two options will
show. Select the Import New Project option).

VIEW PUBLISHED

[Drescription

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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3. Inthe Open Package dialogue box that appears, click the Choose File button

Open Package X

Choose File I\m file chosen

UPLOAD

4. Inthe File browser, navigate to the location where the Customization zip file exists. Select the file and click the
“Open” button. Go through Steps 2-4 again to import the CWCrestwoodLicensing.zip file. Both the module and
license customization projects must be imported and published at the same time.

« v N > ThisPC » OS(C:) > New folder
~ [ Name Date modified
v s Quick access
BB \WOMDamaNata zin 9/6/2018 10:37 AM
m Desktop * /5
[ B cwcollMgmtzip 9/6/2018 10:37 AM
New folder o+ —
cvITr gmTzZIp 9/3/2018 10:58 AM
PalletOne * BB \WCamnaninnSuhctitution 7in 9/3/2018 12:29 AM
+ Downloads » [‘ CWCrestwoodLicensing.zip 9/2/2018 10:48 PM
Other Folders of = - poewpedpdate...  8/18/2018 1:58 PM
« Documents * B CWCustomerLaunchPad.zip 7/20/2018 9:35 PM
= Pictures * = CAPaymentApplication.zip 7/20/2018 9:35 PM
NewSales *

5. You will be redirected back to the Open Package dialogue box and the zip file name should show next to the
Choose File button. Click the Upload button. Once the upload is complete, the Customization Project(s) will
show in the Customizations Project Screen.

Open Package

File path: Choose File | CWCollMgmt.zip

UPLOAD

The amount of time it takes to upload the customization project(s) will depend on the size
of the file and the internet speed

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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Customization Upgrade
To update to the latest supplied version of the Collections Management for Acumatica, the following steps need to be
performed:

1. Access the Customization Projects Screen
2. Select the Collections Management Project (and updated Crestwood Licensing Project if provided)

Products Wholesale ~ Customization Projects

c L + X PUBLISH * UNPUBLISH ALL IMPORT » EXPORT VIEW PUBLI
B O Published *Project Name Level Screen Names
> [ ] CWCMDemoData CWCM1000
[ v CWCollMgmt AR303000,SM204(
ompanionsubstitition IN202500,S03010(
vl v CWCustomerl aunchPad
W v CWinboxMgmt SM204002
v v CWPaymentApplication AR302000
O POstatus PO301000
VI l' v CW_CrestwoodLicensing 1

3. Select the dropdown next to the Import button and select Replace Selected Project Content. This step should
be done for both the updated module and licensing customization project if applicable.

m EXPORT  VIEW PUBL

Open Package

File patt Choose File }lo file chosen

UPLOAD

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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5. Inthe File browser, navigate to the location where the Customization zip file(s) exists. Select the Collections
Management.zip file (and subsequently the Crestwood Licensing Project if applicable) and click the “Open”

button.
« v N > ThisPC » OS(C:) > New folder
~ [O Name Date modified
v Quick access
BB C\WOMDamaNata zin 9/6/2018 10:37 AM
m Desktop
[ = CWCollIMgmt.zip 9/6/2018 10:37 AM
New folder —
CTYVIMDOXVIgMTZID 9/3/2018 10:58 AM
PalletOne BB C\WCamnanianSubctitution 7in 9/3/2018 12:29 AM
+ Downloads [‘ CWCrestwoodLicensing.zip 9/2/2018 10:48 PM
Other Folders = - soempedpdate...  8/18/2018 1:58 PM
« Documents o B CWCustomerLaunchPad.zip 7/20/2018 9:35 PM
= Pictures * = CAPaymentApplication.zip 7/20/2018 9:35 PM
NewSales

6. You will be redirected back to the Open Package dialogue box and the zip file name should show next to the
Choose File button. Click the Upload button. Once the upload is complete, the Customization Project will show
in the Customizations Project Screen.

Open Package

File path: Choose File | CWCoallMgmt.zip

UPLOAD

Customization Publishing
To utilize customization that has been uploaded, it must be published to the Acumatica instance. If you are updating an
existing installation, the site must be republished. It is important to note the following items during the publishing step:

Customizations affect all companies in an Acumatica instance, not just the current
company you are logged into

After the publishing step is performed, the Acumatica Instance will restart effectively logging off all users
currently in the system. There is no confirmation prompt for the users to save work. Customizations should
only be published during a scheduled maintenance window or when validated that no one is currently logged
into Acumatica.

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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To publish the Acumatica customization project

1. Validate that the project is selected in the customization projects window

Products Wholesale -~ Customization Projects

c L + X PUBLISH » UNPUBLISH ALL IMPORT » EXPORT VIEW PUBLI
=] O Published *Project Name Level Screen Names
> [ ] CWCMDemoData CWCM1000
[ v CWCollMgmt AR303000,SM204C
v CWCompanionsSubstitttion IN202500,503010(
vl v CW—Customerl aunchPad
W v CWinboxMgmt SM204002
v v CWPaymentApplication AR302000
O POstatus PO301000
v [ V) CW(CrestwoodLicensing 1

2. Click the Publish button to begin the publishing validation.

PUBLISH ~

3. Once you click the Publish button, Acumatica will validate that all customizations compile correctly. If this step
is performed successfully, you will be prompted with the “Publish” option in the Compilation Window. Click the
publish button )

Valloating the webslte C:\Frogram Flles (xob)\ACumatlca EHP\Lustoml
IIS APPPOOL\AcumaticaDBLocal

Building directory '\WebSiteValidationDomain'\App_Code\".

Building directory '\WebSiteValidationDomain'\App_ RuntimeCode'’.
Building directory '\WebSiteValidationDomain\Controls\'.

Building directory '\WebSiteValidationDomain\CstPublished\pages_ar\
Building directory '\WebSiteValidationDomain\MasterPagesh'.
Building directory '\WebSiteValidationDomain\Customization''.
Building directory '\WebSiteValidationDomain\ExternalResourcel’.
Building directory '\WebSiteValidationDomain'\Mobilel'.

Building directory '\WebSiteValidationDomain\Pages\CW\".

Building directory '\WebSiteValidationDomain\Pivot'.

Building directory '\WebSiteValidationDomain','.

Compiler time, in seconds: 34.4548857

Validation finished successfully.

Publish | warning. Active website users will be logged out.

Website updated.

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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4. After publishing is complete, you will see the message that the Website updated, and the window can be closed
at this point.

Depending on the Acumatica Version and Setup, you may not be required to Press the Publish
button after Acumatica Validates the Customization Package. Acumatica may complete both steps
for you at the same time.

The upgrade requires the Crestwood licensing Customization Package to be published at the same
time. To perform the upgrade of the Collections Management for Acumatica to the Acumatica
instance, the current versions of the customization project zip files, including CWCOLLMGT and
CWlLicensing, must be re-published into the Acumatica Instance. This can be done by
unpublishing the two old customization project files and importing and Publishing the new
customization projects using Import New Project during the Import Process or by leaving the old
customizations published and using the Replace Highlighted Project Content during the import
process, which will overwrite the old packages.

Both files must be published at the same time.

5. Installation of the Collections Management for Acumatica is now complete.
6. If you need further assistance, please contact your Partner or Crestwood Associates.

Crestwood License Form ID: (CW.LC.10.00)

To activate the Collections Management for Acumatica, obtain your Product ID and Customer ID from your partner and
retrieve your License Key from the Crestwood Licensing Screen. This screen is accessed from the following navigation
Location: “System Management” -> “Licensing” -> “Crestwood Licensing.”

3 Time and Expenses

Licensing System Maintenance
& Finance Enable/Disable Features Tenants

Activate License Apply Updates
-
1 Banking License Manitoring Console Rebuild Full-Text Entity Index
= o [ Crestwooed Licensing Tenants
= Projects

- Space Usage

System Health Monitoring Pa age
) Payables Erflails Pending Processing System Processes

futomation Schedules Send and Receive Email
’ Receivables

Running Processes File Synchronization
i Callections Manag. Request Profiler Refresh Application Access Ti

Business Event History Send Notifications
J Customization
' Sales Orders . Crestwood Licensing
¥ Purch
5 PR c w 4+ X REFRESHLICENSE GETLICENSE |+
b Inventory .

E Product ID *Customer Code License Key Current
m Status
§ Dashboards
* COLLMGMT ASM2013 DBJWA-HEWOW-JVX35-Q2. .. 1

& More Items

I System Management

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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1. Enter the Product ID and Customer Code provided by your Acumatica Partner.

2. Press the GET LICENSE button and a License Key will be populated in the LicenseKey Field and the Current Status

will = “1”. You will also receive a popup note presenting your current license Expiration Date. If you receive an
error, please contact your Acumatica Partner to receive an updated Key.
3. Atany time, you can press REFRESH LICENSE to retrieve your current license key and/or obtain your current

expiration date for the highlighted product.

Inserting Demonstration Data

If you would like to install Collections Management for Acumatica demo data to see how Collections Management can
help your business, you can Publish the CWCMDemoData Customization Package after installing and publishing the
CWColIMgmt and CWCrestwoodLicensing Customization packages. Then by accessing the Collections Management
preferences Screen, you can Insert the sample demo data for your review. The Sample data includes all setup
requirements, new AR Documents, and different Collection Activities associated with existing and new Acumatica AR
Documents. The dates on some of the Activities and Invoices will also get updated based on the current system date of
the demo data insert. This ensures that the demo data is more representative of different aging buckets and reflects a

more realistic scenario.

Caution: Do not install the Demonstration Data in a Production Environment. The
Demonstration Data works with the SalesDemo data or for Partners, the Sales Demo

Snapshots provided to Partners on the Acumatica Partner Portal. See the Screenshots
below for reference. (Note: since the demo data utilizes some of the existing AR Invoices
in the Sales Demo, the data will not likely install in a production environment; however, it
is always better to double-check that you are installing the demo data on a Test Tenant)

Q Acumatica ERP Configuration Wizard - X

Tenant Setup

If you wish to create a multi-tenant site, insert rows with appropriate information for each required
tenant.

Installed tenants: Reload the List

ID Login Tenant Name New Insert Data Parert Tenant D Visble  Additional Info
» 8 & o

SalesDemo [
D200

F200

F300

1100

DemoObsolete

lateObsoleted
[ Advanced Settings [] Secure Tenant on Login Form New Delete

() Version: 18.192.0051

htp:dfvevew acumatica. com

Create Your Own Demo Environment

To create an optimal envirenment for doing customer demonstrations:
. and follow the instructions to . (You can also referg
to assist with installing Acumatica)

* Download and install the SalesDemo snapshot. There are two ways to get the SalesDemo

1. Acumatica ERP Configuration Wizard: Install the SalesDemo data when deploying Ac)
. This data may not have transactions for the current month.

2. Acumatica Snapshot: Download and install the SalesDemo snapshot. Reference this

with installing the snapshot. The snapshot is updated each month and each time we dep

6 Download Snapshot for 18.112.0019 6 Download Snapshot for 17.212.0020

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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If you would like to see how Collections Management for Acumatica can help your business and would like to install
demonstration data on your Test Instance, a Collections Management Demo Data customization package can be
installed, published, and then inserted from the Collections Management Preference Form.

You would follow the same process to import the Customization Project as follows:

1. Access the Customization Projects Screen
2. Click the Import button (NOTE: If the dropdown is selected on the right side of the button, two options will
show. Select the Import New Project option).

IMPORT - VIEW PUBLISHED

Impaort Mew Project Description

File patt Choose Fila Fn file chosan

UPLOAD

4. Inthe File browser, navigate to the location where the Customization zip file exists. Select the file and click the
“Open” button.

&« v 1*"'1' » ThisPC » 0O5(C) » New folder |

~

~ [ MName Date modified Type Size
3 Quick access

| I Desktop A @ CAPaymentApplication.zip WinRAR ZIP archive 306 KiE
| E CollectionsManagement_ScriptUpdat... PM WinRAR ZIP archive TKB
| DSt b1 B CompanionSubstitution.zip 1229AM  WinRAR ZIP archive 59 KB
i PalletOne * B CrestwoodLicensing.zip 43PM  WinRAR ZIP archive 21KB
| ¥ Downloads * B CustomerLaunchPad.zip PM  WinRAR ZIP archive 41KB
| Other Folders - B cwieCalMamt in WinRAR ZIP archive 175 KB

@ Documents - I @ CWCMDemoData.zip WinRAR ZIP archive 17KB
| & Pictures P CWinboxMgmt.zip WinRAR ZIP archive 19KB

|

5. You will then be redirected back to the Open Package dialogue box and the zip file name should show next to
the Choose File button. Click the Upload button. Once the upload is complete, the Customization Project will
show in the Customizations Project Screen.

Open Package

File path: Choose File | CWCMDemoData.zip

UPLOAD
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Customization Publishing
To publish the Acumatica customization project:
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1. Validate that the project is selected in the customization projects window.

Customization Projects

C [

B

oo

+ X

Published

PUBLISH ~ UNPUBLISHALL  IMPORT ~ EXPORT

*Project Name

CAPaymentApplication

1

Ky

CMDemaData

OO
&y

Oood

Companionsubstitution
Customerl aunchPad
CWCollMgmt
CWinboxMgmt
POstatus

CrestwoodLicensing

VIEW PUBLISHED

Level Screen Names
AR302000
CWCM1000
IN202500,50301000

AR303000.5M204003
SM204002
PO301000

2. Click the Publish button to begin the publishing validation.

3. Once you click the Publish button, Acumatica will validate that all customizations compile correctly. If this step is
performed successfully, you will be prompted with the “Publish” option in the Compilation Window. Click the

pu

PUBLISH ~

blish button.

Validating the website C:\Program Files (x86)\Acumatica ERP%Customization‘\Acu
IIS APPPOOL%AcumsticaCollectionTest

Building directory
Building directory
Building directory
Building directory
Building directory
Building directory
Building directory
Building directory
Building directory
Building directory
Building directory

'\WebSiteValidationDomain\App_RuntimeCodel".
"\WebSiteValidationDomainiControlsh'.
"\WebSiteValidationDomain\CstPublished\pages_ary'.
"\WebSiteValidationDomain\CstPublished\pages_cu''.
"\WebSiteValidstionDomain\CstPublished\pages_sm''.
'\WebSitevValidationDomain\Customizationl'.
"\WebSiteValidationDomainhExternalResourcel'.
"\WebSiteValidationDomain\MasterPages\'.
"\WebSiteValidationDomainiPagesiCWh'.
"\WebSiteValidationDomainiPivoth'.
"\WebSiteValidationDomain'.'.

Compiler time, in seconds: 4.81228@3

validation finished successfully.

Publish

]

wWarning. Active website users will be logged out.

oI I I Lo S LAy LT

Updating website files
Starting the website

Website uwpdated.

4. After publishing is complete, you will see the message that the Website updated.

steps for you at the same time.

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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Import the Demo Data
1. You are now ready to insert the Demo Data into your TEST Tenant.

2.

Before Inserting the Demo Data, you must Check the Manual Numbering option on the
Numbering Sequences Form: CS.20.10.10. New Invoices are added, and the numbers are
appended with ARCM to enable Activities to be associated with them. The checkbox must be
checked, or the Insert will fail. Remember to Uncheck the Manual Numbering after the INSERT
DEMO DATA is complete if you use auto numbering for your AR Invoices.

Numbering Sequences

d - + ] v~ K < > 2l IMPORTANT

Check the Manual
Humibering on the
ARINVOICE Humber

LS ARINVOICE e Sequences before Inserting
* Description: AR Invnice d DemoData
— Remember to Uncheck the
[ #||Manual Numbering "I Manual Humbering after the
P INSERT DEMO DATA is
L <NEW> complete if you use the auto

numbering for your AR
Invoices

c + X +H X

v,

B Branch * Start *End * Start Date *Last *Warning * Numbering
Number Number Number Number Step

¥ ARDO0OOOD ARS599999 111900 ARD0B334 ARS999909 1

You will insert the demo data on the Collection Management Preferences Screen from the following navigation
Location: “Collections Management” -> “Preferences” -> “Collection Preferences.”
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Press “INSERT DEMO DATA” - This should only take about one minute depending on your environment. You will
get a Green Check mark when done. You will notice the Preferences Screen is automatically filled in for you. As
mentioned above, the Sample data includes all setup requirements, new AR Documents, and different Collection
Activities associated with existing and new Acumatica AR Documents. The dates on some of the Activities and

Invoices will also get updated based on the current system date of the insert. This ensures that the demo data is
more representative of different aging buckets and reflects a more realistic scenario.

Collection Preferences

H - [ INSERT DEMO DATA

* Collection Plan Run Sequenca:: 0

Aging Bucket 1: 0

Aging Buckst 2: 0 Collection Preferences

Aging Bucket 3: 0 ﬂ INSERT DEMO DATA
* Default Invoice:

= Default Email:

* Collection Plan Run Sequence:: COLLECTION 2
Days to look for Upcoming Invoices: 0 Aging Bucket 1: 15
Aging Bucket 2 60
Aging Bucket 3: 90
= Default Invoice AR 64.10.00 - Invoice/Memo gl
* Default Email

democrestwood@gmail.com

Days to look for Upcoming Invoices: 30

— After Inserting the Demo Data, remember to Uncheck the Manual Numbering after the INSERT
= DEMO DATA is complete if you use the auto numbering for your AR Invoices.

Numbering Sequences

- + W D K < >

* Numbering ID: ARINVOICE fol

* Description: T
. Uncheck Manual Humbering
Manual Numbering

if you aute number your AR

N Number ¢ — Invoices after the Data Insert
* New Number £ T

¢ + X =+ X

B Branch * Start *End * Start Date *Last *Warning * Numbering
Number Number Number Number Step
3 ARO000000 AR9599999 11111800 AR0DG334 AR999909 1

© 2018-2023 Crestwood Associates LLC. All rights reserved.
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DELETE PROCEDURE

Applicable to embedded solutions and embedded parts of composite solutions.
To entirely remove the Collections Management solution, the following steps needed to be taken:

Unpublish solution
1. Logintothe Acumatica instance under the tenant with the published Collections Management solution.
2. Navigate to Customization Projects Screen (SM204505): More Items -> Customization -> Customization

Projects.
Customization Projects =7

¢} ) + x PUBLISH ~ UNPUBLISH ALL IMPORT ~ EXPORT  VIEW PUBLISHED  VALIDATIONS ~
=] Published * Project Name Level Screen Names Description
> ComissionSummary
] CWADVBGTS[20.101.0032][1.393] GL202500,GL302010
CWADVBGTSWIKI2
CWCOLLMGTWIKI[19.110.0013][19R1.201 ... CW_COLMGT_WikiHelp[15.208.0013][18R...
] CWLOCKBOX[19.207.0026][19R2.2020.06. ... CWLOCKBOX[19.207.0026][19R2.2020.06...
FSUpdateDates2020R1 SM Demo Data
SalesDemoDashboards2020R1
Smartsheet PM301000
5] CWLICENSING[19.108 0017][19R1.2020.0 1 CW_LICENSING[19.108.0017][18R2_2020
5] CW360SAI ES[19 207.0026][19R2.2020.08 2 CW360SALES[19.207.0026][19R2.2020.08
] CWINBXMGT[19.110.0013][19R1.2020.07 2 AP101000,5M204002 CWINBXMGT[19.110.0013][1R1.2020.07
5] CWIVSUBST[19 207 0026][19R2.2020 09 01] 2 IN202500,80301000 CWIVSUBST[19.207.0026][19R2.2020.09.01]
CWLOCKBOXWIKIHELP 2
CAIntCommCustomizations 3 AR205000,CWAC3010 PM30 .
CWACSalesPersonType 3 AR205000,CWAC3010
CWCOLL MGTDEMODATA[20200301] 3 CWCM1000 CWCOLLMGT_DEMO_DATA[2020-03-01]
5] CWADVCOMM(20 101.0032][20R1.2020.1 . 14 AP301000,AR205000 AR301 CWADVCOMM[20.101.0032][20R1.2020.1..
CWCOLLMGT[18.110.0013][19R1.2020 11 16 AR303000,CR302000 CWCOLLMGT[19.110.0013][1SR1.2020.12
I 5] CWCOLLMGT[18.110.0013)[19R1.2020 12 | 16 AR303000,CR302000 CWCOLLMGT[19.110.0013][15R1.2020.12
3. CWCOLLMGT[18.110.0013)[19R1.2020 12 16 AR303000,CR302000 CWCOLLMGT[19.110.0013][1SR1.2020.12

4. The Customization Projects will display the following:
5. Clear the checkbox for the installed projects:

a. CWLICENSING[19.106.0017][19R1.2020.0...]

b. CWCOLLMGMT[19.110.0013][19R1.2020.12...]

6. Click PUBLISH on the Toolbar to initiate the process. After the Compilation is complete, then click Publish in the
Compilation window to finalize publication.

7. Sequentially select and delete (X in the toolbar) the rows with the solution packages unpublished in the previous
step.

8. Click Save

Remove the solution items that stored in the database
The following Generic Inquiries need to be removed:

1. CWCMCustomerPerformance.xml
2. CWCMCustomerPerformanceDetail.xml
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ACUMATICA LICENSE REQUIREMENTS

Acumatica Modules
The Collections Management solution requires the following modules to be enabled:

e Financials

Minimal License Tier
The minimal recommended Acumatica ERP license that should be applied for the Collections Management solution to
function in alignment with license tier restrictions is:

e Slicense Tiers
The above statement is estimated based on the average normal use of the solution and may vary for an individual setup.

CONFIGURING COLLECTIONS MANAGEMENT

This section outlines the required setup to use the Collections Management for Acumatica. If you are Inserting the Demo
Data in a “Test” Tenant, all the setup and sample data will automatically be imported for you; therefore, if this is a “Test”
Tenant Install, you can ignore the Configuration Section. If you are installing Collections Management for Acumatica to
your live/production environment or an “Active” Tenant, the setup is required to use the module:

Collection Preferences Form ID: (CW.CM.10.00)

You use this form to configure the Collections Management Module. Settings defined on this form include the
numbering sequence for Collections Plans, Collection Aging Buckets, DSO (Days Sales Outstanding) Periods, Default
Invoice Format, Default User Email address, Days to look for Upcoming Invoices, Show Customer Pop-Up note and Auto
Complete Sent Email Activities. This screen is accessed from the following navigation Location: “Collections
Management” -> “Preferences” (or Configuration / CM Setup) “Customization Preferences.”
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Collection Preferences
v
* Collaction Plan Run Sequence:: ALLOCATION j o] AGING BUCKETS
* Default Invoice: AR 610500 - AR Edit Detaile .2 Aging Bucket 1: 30
= Default Email: test@test com Aging Bucket 2 60
Days to look for Upcoming Invoices: 0 Aging Bucket 3: 90
[(] Show Customer Pop-Up note Aging Bucket 4: 120
(] Auto Complete Sent Email Activities DS0O PERIODS
DS0 Period 1: 90
DS0 Period 2: 180
0S50 Period 3: 365

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.

Create Collection Plan Numbering Sequence Form ID: (CS.20.10.10)

Although you can select a predefined Numbering Sequence used for other modules, it is recommended that you set up
your own Collections Plan Numbering Sequence for ease of use. A Sample Name is shown in the following Screenshot.
This screen is accessed from the following navigation Location: “Configuration” -> “Common Settings” -> “Numbering

Sequences.”

Products Wholesale v"I\.Iumbering Sequences |

=+it‘ﬂvl<<>>|

= Numbering 1D: COLLECTION o]

* Description: Collection Plan Number

Manual Numbering

* New Number Symbol: <NEW:=

c + X +H X

B Branch = Start *End * Start Date *Last *Warning *Numbering

Number Number Number Number St
1 I

> COL0o00001 COL999999 1/1/1900 CoLoooo00 COL999899

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.
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Customer Collection Plan Maintenance Form ID: (CW.CM.20.02)

Collection Plans allow users to set up and automate the collection process by customer, create different plans and assign
the appropriate plan to your customers, and create automated actions such as emails, phone calls, and tasks based on
the custom invoice aging dates.

This screen is accessed from the following navigation Location: “Collections Management” -> “Profiles” -> “Collection
Plan Maintenance.”

Products Wholesale ~ Collections Plan Maintenance CUSTOMIZATION ~ TO

-~ + ¥ - K < > 2l

Plan Info
Plan: GOODCUSTOMER o * Description: Good Customer Plan Minimum: 100.00 After Last Step: | Step -

Step 1

¥ Active
Days Overdue: -15 Grace Period: 0 Action: Email - Template: Collections 2
Max Days: 0 Repart Type: Report: AR.64.10.00 - Invoice/Memo 2

Step 2
¥ Active
Days Overdue: 1 Grace Period 0 Action Note: Past Due Invoice - Follow up in
Max Days: 59 >Pays
P
Step 3
¥ Active
Days Overdue: 60 Grace Period 0 Action Email - Template: Collections 2
Max Days- 90 Report Type: Invoice Report - All Open ~ | Report AR.64.10.00 - Invoice/Mema 2
Step 4
¥ Active
Days Overdue: 91 Grace Period 0 Action Email - Template: Collections £
Max Days- 120 Report Type: Invoice Report - All Open ~ | Report AR.64.10.00 - Invoice/Mema 2
Step 5
¥ Active
Days Overdue: 120 Grace Period 0 Action Email - Template: Collections £
Max Days: 900 Report Type: Invoice Report - All Open -~ Report AR.64.10.00 - Invoice/Memo 2
Step 6

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.
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Collection Customer (Plan) Maintenance Form ID: (CW.CM.20.00)

Assign Collection Plans to each Customer to automate the collection activities based on the collection requirements for
each of your customers. This screen is accessed from the following navigation Location: “Collections Management” ->
“Profiles” -> “Collection Customer Maintenance.”

Products Wholesale -~ Collections Customer Maintenance

c e+ X - ry
B *Customer PlanlD Default Contact
» ABARTENDE GOODCUSTOMER Malone, Sam
ABCHOLDING GOODCUSTOMER
ABCSTUDIOS GOODCUSTOMER
ABCVENTURE GOODCUSTOMER
ACTIVESTAF GOODCUSTOMER
ALPHABETLD GOODCUSTOMER Schuster, David

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.

Collector (Customer) Maintenance Form ID: (CW.CM.20.01
Assign Collectors to Customers for collection activities and reporting. This screen is accessed from the following
navigation Location: “Collections Management” -> “Profiles” -> “Collector Maintenance.”

HQ ~ Collector Maintenance

-~ 4+ W - K < ? |

=
* UserlD: admin 0

DefaultPlan: | P

c + X +H X @

*Customer Customer Name

> oldings Inc
ABCSTUDIOS ABC Studios Inc
ACTIVESTAF Active Staffing Service
ALPHABETLD Alphabetland School Center
APOSTELSCH Church of The Apostles
BORDERSHOP  Borders Books, Music & Cafe
VIDEQCITY Texas Video City

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.
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Notification Templates Form ID: (SM.20.40.03)
For Collection Plan Setup and to select Notification Templates for “one-off” emails, Collection Notification Templates

should be created. In the example below a Notification Template called “Collections 1 Template” was created. This
Template will include a section for all Outstanding Invoices and a Section for “Upcoming Invoices”. Although not due,
you may want to let your customers know there are some created.

This screen is accessed from the following navigation Location: “Collections Management” -> “Profiles” (or “Work Area /
Manage”) -> “Notification Templates.”

For the Screen ID, select Collections Notification Helper. This table holds the Collection Management Fields. The Screen
ID is located in the following folder: “Hidden” -> “Collections Notification Helper.”

To add fields from the Collections Management Helper table, select “Insert” -> “Datafield”.

Products Wholesale ~ Notification Templates

~ arstioes B+ WK < >

Notification ID- Collections 1 Template o * Screen: Collections Motification Helpe 2

* Description: Collections 1 Template Screen ID: A CH1 5959
From: o Link to Account: 0o
To: 0o
CC: 0
. :SELECT
Subject: Invoices Coming Due Soon o= CUSTOMER 2

ma ALL LATE INVCS
= Doclist
MESSAGE / - =RefNbr

VISUAL~ w~ ~~ |Paragaph ~ B r uw - = Due Date LAYOUT

----- = Doc Balance
g INVOICES 0 - 15T BUCKET

Dear Accounts Payabls

Please note that the following invoices are coming due socd. Alle = = Doclist
..... R f Nb

Thank you = et hbr
----- = Due Date

Crestwood Associates, LLC

o}

Associstes

voices Coming Due Soon —

Doc Mum _ Due Date  Amount

----- = Doc Balance

oo INVOICES BETWEEN 1ST-2ND BUCKET
@m INVOICES BETWEEN 2ND-3RD BUCKET
oo INVOICES BEYOND 3RD BUCKET

e UPCOMING INVOICES

.= DocList

~= Ref Nbr

‘ ~= Due Date

/ ‘.= Doc Balance

@-m GENERAL INFO N

Doc Num Due Date _Amount

For additional details on this section, including descriptions, suggestions, and processes of all fields, please refer to the
Collection Management Forms/Profile area of the Collections Management User Manual with the same section title.
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COLLECTIONS MANAGEMENT FORMS/PROFILES REFERENCE

Collection Preferences Maintenance
Form ID: (CW.CM.10.00) — The Collection Preferences form must be set up before accessing any other Collections
Management Screen.

Element Description

Collection Plan Run |This is the Collection Plan Run Sequence. Using the Acumatica Numbering Sequence
Sequence Form, it is recommended that you create a new Collection Numbering Sequence for
Collection Plan runs.

Aging Buckets 1, 2, |[These Aging Buckets are used for the Notification Templates created for the
3and4 Collection Management Emails. They are also used in calculating the aging buckets
on the Collections Management Screen.

Default Invoice For Email Activities created manually (or not by the Collection Plans), this is the
Invoice format attached to the email.

Default Email Information only - Not used Currently in processing.

Days to look for The Days to look for Upcoming Invoices is like the Aging Buckets and is used for the
Upcoming Invoices |Notification Templates created for the Collection Management Emails, and defines
how far in the future to look for open invoices.

Show Customer The system will automatically open Notes attached to the Customer Master for
Pop-Up note reference purposes.

Auto Complete Sent{The system will automatically mark sent emails as completed activities.
Email Activities

DSO Periods The Days Sales Outstanding (DSO) period buckets are user-defined and are utilized
in the DSO calculation.
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Collection Preferences

)
= Collection Plan Run Sequence ALLOCATION o AGING BUCKETS
= Default Invoice AR.61.05.00 - AR Edit Detaile © Aging Bucket 1: 30
* Default Ema testi@test. com Aging Bucket 2: &0
Days to look for Upcoming Invoices: 0 Aging Bucket 3: a0
(] Show Customer Pop-Up note Aging Bucket 4: 120
(] Auto Complete Sent Email Activities DS0O PERIODS
0S50 Period 1 90
0S0O Period 2 180
DS0 Period 3 365

Collection Plan Maintenance Form
Form ID: (CW.CM.20.02)

The Collections Plan Maintenance form defines the steps to be processed during the “Run Collection” Process. Only one
step will be launched for a customer. The system searches all open invoices (the Status of the Invoice must be equal to
Open) for a customer. Based on the oldest overdue invoice, the step that falls between the Days Overdue and Max Days
will be activated.

Element Description

Plan Name of the Collection Plan to link to a Customer.

Description Description of the Customer Plan.

Plan Minimum The minimum document amount to be included in the Activities created in this
Plan.

After Last Step Repeat the Last Step — Repeat the last step each time the plan is executed.

Stop — After the last Step is run and executed, no activities will automatically be
created for the customer.

Steps 1-8 A total of 8 Customer Steps can be defined for each Collection Plan.
Active Must be checked to activate the Step. If unchecked, Plan Processing will ignore the
step.
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Days Overdue The Days Overdue (Beginning Overdue Days) and Max Days (Ending Overdue Days)
work together to determine the timeframe for the documents included in this
step. For this field, enter the number of “beginning” days overdue that you would
like to include in this collection Plan Step. For example, if “-15” is entered in Days
Overdue and Max Days = “0”, then the step will look at all invoices that will be due
in 15 days but not any overdue invoices. If “1” is entered in the Days Overdue and
the Max Days is 30, then this step will include all invoices that have a due date
between 0-30 Days.

Max Days The Days Overdue (Beginning Overdue Days) and Max Days (Ending Overdue Days)
work together to determine the timeframe for the documents included in this
step. For this field, enter the number of “ending” days overdue that you would like
to include in this collection Plan Step. For example, if “-15” is entered in Days
Overdue and Max Days = “0”, then the step will look at all invoices that will be due
in 15 days but not any overdue invoices. If “1” is entered in the Days Overdue and
the Max Days is 30, then this step will include all invoices that have a due date
between 0-30 Days.

If you would like to include two different types of activities for the
same aging period, use the same Days Overdue and Max Days on the
next step and the Plan will launch/create both Activity Types.

Grace Period To avoid potential client irritation, enter the number of days you would like to wait
before another activity is created for this customer (when a Customer Plan is run).
For example, if you tend to run plans daily or often and you only want to send a
collection email letter to your “Good” Customers every 5 days, then enter 5 in the
Grace Period for this step. The system will search for the last time this step was
launched for this customer and will not resend/recreate the activity for 5 days
from that date.
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Action Four (4) Activity Action Types can be selected. For each Action Type, different
options will be displayed. Select the one you would like to launch if this step is
chosen during the Collection Plan Run.

e Email: With the Action Type Email, select an email Template and Report Type
to use in this step, and based on the Report Type, the Report to attach to the
email. The email activity will automatically be completed once sent.

e Task: With the Action Type Task, enter the Activity Subject in the Note Field
and the number of days to Follow-Up. The Activity Due Date will be assigned
(when the Plan is run) with the System Date plus the number of Follow-up
Days.

e Phone: With the Action Type Phone, enter the Activity Subject in the Note
Field and the number of days to Follow Up. The Activity Due Date will be
assigned (when the Plan is run) with the System Date plus the number of
follow-up Days.

e Note: With the Action Type Note, enter the Activity Subject in the Note Field.
The Note activity will automatically be completed once the Plan is run and
executed.

Template Available with Email Type only. The Notification Email Collection Template to
create is if this step is run during the Collection Plan run. For Email Activities, this is
the email Format that will get used for the email subject, content, and related
documents to attach, etc. Note: The Contact Recipients for the email will be pulled
from the settings on the COLLECTIONS RECIPIENTS Tab of the Customer Master
Form (AR.30.30.00). If the Notification Email Collection Template has an ‘email
from’ value, this email address will be used when sending the email instead of the
logged user email. If the Notification Email Collection Template is empty or the
‘email from’ field is empty, then the system will use the logged user email when
sending out the email.

See Section Changes in Standard Acumatica Forms — Activity Recipients, in this
Collections Manager User Manual, for additional details on how to define the
Activity Recipients. This field will only include data for Email Activities.
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Report Type Available with Email Type only. Select the Report Type for this Step.

e Customer Report: For Reports that only require the Customer as a parameter.
For example, the Customer Statement report can be selected as the Report.

o Invoice Report — All Open: For Reports that only require the Customer and
Document/Reference Number as the report parameters. For example, the
Customer Invoice Report. If this option is selected and this step is selected
during the Plan Run, then all Outstanding Invoices will be printed.

o Invoice Report — This Step: For Reports that only require the Customer and
Document/Reference Number as the report parameters. For example, the
Customer Invoice Report. If this option is selected and this step is selected
during the Plan Run, just the outstanding invoices that fall within the Days
Overdue and Max Days in this Step will be printed.

Report Available with Email Type Only

Select the report to attach to the email. Please note: although all reports are listed
to ensure User Created Reports can be selected, you should only select reports
that either require a customer ID parameter (for Report Type — Customer Report)
or reports that require a Customer ID and Document/Reference Number
Parameter (for Report Types Invoice Report — All Open and Report Types Invoice
Report — This step). If you select a report that does not meet these parameters,
the report may be blank.

It is recommended to run email tests to ensure the reports print the
intended way.

Note (Activity Enter a description of the Activity Subject. Available with Phone, Task, and Note
Subject) Activity Types Only.

For FUP Phone Calls, FUP Tasks, and Closed Notes, the Note description will
populate the Subject of the Activity and the Customer Plan Name will populate the
Body of the activity that is created with the execution of the Customer Plan. For
Email Activities, this field will be blank since the Email Template will be used for
the Email information.

FUP Days Enter the number of days to follow up on the activity created at this step. For FUP
Phone Calls and FUP Tasks, this is the number of days pulled from the Customer
Plan Step. The system will create an open Activity with an Activity Due Date. For
example, if the Customer Plan Step FUP days are 5, then the open activity will have
a due date of the current system date plus 5 days. Since Email and Note Activities
are automatically completed/closed with the Run Collections Plan process, the Due
Date is not needed. Available with Phone and Task Activity Types Only.
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Collection Customer Maintenance Form
Form ID: (CW.CM.20.00)

The Collections Plan Maintenance form defines the Customers to assign to specific Customer Collection Plans. Only one
plan can be assigned to a customer.

Button lcon Description

Refresh c Refresh Data in the Table.

Save o Saves Customer Plan link.

Cancel e Cancel Entry.

Add -+ Add a new Customer Plan link.

Delete % Deletes Customer Plan link.

Exoort to Excel lg] Exports the data to an Excel file. For more information, see Integration

P with Excel in the Acumatica ERP User Guide.

Opens the File Upload dialog box, described in detail below, so you can

Load Records from 2 locate and upload a local file for import. You can use this option to

File +* import data from Excel spreadsheets (.x/sx) and .csv files. For the
detailed procedure, see To Import Data from a Local File to a Table.

Element Description

Customer ID Customer ID to link to the Customer Plan

Customer Name Customer Name to link to the Customer Plan

PlanID Description of the Customer Plan

Default Collections| The field will only list collections contacts for the Customer selected. The field will

Contact be initialized with the current value of the Default Contact field. The plan
calculation utilizes this field for pulling the default Customer Contact.
LastRunDate For reference, only the field is generally not displayed in the list. This is the date

the Last Customer Plan was run and is used with the Grace Period in the Customer
Plan.

© 2018-2023 Crestwood Associates LLC. All rights reserved.



Collections Management User Guide | Forms/Profiles Reference
Page |30

Associates

To assist with the initial setup, export to Excel and Assign the Customer Plan to each
Customer and then Import the Excel file back into the form.

Contact Maintenance Form
Form ID: (CW.CR.20.00)

The contact Maintenance screen provides the ability to assign a Contact as a Collection Contact. Once the Contact is
selected as a Collection Contact, then they can also be designated as the Primary Collections Contact.

Contacts [INOTES  FILES  CUSTOMIZATION  TOOLS ~
Fadi Kabuk - USA Bartending School

a9 B o 4+ w 0- K < > > ACTIONS +

Contact ID: Fadi Kabuk Fe Business Account: ABARTENDE - USA Bartending Schoc 2 7
Status: Active Owner: Maxwell Baker b
Duplicate Not Validated
DETAILS ACTIVITIES CRM INFO ATTRIBUTES RELATIONS LEADS OPPORTUNITIES CASES CAMPAIGNS »
CONTACT ADDRESS
First Name Fadi (O Override
= Last Name: Kabuk ADDRESS LOOKUP
Company Name: USA Bartending School Address Line 1 201 Lower Notch Rd
Job Title: Dean Address Line 2
Email dean@bartending.con = City. Little Falls
Business 1~ +1(777) 532-9522 State: NJ - NEW JERSEY
Business 2~ Postal Code: 07424
Home - Country: US - United States of America &
Fax - COLLECTIONS
Web: “ Is Collection Contact

Is Primary Collections Contact

Collections Conta...

Collector Maintenance Form
Form ID: (CW.CM.20.01)

The Collector Maintenance form defines the Customers the Collector focuses on for Collection Activities. For reporting
and lists, the Collector’s customers’ documents and invoices will display, allowing the user to focus on their customers
only. More than one user can be assigned to the same customer.

Button Icon |Description

Save a Saves the Collector / Customer link.
Refresh c Refreshes Data in the Table.

Add + Adds a new Collector to assign Customers.
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Delete % Deletes the Collector and assigned Customers.
Clipboard B v Copies/Pastes Collector/Customer Link.
First % Displays the Collector/Customer Link.
Previous < Displays the Collector/Customer Link.
Next 5 Displays the Collector/Customer Link.
Last N Displays the Collector/Customer Link.
Element Description
UserlD The User ID of the Collector.
DefaultPlan The Default Collection Plan this Collector uses.
Admin The Collector is an Admin User. Currently used in reporting only.
Collector This is a Collector User. Currently used in reporting only.
Button Icon |Description
Refresh Refresh Data in the Table.
c
Add + Add a new Collector / Customer link.
Delete % Deletes Collector / Customer link.
Exports the data to an Excel file. For more information, see Integration
Export to Excel lg] with Excel in the Acumatica ERP User Guide.
Opens the File Upload dialog box, described in detail below, so you can
Load Records from @ locate and upload a local file for import. You can use this option to import
File k2 data from Excel spreadsheets (.x/sx) and .csv files. For the detailed
procedure, see To Import Data from a Local File to a Table.
Element Description
Customer The Customer to assign to the Collector.
Customer Name This field will default automatically from the Customer Master record. You may
need to refresh the screen for the name to display.
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For initial setup, Export to Excel and Assign the Customer Plan to each Customer and then
Import the Excel file back into the form.

Collector Reassign Process
Form ID: (CW.CM.50.04)

The Collector Reassign Process form provides the ability to copy/move Customers from one Collector to another.
Customers can be selected by Customer Class as part of the copy/move process. The user has the option of having the
copy/move process also remove the Customers from the former Collector.

Collector Reassign Process

O ) PROCESS PROCESS ALL (OIS | Y
* Origin Collector ‘ | ,O‘ Target Collector
Customer Class P [J Remove Customers from Origin Collector
B o D Customer Customer Name Customer Class

Collector Customer Import
Form ID: (CW.CM.20.04)

The Collector Customer Import form provides the ability to import a list of customers into Acumatica and assign them to
Collectors instead of assigning one customer at a time to a Collector. Utilizing an existing customer list (that could have
previously been exported from Acumatica utilizing the standard Excel export function), you will assign the User ID, Plan
ID, and Default Contact to each customer record in Excel, and then import those records into Acumatica. Only
collections contacts will be displayed as part of the import process.

Collector Customer Import ++
o o+ X
B@ D *Customer Customer Name

@ O beauvoir BIBIMBAB Bibimbab Korean Restaur PLAMNZ Dong Lee

> B D comrea BEAUTYSCH New York Intemnational Be...  PLAN1 Bart Howard
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Collector Customer Import Process
Form ID: (CW.CM.50.02)

The Collector Customer Import Process form provides the ability to select one or more records and process them to add
the User ID, Plan ID, and Default Contact values that had been uploaded into Acumatica to the Collection Customer
(Plan) Maintenance (CW.CM.20.00) and the Collector Customer Maintenance (CW.CM.20.01) forms.

This form allows you to select one or more customer records that have been imported and either process those plans or
schedule the processing of those plans at a later date/time via the standard Acumatica Schedules icon shown below.

Collector Customer Import Process

PROCESS PROCESSALL O ~ E

(VI
BOo O UserID Customer Customer Name Plan 1D Default Contact
> @ D correa BEAUTYSCH New York International Be..  PLANA1 Bart Howard
B D beauvoir BIBIMBAB Bibimbab Korean Restaur.. PLANZ Dong Lee

The result of the import process (shown above) is to have assigned the Collectors, Plans, and Default Contacts to their
associated customer records as shown below:

Collections Customer Maintenance

¢ oo+ X - E & §/

Last Plan Run Date

= D *Customer Plan ID Default Collections
Contact
> © 0O ABARTENDE BADCUSTOMER Fadi Kabuk -
@ 0O ABCHOLDING GOODCUSTOMER .
@ 0O ABCSTUDIOS GOODCUSTOMER Aleks Neverov Y 5n10/2021
© 0O ABCVENTURE GOODCUSTOMER Steve Palmer Y 510/2021
@ 0O ACTIVESTAF GOODCUSTOMER '
@ 0O ALPHABETLD GOODCUSTOMER '
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Collector Maintenance <
9+ W @ K < > >
= UserlD | corred jol 1 Admin
DefaultPlan PLAN1 js) [ Collector

O 4+ X = N 1
B @ O *Customer Customer Name

> @ [0 BEAUTYSCH Mew York International Beauty School...

Collection Notification Templates
Form ID: (SM.20.40.03)

Collections Management utilizes the Acumatica Notification Templates (SM204003) form to create the Collection Email
Activities. The DAC Screen table to use to create Collections Management Templates is Collections Notification Helper
and can be selected from the Site Menu location: Hidden -> Collections Notification Helper. You can configure
Collections Management Templates to be utilized in the Customer Collection Plans and “One-off” Email Activities by
pressing the button SELECT SOURCE and selecting the template. The default template will display but can be edited for
the specific “one-off” activity email.

You can create as many Collection Management Email Templates as needed; however, the DAC Screen Table Collections
Notification Helper must be used.

To Add a Notification Template for Collections Management:

To add a notification template, you use the Notification Templates (SM204003) form. The template you add must be
associated with the Collections Notification Helper DAC Table (CW.CM.99.99).

After you added the notification template, you can include it with one of the Collection Plan Steps or select it from the
SELECT SOURCE button of an email activity.

This topic describes how you can add a Collection Management notification template.
To Add a Notification Template for Collections Management

1. On the Collections Management Menu > Click Notification Templates.
2. Onthe form toolbar, click Add New Record.
3. Inthe Notification box, type the name of the notification. For example, Collection 1 Template.
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4. Inthe Screen ID box, select Hidden > Collections Notification Helper > to associate the template with the
Collections Management Email Template.
5. Inthe From box, select the system email account to be used to send emails.
6. Inthe Subject box, type the subject of the email—for example, Outstanding Invoices.
7. Inthe text area, enter the email text and add the contents of the change. Do the following:
e Enter the text of the email.
e Add the Invoice Aging Bucket Fields that you would like to present to the customer, in the body of the email.

Please refer to the following Screenshot examples of the Sample Collections Template and the Sample Email Display
for reference.

8. On the form toolbar, click Save.

Using the TABLES option can assist with displaying each invoice with respective fields in separate
rows. The example Template is using a 3 Row Table.

Products Wholesale - Notification Templates

“ - + § K < >
Notification ID: | Collections 1 Template R * Screen: Collections Notification Helpe 2
= Description: Collections 1 Template Screen 1D CWCM93999
From: b= Link to Account: L
Tor o Link to Contact: bl
cC el Link to Entity: o
BCC 2
Subject: Invoices Coming Due Soon 2
MESSAGE
VISUAL ~ w»~ ~w Paragraph ~ B I ur A- #~- =~ = = £ £ 3 LAYOUT  TABLES
Dear Accounts Payable
Please note that the following invoices are coming due soon. All cutstanding invoices are listed where applicable
Thank you &~ CUSTOMER

Crestwood Associates, LLC _ -
oo ALL LATE INVCS

Q --e= Doclist

i --= Ref Nbr

= Due Date
-«=rDoc Balance

o INVCREES 0 - 1ST BUCKET
g TNVOICES BETWEEN 15T-2ND Bl
VOICES BETWEEN 2ND-3RD BU
CES BEYOND 3RD BUCKET
g UPCOMING INVOICES

= Doclist
== Ref Nbr

Invoices Coming Due Soon

Doc Num  Due Date Amount

({Upcominglnvoi, BaiNb g ({Upcominglnveices DueDate)) T 5p

Outstanding Invoices

Invoices DocB=tr|
S

Doc Num _ Due Date

- =Bue Date

=Doc Balance
~mn GFNFRAI INFO)
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8 - M- KK < > > SELECTSOURCE SEND # & O

DETAILS RELATED DOCS

Activity Type: Collections Email Owner: | ladmin, admin| L
To:: tharper@abcstudios.con
CC::
BCC::

* Subject: Invaices Coming Due Scon
Customer: ABCSTUDIOS - ABC Studio: 2 Start Date: -
Contact: Harper, Travis o Due Date: -

Is Private

VISUAL~ w~ ~w Paragraph ~ B I

=
4
>
4
%
4
I
4
i
K
[Tt
1]
[
i

Dear Accounts Payable
Please nota that the following invoices are coming due soon. All outstanding invoices are listed where applicable.

Thank you
Crestwood Associates, LLC

Q

Amcciatey

Invoices Coming Due Soon

Doc Mum Dus Date  Amount

ARCM&ES00 | 09/04/18 | $10,450.00

Outstanding Invoices

Doc Mum Dus Date  Amount

AR005779 | 051918 | §78.920.00
AR005838 | 06/14/18 | $77.850.00
AR0D5893 | 07/05/18 | $85.880.00
ARNNANNS | NRMTMA | 107 8an nn
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COLLECTION ACTIVITY MAINTENANCE
Form ID: (CW.CM.30.01)

The Collections Activity Maintenance form is used to create individual Collection Activities for any type of Collections
activity including, Collection Task, Collection Phone Call, Collection Note, and Collection Email. The Collection Activities
including, Collection Phone Calls, Collection Tasks, Collection Notes, and Collection Emails are separate from the
Acumatica Activities and provide greater flexibility and focus on collection management activities.

Buttons Icon | Description

Add < | Add a new Activity

Cancel e Cancel Activity

Clipboard 5 - The Copy/Paste Icon is not currently used with the Collection Activity Maintenance
Screen.

First 1€ Displays the first activity.

Previous < Displays the previous activity.

Next > Displays the next activity.

Last »| | Displays the last activity.

SELECT For Email Activities, Select the Collections Notification Template to be used as a default.

SOURCE Once populated, the information can be modified as needed.

SEND Sends the Collections Email Activity. Will include an invoice attachment if Related
Documents are selected.

Parameters Navigates back to the select document in the RELATED DOCS tab. By default, it will

4 navigate to the first document in the list.

Delete ¥ | Delete Activity Record.

COMPLETE Changes the status of the selected activity to Completed.

COMPLETE & Changes the status of the selected activity to Completed and opens up a new Activity. If

FOLLOW UP there are documents selected on the Related Docs tab of the original activity, a box will
pop up with the question “Would you like to copy OPEN Related Docs to new Activity?”
YES — All Open Invoices selected on the original activity will get selected on the New
Activity
NO- No Open Invoices will get selected for the new Activity.
All other information will be copied to the new activity and modified as needed.

© 2018-2023 Crestwood Associates LLC. All rights reserved.




Associates

Collections Management User Guide | Activity Maintenance
Page |38

Collections Activity Maintenance Detail Tab
On this tab, you specify the details of the Activity.

Column Description

Activity Type Select one of the four Activity Types: Collections Task, Collections Phone Call,
Collections Note, or Collections Email. Based on the Selection, additional fields will
display.

Owner Activity Owner defaults to the current user and can be changed if needed.

Category Select the Category for the Activity. The Category lists are pulled from the Acumatica
Event and Task Categories Form: (EP.20.40.40). Additional Categories can be added
or modified as needed.

To: The recipient of the email. This field will only display when the Activity Type Email
Collections Activity is selected.

CC: Additional recipients of the email to be carbon copied. This field will only display
when the Activity Type Email Collections Activity is selected.

BCC: Additional recipients of the email to be blind carbon copied. This field will only
display when the Activity Type Email Collections Activity is selected.

Subject The subject of the Collections Management Activity.

Customer The customer with which this activity is associated.

Contact The contact with which this activity is associated. Based on the customer selected, a
list of associated contacts will display.

Is Private For reporting purposes only.

Start Date The start date for the activity.

Due Date: The date when the task is expected or required to be completed.

Phone to Call: Phone call number for the Contact. Will default based on the Contact selected and a

phone number that exists for the Contact. This field will only display when the
Activity Type Phone Collections Activity is selected.

Completed Date:

The date the Activity is completed or closed.

Activity Body:

For individual activities, type the information for the activity. For Activities created
automatically by Customer Collection Plans, the body will be filled out based on the
Plan template selections and step launched.
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Collections Activity Maintenance RELATED DOCS tab

On this tab, you can select individual documents you would like to associate with the activity. The documents listed will
attach an invoice (based on the default invoice selected in the Collections Preferences Form) to the Email if the activity is
a Collections Email Activity.

Buttons Icon | Description

Add e Add a new document

Delete & Delete the selected document from the list.
Element Description

Type Document Type

Reference Nbr. Reference number for the document.

BranchID BranchlID associated with the document.

Due Date Document due date.

Past Due The number of days past the document's due date.
Days Old The number of days past the current system date.
Doc Bal The current balance of the document.

Orig Doc Amt The original amount of the document.
Description The main description of the document.

Status The status of the document.

Project ID The project ID associated with the document.

A customer must be selected on the DETAILS tab to select documents.
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Collections Management
Form ID: (CW.CM.40.01)

The Collections Management form is the primary form for viewing overdue invoices, collection activities and creating
new collection activities, and associating the activities with specific documents. The tabs of information — General Info,
Collectors, and Customer Documents — have been provided to provide a robust understanding of the customer that
relates to the collection process.

The General Info tab provides the User with contact information, Customer Attributes from the Customer record, credit
information, payment details, AR Aging Bucket Percentages, and DSO (Days Sales Outstanding).

If a “Parent” Customer is selected, a checkbox called “Include Children” will appear. If the
“Include Children” box is checked, then the Parent and All Children Documents and Activities can
be displayed.

Collections Management

Customer AACUSTOMER. - Alta Ace L Z Leve Status: Active
Customer Class: LOCAL - Domestic Customers v
GENERAL INFO COLLECTORS CUSTOMER DOCUMENTS
MAIN CONTACT INFO Customer Attributes
Contact Name Amelia Armstrong ) =l X
Email: aarmstrong@altaace.con =) B Attribute Value
Business 1 +1(212) 555-6725 > Color Blue
Cell Customer Type Profit and Loss Customer
Home Shirt Size Small
Fax
CREDIT INFO
Credit Status Active
Credit Limit: 0.00 3
Remaining Credit Limit: 0.00
DOCUMENTS OVERVIEW
Last Order Date:  1/25/2022 Balance 11,568.33 YTD Sales 0.00
Last Invc Date 1122§2022 > 30 Days 0.00 Last YR Sales 31,608.88
Last Pmt Date:  12/9/2021 = 60 Days 0.00 Days Past Due: 348
T 30 Days > 90 Days 0.00 Past Due Balance 11,558.33
> 120 Days 11,558.33
AGINGBUCKETY — D30
% over 30 Days: n.o0 90 Days: 1.18
% over 60 Days 0.00 180 Days 2.36
% over 50 Days: 0.00 365 Days 479
% over 120 Days 100.00
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The Collectors tab of the Collections Management screen provides a detailed list of the Collectors assigned to the
selected Customer record.

Collections Management

Customer: AACUSTOMER - Alta Ace P2 Level: Status: Active

Customer Class: LOCAL - Domestic Customers &

GENERAL INFO COLLECTORS CUSTOMER DOCUMENTS

O H K

B[O Collector 1D First Mame Last Mame

W

B 0O admin admin admin

B 0O andrews Michael Andrews

B 0O beauvoir Layla Beauvoir

The Customer Documents tab of the Collections Management screen provides a detailed list of all of the AR documents
and the Collections Activities associated with the selected Customer record.

Collections Management
Customer AACUSTOMER-AltaAce  © 7 Level Status Active
Customer Class: LOCAL - Domestic Customers

GENERAL INFO COLLECTORS ~ CUSTOMER DOCUMENTS

Customer Documents

¢} (=)

B0 D Type Status *Customer Reference Nbr Description  Aging Bucket Date Amount  Currency Amt  Doc Balance  Doc Ci
t

>0 D Invoice Closed  AACUSTOMER AR008280 Order custom item with down payment 411712019 16,010.00 16,010.00 0.00

o D Invoice Closed  AACUSTOMER ARD08281 Office food order 5152019 249455 249455 0.00

o D Invoice Closed  AACUSTOMER AR008282 Office food order 6152019 213035 213035 0.00

e D Invoice Closed AACUSTOMER AR008283 Office food order 7152019 227135 227135 0.00

(VAN Invoice Closed AACUSTOMER AR008284 Office food order 8152019 229130 229130 0.00

gD Invoice Closed AACUSTOMER AR008285 Office food order 91152019 229130 229130 000

e 0 Invoice Closed AACUSTOMER AR008286 Office food order 101152019 243625 243625 0.00

6D Invoice Closed  AACUSTOMER ARD08287 Office food order plus picnic 111512019 4,427.95 4,427.95 0.00

6D Invoice Closed  AACUSTOMER ARD08288 Office food order 1201512019 229130 229130 0.00

o D Invoice Closed  AACUSTOMER ARD08289 Office food order 11512020 257725 257725 0.00

o D Invoice Closed  AACUSTOMER ARD08290 Office food order 211512020 257725 257725 0.00

o D Invoice Closed  AACUSTOMER ARD08291 Office food order 31512020 3,159.35 315935 0.00

o D Invoice Closed  AACUSTOMER ARD08292 Order custom item with down payment 22012020 15,010.00 15,010.00 0.00

o D Invoice Closed  AACUSTOMER ARD08294 purchase computers for new employees 22012020 2,510.00 2510.00 0.00

[Van) Invoice Closed AACUSTOMER AR008295 ‘Computer order for new employees 12202019 251000 251000 0.00

O Show All Activities

Collections Activities
[d) NEWACTIVITY - EDIT 1

B 0 O Type " subject Cust  Com  Start Due Invoices  Inve Comple  Category Sta  Owner Reports
Date Date Balan Date To

No records found.

Try to modify parameters abov
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Summary Area
The Summary area provides an overview of the current customer.
Element Description
Customer Customer
Customer Class The class that the Customer has been assigned to.
C indicates that the account is a Child
Level P indicates that the account is a Parent
Blank/Empty indicates that the account is neither a Child nor a Parent
Status Customer Status
Include Children If a “Parent” Customer is selected, and this box is checked, then the Parent and All
Children Documents and Activities can be displayed.

General Info Area

The General Info Area provides an overview of the contact and AR financial metrics related to the customer selected. If
the Customer is a “Parent” Customer and the Include Children Box is checked, financial metrics for the parent and all
children will be displayed.

Element Description

Contact information for the Contact on the Customer record designated as the main

Main Contact Info .
contact for collections

Customer Attributes| Displays attributes that have been configured on the Customer record

Credit Status Status is pulled from the Customer record

Limits are pulled from the Customer record. For Parent Customers with the Include

Credit Limit Children box checked, the field will consider all parent and child limits.

Remaining Credit The limit is pulled from the Customer record. For Parent Customers with the Include
Limit Children box checked, the field will consider all parent and child limits and documents.

Date of last Sales Order for the selected customer. For Parent Customers with the

L D
ast Order Date Include Children box checked, the field will consider all parent and child documents.

Date of the last Invoice for the selected customer. For Parent Customers with the

Last Invc. Date Include Children box checked, the field will consider all parent and child documents.
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Date of the last document payment date for the selected customer. For Parent
Last Pmt Date Customers with the Include Children box checked, the field will consider all parent and
child documents.

The current balance of the document. For Parent Customers with the Include Children

Bal . . . .
alance box checked, the field will consider all parent and child documents.

Aging Buckets for Outstanding Invoices. The X days are pulled from Aging Bucket 1 of
X Days the Preferences Tab. For Parent Customers with the Include Children box checked, the
field will consider all parent and child documents.

Aging Buckets for Outstanding Invoices. The X days are pulled from Aging Bucket 2 of
X Days the Preferences Tab. For Parent Customers with the Include Children box checked, the
field will consider all parent and child documents.

Aging Buckets for Outstanding Invoices. The X days are pulled from Aging Bucket 3 of
X Days the Preferences Tab. For Parent Customers with the Include Children box checked, the
field will consider all parent and child documents.

Aging Buckets for Outstanding Invoices. The X days are pulled from Aging Bucket 4 of
X Days the Preferences Tab. For Parent Customers with the Include Children box checked, the
field will consider all parent and child documents.

Total Invoice Sales for the current year. For Parent Customers with the Include Children

YTD Sales box checked, the field will consider all parent and child documents.

Total Invoice Sales for the previous year. For Parent Customers with the Include

Last YR Sales Children box checked, the field will consider all parent and child documents.

Terms Customer Payment Terms.

The number of days past due for the oldest Customer Document. For Parent Customers
Days Past Due with the Include Children box checked, the field will consider all parent and child
documents.

Total balance for all overdue Customer documents. For Parent Customers with the

Past Due Balance Include Children box checked, the field will consider all parent and child documents.

The field is calculated by the following: (Payment Date — Invoice Date)/Total Number of

Average Days to Pay Closed Invoices for the Customer
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Collectors Area
The Collectors Area provides a detailed list of the Collectors assigned to the selected Customer record.

Element Description

Attach a file(s) to the invoice. Please note, attaching the file to the Document in the
Files (i Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Attach a note to the activity row. Please note, attaching the Note to the Document in
Notes the Collections Management Screen, will also attach it to the Document in Invoice &
Memos Form.

Selected Select the Document or Documents to associate with a Collector
Collector ID The ID assigned to the Collector during the Collector setup process
First Name First name of the selected Collector

Last Name Last name of the selected Collector

Customer Documents Area

The Customer Documents Area provides a list of all documents related to the customer selected, and different filters can
be created to view different lists. The grid only displays Open Invoices, Payments, and Prepayments. The selection field
allows the user to select specific invoices to tie to a new activity they create. If the Customer is a “Parent” Customer and
the Include Children Box is checked, documents for the parent and all children will be listed.

Element Description

Attach a file(s) to the invoice. Please note, attaching the file to the Document in the
Files (U Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Attach a note to the activity row. Please note, attaching the Note to the Document in
Notes the Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Select the Document or Documents to associate with a New Activity or to display the
existing associated Activities with the selected Documents. For a new Activity, the
Selected selected documents will also be included on the RELATED DOCS of the Collections
Activity Maintenance Form ID: (CW.CM.30.01). Only Open Invoices are available for
selecting to create and link to new activities.
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Type Select one of the four Activity Types. Collections Task, Collections Phone Call,
Collections Note, Collections Email. Based on the Selection additional fields will display.
Status Document Status.
Reference Nbr. Document Number
Date Document Date
DocBal Document Balance
Amount Original Document Amount
Due Date Document Due Date
Project Project associated with the Document.
Branch Main Branch associated with the Document.

Collection Activities Area

Based on the highlighted invoices, the associated activities will display in the Collections Activities Area. To view all
Activities for the Customer (including activities that are not associated with an invoice), select the Show All Activities
Button. Activities can be created that are not tied to an Invoice. Note: If the Customer is a “Parent” Customer and the
Include Children Box is checked, activities for the parent and all children can be listed.

Buttons Icon | Description
Show All To view all Activities for the Customer (including activities that are not associated
Activities with an invoice), select the Show All Activities Button.
Refresh o Refresh Data in the Table.
Add Add a new Activity.
+
Delete % Deletes selected Activity
NEW Select one of the four collection activity types and launch the Collections Activity
ACTIVITY Maintenance Screen. If invoices were selected in the Customer Documents Area,
they will automatically be included in the RELATED DOCS Tab
EDIT Edit an existing Activity.
COMPLETE Complete/Close an open Activity.
ACTIVITY
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Opens the Filter Settings dialog box, which you can use to define a new
filter. After the filter is created and saved, the corresponding tab appears on
Fillt the table. For more information about filtering, see Filters.
ilters
It is recommended that you create a default filter called “Open Invoices”, so
—| thelistis focused on Open Documents each time you open the Collections
Management Screen.
Element Description
Files A Attach a file(s) to the activity row.
Notes Attach a note to the activity row.
Type Collection Activity Type (Note, Phone Call, or Email).
Class Icon Collection Activity Icon.
Subject Subject Line of the Activity.
Customer ID Customer ID associated with the Activity.
Customer Name Customer Name associated with the Activity.
Contact Contact selected for the Activity. The contacts will be associated with the Customer

Record.

Displays the Collector associated with the Customer. If the Customer has multiple
Collector Collectors assigned to it, then the system will display the first Collector assigned to the
Customer (based on the earliest creation date).

Start Date Start Date of the Activity.

Due Date Due Date of the Activity.

List of documents that were associated with the Activity. All documents will display in
the same column.

Invoices

The total documents that were associated with the Activity. For example, if Invoice
12345 and Invoice 4567, with balances of $5,000 and $2,000 respectively, were
originally associated with this activity, the amount that will be shown in this field is the
combination of all documents. In this example, $7,000.

Inv. Balances

Completed Date Date the Activity was Completed/Closed.

The Category originally selected for the Activity. The Category lists were pulled from
Category the Acumatica Event and Task Categories Form: (EP.20.40.40). Additional Categories
can be added or modified as needed.

Status Status of the Activity.
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Owner Owner of the Activity.
The Owner of the Activity’s supervisor/manager. The field is pulled from the Employee
Reports To (EP.20.30.00) record (tied to the Activity owner) and Reports to the field. By adding
P this field to the main Collections Activity Table, Reports, Generic Inquiries, and
Dashboards can be easily created for a Manager’s Collection Team.

Collections Activity List
Form ID: (CW.CM.40.00)

The Collections Activity List displays all Collection Activities. If there are associated documents (invoices) to the activity,

the documents will display in the Documents Tied to Activity

Summary Area

Buttons Icon Description

Refresh o Refresh Data in the Table.

Cancel = Cancel Activity.

Parameters /7 Navigates to the selected activity and allows the user to edit the activity if open.

NEW Select one of the four collection activity types and launches the Collections Activity

ACTIVITY Maintenance Screen. If invoices were selected in the Customer Documents Area,
they will automatically be included in the RELATED DOCS Tab.

COMPLETE This action will complete/close the selected Activity.

ACTIVITY

OPEN COLLECTIONS | This action will open the Collections Management Form (CW.CM.40.01) for the
Customer associated with the Activity.

Export to lg] Exports the data to an Excel file. For more information, see Integration with Excel in

Excel the Acumatica ERP User Guide.

Filter - Opens the Filter Settings dialog box, which you can use to define a new

Settings filter. After the filter is created and saved, the corresponding tab appears on
the table. For more information about filtering, see Filters.

Element Description

Files Uy Attach a file(s) to the activity row.

Notes Attach a note to the activity row.

Type Collection Activity Type (Note, Phone Call, or Email).
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Class Icon Collection Activity Icon.
Subject The Subject Line of the Activity.
Customer The Customer Associated with the Activity.
Contact The Contact selected for the Activity. The contacts will be associated with the
Customer Record.
Start Date The Start Date of the Activity.
Due Date The Due Date of the Activity.
Invoices List of documents that were associated with the Activity. All documents will display in

the same column.

The total of the documents that were associated with the Activity. For example, if
Invoice 12345 and Invoice 4567, with balances of $5,000 and $2,000 respectively, were
originally associated with this activity, the amount that will be shown in this field is the
combination of all documents. In this example, $7,000.

Inv. Balances

Completed Date The date the Activity was Completed/Closed.
The Category originally selected for the Activity. The Category lists were pulled from
Category the Acumatica Event and Task Categories Form: (EP.20.40.40). Additional Categories
can be added or modified as needed.
Status The Status of the Activity.
Owner The Owner of the Activity.

The Owner of the Activity’s supervisor/manager. The field is pulled from the Employee
(EP.20.30.00) record (tied to the Activity owner) and Reports to the field. By adding
this field to the main Collections Activity Table, Reports, Generic Inquiries, and
Dashboards can be easily created for a Manager’s Collection Team.

Reports To

Documents Tied to Activity Area

Buttons Icon | Description

Refresh C Refresh Data in the Table.

Add + Add a new Activity.

Delete » Deletes selected Activity

Export to IE Exports the data to an Excel file. For more information, see Integration with Excel in
Excel the Acumatica ERP User Guide.
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Description

Files Uy

Attaches a file(s) to the invoice. Please note, attaching the file to the Document in the
Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Notes Attaches a note to the activity row. Please note, attaching the Note to the Document in
the Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Type Select one of the four Activity Types: Collections Task, Collections Phone Call,

Collections Note, or Collections Email. Based on the Selection additional fields will
display.

Reference Nbr.

Document Number.

BranchID Main Branch associated with the Document.

Due Date Document Due Date

Past Due The number of days past the document's due date.
Days Old The number of days past the current system date.
DocBal Document Balance

Orig Doc Amt Original Document Amount

Description Document Description

Status Document Status.

ProjectiD Project associated with the Document.
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COLLECTION MANAGEMENT PROCESSES

Run Collection Plans
Form ID: (CW.CM.50.01)

Use this screen, Run Collection Plans, to prepare a list of Collection Activities based on the Collection Plan Selected and
the due dates of the documents. By entering the “Plan” and “Run as User” and pressing the CALCULATE PLAN button, a
list of Activities will be presented. The Activities can be modified, or additional Activities added. Once the list is ready,
press the EXECUTE PLAN button and the Activities in the list will be created.

The plan calculation process will not generate any new activities if the last step is executed for a given customer and the
plan is equal to the newly calculated one. Calculation of new activities will only occur when the new calculated step is
lesser or greater than the last executed step for a given Customer and Plan.

Summary Area

Buttons Icon | Description

Save o Saves the Collection Plan selections.

Refresh C Refreshes Data in the Table.

Add + Adds a new Run Collection Plan.

Delete » Deletes selected Run Collection Plan

Clipboard & Copy/Paste a previous Run Collection Plan list.

First K Displays the first Run Collection Plan.

Previous < Displays the Run Collection Plan.

Next 5 Displays the Run Collection Plan.

Last N Displays the Run Collection Plan.

CALCULATE Based on the Collection Plan Selected and the Run as User Selected, the suggested

PLAN activities are created. The activities can be modified, or deleted, or additional
activities can be manually added.

EXECUTE Based on the Activities created (by the Collection Plan) and any changes to the

PLAN activities, this action will execute and create all activities, attach the invoices, etc.
listed in the second section or Activity List.
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Element Description
PlanRefNbr Created based on the Numbering Sequencing setup and entered in the Collections
Preferences Screen.
Plan The Collection Plan Name
Run as User The user will default to the current user; however, if you would like to create activities

and assign them to another user, you can change the user in this field, and the created
Activities “Owner” will be the Run as User.

Delete Selected Lines| Provides the ability to mass delete details for the line(s) selected

Summary This Section provides a summary list of the number of Closed Emails, follow-up tasks,
Closed Notes, and Follow up Phone Calls that will be created with the Execute Plan
process.

Activity Creation List

By entering the “Plan” and “Run as User” and pressing the CALCULATE PLAN button, a list of Activities will be presented.
The Activities can be modified or additional Activities can be added. Once the list is ready, press the EXECUTE PLAN
button and the Activities in the list will be created.

Buttons Icon | Description

Refresh o Refreshes Data in the Table.

Add + Adds a new Run Collection Plan.

Delete W Deletes selected Run Collection Plan

Export to lg] Exports the data to an Excel file. For more information, see Integration with Excel in
Excel the Acumatica ERP User Guide.

Element Description

Customer The Activity will get created for this Customer.

Plan Step The Plan Step that caused the creation of this Activity.
Late Days The number of days late from the Due date of the Invoice.
Activity Type The type of Activity that will get created for this line.
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Template For Email Activities, this is the email Format that will get used for the email subject,
content, and related documents to attach, etc. Note: The Contact Recipients for the
email will be pulled from the settings on the COLLECTIONS RECIPIENTS Tab of the
Customer Master Form (AR.30.30.00). See Section Changes in Standard Acumatica
Forms — Activity Recipients, in this Collections Manager User Manual, for additional
details on how to define the Activity Recipients. This field will only include data for
Email Activities.

Report The Report defined in the Customer Plan Step. This is the report format that will be
used for the Email Attachment. This field will only include data for Email Activities.

Note (Activity For FUP Phone Calls, FUP Tasks, and Closed Notes, the Note description will populate
Subject) the Subject of the Activity and the Customer Plan Name will populate the Body of the
activity that is created with the execution of the Customer Plan. For Email Activities,
this field will be blank since the Email Template will be used for the Email information.

FUP Days For FUP Phone Calls and FUP Tasks, this is the number of days pulled from the
Customer Plan Step. The system will create an open Activity with an Activity Due Date.
For example, if the Customer Plan Step FUP days are 5, then the open activity will have
a due date of the current system date plus 5 days. Since Email and Note Activities are
automatically completed/closed with the Run Collections Plan process, the Due Date is
not needed.

Email To The Email Recipients for the Email Activity. The email recipients will be pulled from the
settings on the COLLECTIONS RECIPIENTS Tab of the Customer Master Form
(AR.30.30.00). See Section Changes in Standard Acumatica Forms — Activity
Recipients, in this Collections Manager User Manual, for additional details on how to
define the Activity Recipients. This field will only include data for Email Activities.

Activity Subject For Phone Calls, Tasks, and Notes, the Subject will display the Subject of the Customer
Plan Step. For Email Activities, the Activity Subject will get pulled from the Email
Template

Executed Date The date the Activity is created.

The user also can mass delete details in Calculate/Run Collections Plans form by selecting the appropriate row(s) to be
removed and hit the Delete Selected Lines button.
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Calculate/Run Collection Plans +r

B v + |of g- K < > 2l EXECUTE PLAN
PlanRefNbr COL000051 il SUMMARY
Plan BADCUSTOMER Customer Count 4
* Run As User admin yel Email Count 3
Status: Calculated Follow Up Count 0
Executed Date Note Count: 0
Phone Count 1
N Fax Count 0
[¢) + X DELETE SELECTED LINES  |~|
E © 0O O customer Customer Name Plan Step Late Days *Activity Type  Tel
[] ABARTENDE USA Bartending School 5 638 EMAIL Ce
ARTCAGES Artcages 5 621 EMAIL Ct
> CRABTREE Crabtree Kittle House Inn 5 638 EMAIL Ce
LASERWORKS LaserWorks 2 12 PHONE
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As part of the Calculate/Run Collection Plans process, the system operates as follows:

e When you Calculate Plan the system utilizes the oldest overdue invoice to define which collections step to apply
within the associated Collections Plan

e As part of the generated activity, it will include all of the overdue invoices in the activity and not just the invoice
that triggered the applicable collections activity

o  When you Execute Plan the system will automatically complete the associated collections activities that were
selected by the User

To automate the Calculate/Run Collections Plans functionality, the Collections Management module also includes the
Schedule Plan Calculation screen so that the User can define the frequency for when Collection Plans should be
processed (details are provided below in the Schedule Plan Calculation section). The objective is to run both of these
processes regularly so that as Customer invoices age over time, they continue to fall within the various collection plan
steps that have been defined.

Customer Plan Execution Maintenance (CW.CM.20.05)

This screen holds the information about the last executed step for a given Customer/Plan. Records in this screen are
inserted/updated by the Plan Execution process. Inserting or deleting records is disabled to prevent any malfunction.
Updates are only allowed for the LastExecuted step in case a calculation reset is needed. It is highly recommended that
access to this screen is limited to admin or consultant users who are configuring the system.

Customer Plan Execution Maintenance i

) ) (i
= [0 Plan Customer Last Executed Plan RefNbr Last Executed Step
> @ 0O GOODCUSTOMER  ABCSTUDIOS COL000040 5
U 0O GOODCUSTOMER ABARTENDE COLO000040 5
U 0O GOODCUSTOMER BIEIMBAE CoLO0a040 5
B 0O GOODCUSTOMER BOULDERCR COLO00040 5
© 0O GOODCUSTOMER BRASSKEY COL00a040 b
B 0O GOODCUSTOMER CARIBBEAN COL000040 5
B 0O GOODCUSTOMER ABCVENTURE CoL000040 &

Schedule Collection Plan Calculation

The Collections Management module provides the ability to schedule the collection plan calculation utilizing the
standard scheduling functionality built into Acumatica. To begin the process from the Collections Management
homepage, select Schedule Plan Calculation tile in the header ribbon or from the Processes section of the menu.
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Collections Management

Collections Collections ¥5 Collector p Schedule

} Schedule
Activities = Mgmt

Invoices Plan
List Form Calculation

Plan
Execution

Activities Processes Reports

Collections Activity Maintenance Schedule Plan Calculation . Collection Activity History
Collections Management Close Activities Customer Summary
Collections Activity List Inquiries Preferences
Profiles Collector Invoices Collection Preferences
Collections Customer Maintenance Customer Summary

Collector Maintenance Collection Activities Inquiry

Collections Plan Maintenance Customer Details

Notification Templates Customer Collection Plan List

Customer Performance

Schedule Plan Calculation
Form ID: (CW.CM.50.01)

The Schedule Plan Calculation window allows you to select one or multiple Collections Plans that have been defined and
either process those plans or schedule the processing of those plans at a later date/time via the standard Acumatica
Schedules icon shown below.

Schedule Plan Calculation

® © PROCESS PROCESSALL [ © - i~ v

Plan: el
* Run As User: admin el
B O DO O Plan Description

> @ D [ BADCUSTOMER Bad Customer
@ DO [] GOODCUSTOMER  Good Customer

Automation Schedules
Form ID: (SM.20.50.20)

Selecting the Schedules icon opens the standard Acumatica Automation Schedules window which provides the ability to
specify the frequency of when the collection plans should be calculated, and the Activity List be updated with
collections-related activities.
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Schedule Plan Calculation +r (

¢] 2 PROCESS Automation Schedules B X
Plan: Automation Schedules [ NOTES  FILES  CUSTOMIZATION  TOOLS =
STt amn - SAVE&GCLOSE B v 4+ @ K < > >  VIEWSCREEN

BB D Plan

> B D (] BADCUSTOME Schedule ID <NEW> 3] 4 Active

iption:

8D GOODCUSTO)

« Screen D Schedule Plan Calculation o * Action Name Process All

12142020 - Executed 0 Times
No Expiration Date Last Executed

1 No E: mit Next Execution: 12/14/2020 6:24 AM

1 Keep Full History Time Zone: (GMT-08:00) Pacific Time (US ~

Buttons Icon | Description

Gives you the ability to schedule the processing. For more information, see the To

Schedules
E’-‘ Schedule Processing topic in the Acumatica ERP User Guide.

Close Activities
Form ID: (CW.CM.50.00)

The Close Activities screen is used to remove all activities that have customer documents with zero balances. If an
Activity is tied to more than one document, then all documents must have a zero balance before the activity will be
automatically completed/closed. This screen can be manually processed for specific activities or by using the Acumatica
Scheduling function, which can be scheduled to process automatically based on the schedule set up by the user.

Buttons Icon | Description

Refresh o Refreshes Data in the Table.

Cancel = Cancels selection

Add + The Add button in the Closed Activities is currently not used.

Delete » The Delete button in the Closed Activities is currently not used.

PROCESS Closes Selected Activities for Activities that have associated Documents with a zero

balance.

PROCESS ALL Closes all activities with associated Documents that have a zero balance.

Schedules Gives you the ability to schedule the processing. For more information, see the To
c Schedule Processing topic in the Acumatica ERP User Guide.

Export to Exports the data to an Excel file. For more information, see Integration with Excel in

Excel IE the Acumatica ERP User Guide.
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Element Description

Files () Attach a file(s) to the invoice. Please note, attaching the file to the Document in the
Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Notes Attach a note to the activity row. Please note attaching the Note to the Document in
the Collections Management Screen will also attach it to the Document in Invoice &
Memos Form.

Select Select the specific Activities to Complete/Close.

Type Type of Collection Activity: Collections Task, Collections Phone Call, Collections Note,
or Collections Email.

Type Icon Icon for the Collection Activity.

Subject The Subject Activity.

Customer The Customer associated with the Activity.

Contact The Contact for the Customer.

Start Date The Start Date of the Activity.

Due Date The Due Date of the Activity.

Invoices List of documents that were associated with the Activity. All documents will display in

the same column.

Inv. Balances

The total of the documents that were associated with the Activity. For example, if
Invoice 12345 and Invoice 4567, with balances of $5,000 and $2,000 respectively, were
originally associated with this activity, the amount that will be shown in this field is the
combination of all documents. In this example, $7,000.

Category The Category originally selected for the Activity. The Category lists were pulled from
the Acumatica Event and Task Categories Form: (EP.20.40.40). Additional Categories
can be added or modified as needed.

Owner The Owner of the Activity.

Reports To The Owner of the Activity’s supervisor/manager. The field is pulled from the Employee

(EP.20.30.00) record (tied to the Activity owner) and Reports to the field. By adding
this field to the main Collections Activity Table, Reports, Generic Inquiries, and
Dashboards can be easily created for a Manager’s Collection Team.
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Calculate Days Sales Outstanding (DSO)
Form ID: (CW.CM.50.05)

Days Sales Outstanding (DSO) is a measure of the average number of days that it takes for a company to collect
payment after a sale has been made. The calculation of DSO involves dividing the Accounts Receivable balance by the
revenue for the Period, which is then multiplied by 365 days.

A company-level DSO calculation can be manually run or scheduled at the direction of the User. A Calculate DSO process
has been added to Collections Management as follows:

Collections Management L & »

Collections Collections ¥e Collector Schedule Schedule
Activities Mgmt § ’ ’

Invoices Plan Plan
List Form Calculation Execution

Activities Profiles Processes Inquiries Reports
Collections Activity Maintenance Collections Customer Maintenance Schedule Plan Calculation Customer Summary Customer Summary
Collections Activity List Collector Maintenance Close Activities Customer Details Collection Activity History
Collections Management Collections Plan Maintenance Collector Customer Import Process Customer Performance Details Preferences
Calculate/Run Collection Plans Schedule Plan Execution Customer Performance .
Collection Preferences
Collector Customer Import Collector Reassign Process Collector Invoices
) Dashboards
Customer Plan Execution Mainte Calculate DSO Collection Activities Inquiry
Collections
Notification Templates Customer Collection Plan List

Company DSO Calculation History

Branch DSO Calculation History

By selecting Calculate DSO, the User is taken to the screen below that only lists the current company that the user is
logged into. It also shows when the last DSO calculation was performed. Executing the DSO process will calculate the
DSO for the entire company AR and calculate it by Branch (if Branches are defined for the Company). Company-level can
be quickly observed in the DSO dashboard tiles that are available or in the Company DSO Calculation History screen.

Calculate DSO b4 +

C ﬂ' (i) localhost

Nk Calculate DSO

¢ PROCESS PROCESSALL ) ~ =
= Company Last Calculation Date
> Company 2/14/2022
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Company DSO Calculation Histor X +

c O i) localhost

yk¢ Company DSO Calculation History

O o - E

Drag column header here to configure filter

E o O Calculation DSO Period DSO Period DSO Period  Is The

Date 1 2 3 Latest
S Calculatia

> B 0O 211472022 072 1.44 292

The branch DSO Calculation History screen utilizes a Generic Inquiry to populate the screen and list all the DSO
calculations that have been performed. The most recent DSO calculation will be listed first followed by the rest of the
historical calculations in date order (newest to oldest).

Branch DSO Calculation History X +

c ‘0 (@) localhost

W Branch DSO Calculation History

O 0 - E

Drag column header here to configure filter

=0 0O Calculation Branch DSO Period D50 Period DS0O Period Is The
Date 1 2 3 Latest
T Calculatio
> @ 0O 2142022 SERVWEST 0.00 0.00 0.00
$ @ O 2142022 CAPITAL 0.00 0.00 0.00
@ DO 2142022 SERVEAST 0.00 0.00 0.00

=
= @ O 2142022 PRODRETAIL 0.00 0.00 0.00
@ O 2142022 PRODWHOLE 0.72 1.44 292
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DSO Dashboard Tiles are available for each Period that utilize the DSO Company Calculation History Generic Inquiry to
obtain the DSO values and filter by newest to oldest DSO calculation. As a result, the DSO Calculation must be run
regularly (either manually or scheduled) so the latest results are presented to the User.

Collections REFRESHALL  DESIGN  TOOLS =

MY COLLECTOR INVOICES

Colection Activifies  Type [ViewDoc)  Customer Account Name DocBalance DocDate  DuelDete  Days Days
for Doc No Overdue  Outstanding
TOP OVERDUE BALANCES
serincia Tops [ |
I
Jersey Central Ofice Ecuip |
I
Secation Conputers
I
OPEN COLLECTION ACTIVITIES KRE Consulting Servie
DueDate  Customer Name Class  Subject Contact Phone To Call westem Star rucks [
lcon
00,000 400,000 600,000 800,000 1,000,000 1,200,000 1,400,000 '.‘EE['.EWi
CASH POSITION BY PERIOD
OPEN INVOICES BY CUSTOMER
140,000,000
1,500,000

1,000,000 130,000,000 e
510,000 120,000,000 o
. I

g e 110,000,000

o il it e o o
@ - P I L
" 7 g . R 5 ST
# d e .ﬂ[#w‘“ ‘J‘“‘ﬁ g o = L4 "B,_\LJ‘W e’ 100,000,000
w 2 o o L e B i L ,-0F

PIE— ;
. e Mc.d“(‘ - @wziw
W [
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CHANGES IN STANDARD ACUMATICA ERP FORMS

Customer Master — Collection Activities Tab

The new tab Collection Activities has been added to the Customer Master Form ID: (AR.30.30.00) screen allowing the
user to view specific or add new Collection Activities for that Customer. This tab is different than the Acumatica
Activities Tab and specific to Collections Management only.

Buttons Icon Description

Refresh o Refreshes Data in the Table.

NEW EMAIL Adds a new Collection Email Activity for this Customer.

NEW PHONE Adds a new Collection Phone Call Activity for this Customer.

NEW NOTE Adds a new Collection Note Activity for this Customer.

NEW TASK Adds a new Collection Task Activity for this Customer.

EDIT ACTIVITY Edits an existing Activity for this Customer.

COMPLETE Completes/Closes an open Activity for this Customer.

Export to Exports the data to an Excel file. For more information, see Integration with Excel in
Excel lg] the Acumatica ERP User Guide.

Element Description

Files Uy Attach a file(s) to the activity row.

Notes Attach a note to the activity row.

Type Collection Activity Type (Note, Phone Call, or Email).

Class Icon Collection Activity Icon.

Subject The Subject Line of the Activity.

Customer The Customer Associated with the Activity.

Contact The Contact selected for the Activity. The contacts will be associated with the

Customer Record.

Start Date The Start Date of the Activity.
Due Date The Due Date of the Activity.
Invoices List of documents that were associated with the Activity. All documents will display in

the same column.
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Inv. Balances The total of the documents that were associated with the Activity. For example, if
Invoice 12345 and Invoice 4567, with balances of $5,000 and $2,000 respectively, were
originally associated with this activity, the amount that will be shown in this field is the
combination of all documents. In this example, $7,000.

Category The Category originally selected for the Activity. The Category lists were pulled from
the Acumatica Event and Task Categories Form: (EP.20.40.40). Additional Categories
can be added or modified as needed.

Status The Status of the Activity.

Created By The User that created the Activity.

Customer Master — Collection Recipients Tab
The new tab Collection Recipients has been added to the Customer Master Form ID: (AR.30.30.00) screen allowing the
user to define the recipients for the Collection emails that will get created by the Collection Plan Run Processes. The
following two screenshots display examples of how the recipients can be defined in multiple ways. The first screenshot
—Row 1, displays the first Notification ID Settings and the associated Recipients. In the first screenshot, notice the first
Contact does not have the Active box checked. In this case, only the Billing Contact (which is the 2" Recipient Listed
with the Active checkbox checked) will be included in the email. The second screenshot — Row 2, displays the section
Notification ID Settings and the associated Recipients. In the second screenshot, notice the 2" contact is an employee,
and the bcc: is checked. In this case, the email will be sent to the contact with a blind carbon copy to the employee. This
tab is different than the Acumatica Mail Settings tab and specific to Collections Management only.

Products Wholesale - Customer Master

[} NnOTES FILES (1 NOTIFK

ACTIONS = INQUIRIES = REPORTS =

ATIO

359,623.00

0.00

NS CUSTOMIZATION

T

& SAVEACLOSE @ =~ + - ¥ K >
ABCSTUDIOS ] Active
ABC Studios Inc
Mailings
c + X M =
B D Descript tive
! Collections 1 Templ Template 1 Recipients - Branch PRODRETAIL PRODRETAIL v
Collections 1 Templ Template 1 Recipients - Branch PRODWHOLE PRODWHOLE v

Caollections 1 Temp Template 1 Recipiants - All other Branches

Recipients
c + X - N

1Ty pe ContactiD E

Contact Neveroy, Aloks aneverovi@abcsstudios co

1 | Billing info@abcstudios.con
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Products Wholesale ~ Customer Master [)NOTES  FILES(1)  NOTIFICATIONS  CUSTOMIZATION
¢ SAVE&CLOSE ® - + F~ W 1€ £ > >l ACTIONS + INQUIRIES + REPORTS ~
* Customer ID: ABCSTUDIOS 0 * Status Active - Balance: 359,623.00
* Customer Name ABC Studios Inc Prepayment Balance 0.00
GENERAL INFO BILLING SETTINGS DELIVERY SETTINGS LOCATIONS PAYMENT METHODS CONTACTS COLLECTIONS RECIPIENTS
Mailings
¢ + X I [
B *Notification ID Description Branch Active
Collections 1 Templ...  Template 1 Recipients - Branch PRODRETAIL PRODRETAIL v
> [Collec‘:iorls 1 Templ... Template 1 Recipients - Branch PRODWHOLE ".’RODWHOLE v
Collections 1 Templ...  Template 1 Recipients - All other Branches f v
Recipients
(& + X = X
B ContactType ContactiD Email ‘7 Bcc Active
Contact Harper, Travis rharper@abcstuﬁ;s.con v
‘| Employee Baker Maxwell, Mr. mbaker@revisiontwo.com v
Mailings Section
Buttons Icon | Description
Refresh o Refreshes Data in the Table.
Add + Adds a new Email Notification Template to associate with Email Recipients.
Delete » Deletes the highlighted Email Notification Template.
Export to Exports the data to an Excel file. For more information, see Integration with Excel in
Excel @ the Acumatica ERP User Guide.

Element Description

Notification ID Email Notification Template to associate with email Recipients.

Description Enter a Description for the Email Template to associate with email Recipients.

Branch When the Customer Plan is run and a Branch is entered in this field, the plan will attach

invoices tied to that Branch and use the associated Recipients to include with the Email
that is sent to the Customer. If the Plan does not find an associated Branch in the
Mailing Settings (or the Branch is left blank), the Plan will include all invoices and use
the recipients associated with the Collections Notification Template ID.
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Active If checked and the Plan Step includes the Notification ID Template and the document is
for a specific Branch included in the Branch field of the Collection Recipients Mailings
Row, then the Recipients associated with the Notification template will be used. If
unchecked, the Customer Plans will ignore the recipients associated with the Mailing
Notification ID.

Recipients Section

Buttons Icon | Description

Refresh Refreshes Data in the Table.

&
Add +

Adds a new Email Recipients rows to the associated Email Notification Template.
Multiple lines can be added to include multiple contacts or users as needed.

Delete % Deletes Email Recipient row associated with Email Notification Template. Multiple
lines can be added to include multiple contacts or users as needed.

Export to Exports the data to an Excel file. For more information, see Integration with Excel in
Excel @ the Acumatica ERP User Guide.

Element Description

Contact Type Select the Contact Type to include with the Email

Primary — If selected, the Primary Contact and email address will auto-fill.

Billing - If selected, the Billing Contact and email address will auto-fill.

Shipping - If selected, the Default Shipping Contact and email address will auto-fill.

Employee: If Selected, enter a UserlD in the ContactID Field and then the email
address will auto-fill.

Contact: If selected, enter one of the Contacts associated with the Customer. Unlike
the standard Acumatica Mail Settings, Collection Management allows the user to
include multiple Contacts by using multiple Contact Types in multiple lines.

Contact ID For Primary, Billing, and Shipping ContactTypes, the Contact ID and Email Address will
default based on the information set up on the Customer and Contact Records.

For Employee and Contact ContactTypes, select the applicable Employee or Contact
and the Email Address will default based on the Customer Contact Record.

E Ensure an email address is associated with the Primary, Billing, Shipping,
Employee, or Contact Records, if selected, in the applicable Acumatica Entity.
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Email For Primary, Billing, and Shipping ContactTypes, the Email Address will default based
on the information set up on the Customer and Contact Records.

E This is a read-only field. Ensure an email address is associated with the Primary,
Billing, Shipping, Employee, or Contact Records.

Bcc By default, and if Active is checked, the Contact email address will be used on the Email
Template. If you would like to Bcc a contact, select Bcc on that row. An example might
be to bcc an employee when the documents are emailed.

Active The Recipient associated with this row will be included in the email sent.
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Form No (CW.CM.GI.01)
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The Collector Invoices Inquiry provides a list of Invoices by the Collector (Owner). Different filters can be created using
the Acumatica Filter functionality. This Generic Inquiry can also be displayed on any Acumatica Dashboard or used in an
Acumatica Pivot Table. Note: The Type (View Doc) column will drill into the actual AR Document or Invoice and Memo
Screen Form No (AR.30.10.00) and the Collections Activates for Doc No. will drill into another Generic Inquiry Collections
Activity Inquiry Form No (CW.CM.GI.02) created for the selected document/invoice.

Products Wholesale ~ Collector Invoices

c o W X

Drag column header here fo configure f

BO Branch Owner
> PROD...  admin
1] PROD admin
1} PROD.. admin
1] PROD admin
1} PROD.. admin
@ PROD admin
1} PROD.. admin
1] PROD...  admin
7] PROD admin
© PROD...  admin
") PROD admin

lter

Customer

WATERPROC
TOYSTAR
TOYSTAR

BRASSKEY
BRASSKEY

TOYSTAR
TOYSTAR

ABARTENDE
ACTIVESTAF
ACTIVESTAF
BRASSKEY

Account Name

CHENGDU RONGYI WATE...

Star America Toys

Star America Toys
Brass Key Bar

Brass Key Bar

Star America Toys

Star America Toys
USA Bartending School
Active Staffing Service
Active Staffing Service

Brass Key Bar

Type
(View
Doc)

Invoice

Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice

Invoice
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Collection
Activities for
Doc No
002145
AR006018
AR006019
AR006012
AR006013
AR006016
AR006017
AR006009
AR006010
AR006011
AR006014

Doc Balance

0.00
43000
260.00
220.00
120.00
210.00
172.00
120.00
260.00
110.00
514.00

Doc Date

212812013
5/1/2014
5/1/2014
5/1/2014
51172014
5/1/2014
5/1/2014
51112014
5/1/2014
5/1/2014
6/1/2014

Current

Date
9/4/2016
9/4/2018
9/4/2016
9/4/2018
9i4/2018
9142018
9i4/2018
9/4/2018
9/4/2018
9/4/2016
9/14/2018

Due Date

33012013
53112014
5312014
53112014
53172014
5/31/2014
53172014
5312014
53112014
53172014

72014

Days

Qverdue
1984
1557
1557
1557
1557
1557
1557
1557
1557
1557
1526

cusTol
Y
Days Original ARInvoices_t¢
Qutstanding Doc
Balance
2014 Closed 2,400.00
1587 Open 480.00
1587 Open 260.00
1587 Open 220.00
1587 Open 120.00
1587 Open 210.00
1587 Open 172.00
1587 Open 120.00
1587 Open 260.00
1587 Open 110.00
1556 Open 514.00
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Customer Summary

This is a standard Acumatica Query Screen (AR.40.10.00) listed on the Collections Workspace for quick reference.
Please refer to the Acumatica Help for details on this screen.

Products Wholesale » Customer Summary

c -n < > REPORTS ~ I+l Y

Company: PRODUCTS - Revision Twa Products 2 Currency ID: o Total Balance 7,224,842 36
Branch: PRODWHOLE - Products Wholesals 2 ) Split by Currency Total Prepayments: -165,000.00
Period: o | Customers with Balance Only Total Unrealized Gain/Loss: 52.43
Customer Class: P [« By Financial Period

AR Account: o | Consolidate by Parent

AR Subaccount:

B Customer ID Customer Name Last Currenc Currency Currency Currency Currency Currency Currency Currency Cul
Activity D Beginning Ending Prepayments PTD Sales PTD PTD PTD Cash
Period Balance Balance Balance Payments Overdue Discount

Charges Taken 1]
* ABARTENDE USA Bartending School 07-2016 USD 190,169.83 167,800.21 -165,000.00 167,680.21  190,049.83 0.00 0.00
ABCHOLDING ABC Holdings Inc 07-2016 USD 441,120.68 466,564.15 0.00 219,365.00 193,921.53 0.00 0.00
ACTIVESTAF Active Staffing Service 03-2018 USD 7,370.00 370.00 0.00 0.00 7.000.00 0.00 0.00
BIBIMBAB Bibimbab Korean Restaurant 07-2016 USD 3418240  46,065.60 0.00 46,06560  34,182.40 0.00 0.00
ERASSKEY Brass Key Bar 06-2016 USD 746400 17,284.00 0.00 16,320.00 6,500.00 0.00 0.00
CASHCONMNEC Cash Connection 10-2018 USD 0.00 7,000.00 0.00 7,000.00 0.00 0.00 0.00
CJOEQUIP Jersey Central Office Equip 12-2016  USD 437,591.48 438,091.48 0.00 500.00 0.00 0.00 0.00
ADARTDEE Frrabtenn Wittln Houoon (. n2 anae  en noan Enn an noan Enn nn nnan noan nan

Collection Activities Inquiry

Form No (CW.CM.GI.02) — The Collection Activities Inquiry screen provides a list of all Activities and associated Invoices.
This Generic Inquiry can also be displayed on any Acumatica Dashboard or used in an Acumatica Pivot Table.

Products Wholesale ~ Collection Activities Inquiry CUSTOMIZATION =

c «~ W K

Drag column header here to cor Y
B @ [ CustomerName Reference Type Start Date DueDate  Completed Owmer Contact Subject Status Is Phone To Call Reports to
Nbr. Date Privat

$ @ [ ABC Studios Inc ARDO5779 & Collections Email 82112018 new emaillnvoices Coming... COMPLETE 0
@ E ABC Stugios Inc ARD05779 = Collections Email 8/2912018 admin, admin OPEN 0 EP00000001
@ [ ABC Studios Inc AR005779 & Collections Email 8/2912018 admin, admin OPEN [u] EP00000001
@ [ ABC Studios Inc ARD05779 Collections Note 82912018 8/29/2018 admin, admin OPEN [m] EP00000001
@ [ ABC Studios Inc ARD05838 Collections Note 82972018 8/29/2018 admin, admin OPEN 0 EP00000001
@ [ ABC Studios Inc ARD05838 & Collections Email 8/2912018 admin, admin OPEN 0 EP00000001
@ [ ABC Studios Inc AR005838 0  Coliections Phone Call 9172018 admin, admin OPEN [u] EP00000001
@ B ABC Studios Inc AR005838 & Collections Email 8/2912018 admin, admin OPEN [m] EP00000001
@ [ ABC Studios Inc ARD05838 0 Collections Phone Call admin, admin Harper, Travis phone call OPEN [ +1(777)228-0220 EP00000001
@ [ ABC Studios Inc ARD05893 0 Coliections Phone Call admin, admin Harper, Travis phone call OPEN [l #1(777)228-0220 EP00000001
@ [ ABC Studios Inc AR005893 O  Collections Phone Call 9172018 admin, admin OPEN 0 EP00000001
@ [ ABC Capital Ventures  ARD05309 0  Collections Phone Call 6/1/2018 61612018 6112018 Palmer, Steve Demo Activity, COMPLETE 00 2152191299
@ [ ABC Capital Ventures ~ AR005309 & Collections Email 6/1/2018 61612018 Dermo Activity, OPEN 0
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Customer Details

This is a standard Acumatica Query Screen (AR.40.20.00) listed on the Collections Workspace for quick reference.
Please refer to the Acumatica Help for details on this screen.

Products Wholesale - Customer Details ¢

c =~ £ < > ACTIONS ~ REPORTS~ k| [ Y

Company: PRODUCTS - Revision Two Products £ Show All Documents Include Child Accounts !
Branch PRODWHOLE - Products Wholssale £ Include Unreleased Documents
* Customer: Il Balance by Documents: 359,623.00
Period o Current Balance 359,623.00
Currency r) Prepayment Balance 0.00
AR Account r Balance Discrepancy 0.00

AR Subaccount:

B © [ Customer *Branch Type * Reference *Post *Date Due Date Status Currer Currency Currency Currency Origin. Balance Cash RGOL Paymel  Custc
Nbr.

Period Origin. Balance Cash Amount Discount Amount Method Invoic
Amount Discount Taken Nbr./F
Taken Nbr.
> @ [ ABCSTUDL.. PRODWH.. Invoice AR006005 07-2018 71872018 81772018 Open usb 102,890.00 102,890.00 0.00 102,890.00 102,890.00 0.00 0.00 ABC
@ [0 ABCSTUDL.. PRODWH.. Invoice ARCME900 07-2016  7/18/2018 9/4/2018 Open usb 10,450.00  10,450.00 0.00 10,450.00 10,450.00 0.00 0.00 ABC
@ [ ABCSTUDI PRODWH Invoice AR005893 06-2016  6/5/2018 715/2018 Open usb 85,880.00  85,880.00 000 8588000 8588000 0.00 0.00 ABC
o [ ABCSTUDI PRODWH Invoice ARCM5893 06-2018  6/5/2018 7/5/2018 Open usD 249500 2,495 00 0.00 249500 2,495 00 0.00 0.00 ABC
L [0 ABCSTUDL. PRODWH.. Invoice AR005838 05-2018  5M15/2018 61472018 Open usb 77,890.00  77,890.00 000 77,890.00 77,890.00 0.00 0.00 ABC
@ B ABCSTUDI PRODWH Invoice AR005779 04-2016 411972018 5M19/2018 Open usb 78,920.00 7892000 000 7852000 7892000 0.00 0.00 ABC
@ [ ABCSTUDI PRODWH Invoice ARCM6005 01-2016  118/2018 21772018 Open usb 1,098.00 1,098.00 0.00 1,093.00 1,098.00 0.00 0.00 ABC

Collection Customer Plan List

The Collection Customer Plan List Inquiry screen (CW.CM.GI.03) provides a list of all Customers and their associated
Collection Plan. This Generic Inquiry can also be displayed on any Acumatica Dashboard or used in an Acumatica Pivot
Table.

Products Wholesale ~ Customer Collection Plan List
c v |+

Drag column header here to configure filter

B Customer Customer Name PlaniD

* ABARTENDE USA Bartending School GOODCUSTOMER
ABCHOLDING ABC Holdings Inc GOODCUSTOMER
ABCSTUDIOS ABC Studios Inc GOODCUSTOMER
ABCVENTURE ABC Capital Ventures GOODCUSTOMER
ACTIVESTAF Active Staffing Service GOODCUSTOMER
ALPHABETLD Alphabetland School Center GOODCUSTOMER
AMROBANK AMRO Bank N.V. GOODCUSTOMER
ANTUNSWEST Antun’s of Westchester GOODCUSTOMER
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Collection Activity History Report

The Collection Activity History Report (CW.CM.66.01) lists all the Activity details including notes in the body of the
activity. The report can be run for all customers or a specific customer and can include open activities or open and
closed activities.

Products Wholesale ~ Collection Activity History

s Cc &\ » 3 PRINT SEND EXPORT ~

Page: 10f26

Collection Activity History

Activity Type Activity Status Subject Start Date Due Date Completed Date  Notes

Collections Email open 872018

ABC Studios Inc

Activity Type Activity_Status Subject Start Date Due Date Completed Date  Notes

Collections Email complete Outstanding Invoices 9/8/2018 982018 9/8i2018 Dear Accounts Payable The following invoices are cutstanding. Please n
payment as soon as possible. Thank you Crestwood Associates, Inc.
Outstanding Invoices Doc Num  Due Date  Amount
ARO0STT9ARD05E38AR005E93AR006005ARCMSE93ARCMED05ARCM
05/19/1808/14/1807/05/1805/17/1807/05/1802117/1809/04/13
$78,920.00577.890.00285.580.005102,590.0052,495.0051,095.00510,4¢

Collections Email complete Oufstanding Invoices 9/8/2018 9820158 /812018 Dear Accounis Payable The following invoices are cutstanding. Please r
payment as soon as possible. Thank you Crestwood Associates, Inc.
Qutstanding Invoices Doc Num  Due Date  Amount
ARO057TIARO05838AR005893AR006005ARCM5893ARCMBI0SARCM
05/19/1806M14/1807/05/1808/17/1807/05/1502/17/1809/04/15
576 920 00577 890.00585 680 005102 690 0052 495 0051 098 00510,4¢

Customer Summary Report

This is a standard Acumatica Customer Summary Report (CW.CM.65.01) listed on the Collections Workspace for quick
reference. Please refer to the Acumatica Help for details on this screen.

Products Wholesale - Customer Collection Plan List
c = |+

Drag column header here to configure filter

B Customer Customer Name PlaniD

» ABARTENDE USA Bartending School GOODCUSTOMER
ABCHOLDING ABC Holdings Inc GOODCUSTOMER
ABCSTUDIOS ABC Studios Inc GOODCUSTOMER
ABCVENTURE ABC Capital Ventures GOODCUSTOMER
ACTIVESTAF Active Staffing Service GOODCUSTOMER
ALPHABETLD Alphabetland School Center GOODCUSTOMER
AMROBANK AMRO Bank N.V. GOODCUSTOMER
ANTUNSWEST Antun’s of Westchester GOODCUSTOMER
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Collections Management Dashboard

The Collections Management Dashboard is created for the Collector that focuses on Collection Activities and
Outstanding Documents. Using the standard Acumatica Dashboard tool, the Collections Dashboard can be modified to

suit specific business needs. The Dashboard can be accessed from the Shared Dashboards Menu -> Finance ->
Collections.

The Generic Inquiry Collections DB AR Customer Summary Gl is utilized when you drill down on the Customer ID on

Collections Dashboard and the user will be taken to the Collections Management screen. An example of the Gl is
included below.

Collections

REFRESHALL DESGN  TOOLS *

Aecount Name DocEaimce DocDme  DueOse  Days  Days
" " " Gwve  Oustanding S ON CREDIT HOLD
Alta Ace: 454000 2/16/2021 3182021 343 38
ABC Studos Inc 1e9s00 Iz amaem 3 351
USA Bartending School 3503200 3172021 411672021 319 349 TOP OVERDUE BALANCES
Atahoe o0 a0z aneaom 3 9
e sty Group ncetors
USA Bartending Schaol 8000000 373172021 413012021 305 33 The Ly Greup Tnes I
ARQ09547 Invoice AAC TOMER Alta Ace: 100000 112212021 9182021 174 9 Widgst Credit Cord __
pe— meice AACUSTOMER  AtaAce B 3@ N
OPEN COLLECTIONACTIVITIES ik oot
—
DusDate Customer Name Subject Contaet Phone Ta Call P
. Loenge  aceme 300400 400000 SAN0M0 66000 700000 8000000 9000000
ESCLATED TO MANAGEMENT
CASH POSITION BY PERIOD
OPEN INVOICES BY CUSTOMER
0552000
-
000,000 o531.000
o . . . - - - - -
- - - - ———
s e e R
o A L . m‘ 7 u e

10.36

DSO PERIOD 3

DS PERIOD 1

Collections DB AR Customer Summary +r

[CI
ALL RECORDS ALL (ME) OVERDUE OVERDUE (ME) OVERDUE 1+ OVERDUE 30+ OVERDUE 60+ OVERDUE 90+ CREDIT HOLD

Drag column header here to configure filter

& Customer ID Customer Name Invoice Balance Current Overdue 1-30 30-60 60-90 Over 90 Owner Contact Status
Amount

> VERACITY... Veracily Credit Consultants 7.000.00 7.000.00 0.00 7.000.00 0.00 0.00 0.00 7,000.00 EricKilian  Eric Killian Credit Hold
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