Standard Operating Procedure

Printing Aging Reports by Rep

Dole & Bailey, Inc.
Implementation Date: 3/24/2023

PURPOSE: Proactively informing Sales Team regarding the AR collections that they are responsible for
supporting.

RESPONSIBILITIES: Accounts Receivable Department

From Provisions Home Menu
1. Click on Receivables Menu
2. Click on Accounts Receivable Aged Trial Balance
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A Distrbusion Report for Allomances

Once you make the following selections it will default to this setting moving forward an only adjustment
will be “6” to select actual Rep.

3. Select “Detail” so that it shows all invoices within the aging parameters

4.Select “Salesperson”

5. Select “Outside”

6. Select “Rep to Print”

7. Hit run and it will print PDF to screen and send a sharable file to User

8. Share within Teams to Rep, Sales Manager and Director of Sales

& vt e T
7_" Q ‘Sand Dutpat R DF - PDF Dutput -
o NI DO SN I e O . O W
P
summary 89 ooy -
Dutad Titke Doys
sapeon ol ) miotz i 5
ctormrtate O
revaa: =
——— s}
cotomershiote ) pesed =
- =
songoue oo
A R S — <]
e
p— ew - @
f— ] ootk i ]
Match Credits 1o v {meice
[P —— o

Sart By Cust Name

[
O
0
Esclude Curren [} open tslance Repon
]
(]

{
H
0oooo

Open Invoios Amount

Besoch B a

Cust Ty a
Primary Broker i

chae? 0
f— 0

Salesperson Credit Mg

Price Clazs:

Family Code: a



