
 

 

!ŎŎƻǳƴǘǎ wŜŎŜƛǾŀōƭŜ wŜǇƻǊǘƛƴƎ 
This guide walks you through steps for running queries  

and reports for the Accounts Receivable module. 
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!ŎŎƻǳƴǘǎ wŜŎŜƛǾŀōƭŜ vǳŜǊƛŜǎ 

 

VT_ACCOUNTS_RECEIVABLE_JOURNAL -VTBI007  

Purpose  Lists the current status of open accounts receivable pending items posted within a 
date range 

Prompts  AR business unit, set ID, origin, and a range of posted dates 

Columns  Posted date, entered date, business unit, item id, group id, user, customer, origin 
id, and amounts: control, entered, posted total and balance  

 

VT_AR_ACCRUED_CUST_RECEIVABLES  ï AR Accrued Customer Receivable 

Purpose  Lists AR pending items posted to the general ledger within a date range.  Does not 
include payment activity, but does include maintenance worksheet activity  

Prompts  GL and AR business units, fund, dept ID, account and a range of journal dates 

Columns  GL and AR business units, item information, all chartfields, accounting period, fiscal 
year, journal information, monetary amount, journal template, and customer  

 

VT_AR_CUSTOMER_DEPS_QUERY ï Customer Deposits 

Purpose  Lists customer activity posted within a date range.  Includes pending items, 
maintenance worksheets, and payments. 

Prompts  GL and AR business unit, fund, dept ID, account, and a range of journal dates 

Columns  GL and AR business units, item information, all chartfields, accounting period, fiscal 
year, journal information, monetary amount, journal template, and customer  

 

VT_AR_CUST_OPEN_ITEMS  ï Customer Open Items for a BU 

Purpose  Lists all open accounts receivable pending for a business unit and customer 

Prompts  AR business unit, set ID, and customer id 

Columns  AR business unit, customer, item id, accounting date, amount, entry type, entry 
reason, journal template, and status  

 

VT_AR_DIRECT _JRNLS_DEPOSIT  ï AR Direct Journal Deposits 

Purpose  Lists direct journal deposits and all associated chartfields.  Includes only the 
revenue/expense side of the deposits. 

Prompts  GL and AR business units, fund, dept ID, account, and a range of journal dates 

Columns  GL and AR business units, item sequence, distribution sequence, all chartfields, 
affiliate, amount, line description, deposit id, accounting period, fiscal year, journal 
information, and journal template  
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VT_AR_DIRECT _JRNLS_QUERY  ï Direct Journals View 

Purpose  Lists direct journal deposits and all associated chartfields.  Similar to 
VT_AR_DIRECT_JRNLS_DEPOSIT except that it also includes the cash side of the 
deposits. 

Prompts  GL and AR business units, fund, dept ID, account, and a range of journal dates 

Columns  GL and AR business units, item sequence, distribution sequence, all chartfields, 
affiliate, amount, line description, deposit id, journal information, and journal 
template 

 

VT_AR_DIR _JRNL_BKACCT  ï Direct Journals w/ Bank Account and BU prompts 

Purpose  Lists all direct journal deposits for a business unit and specific bank account within 
a date range.  You must know the specific bank account number before running 
the query because it will not let  you browse account numbers. 

Prompts  GL business unit, bank account, and a range of accounting dates 

Columns  GL and AR business units, deposit id, date, payment id, payment and distribution 
sequence numbers, all chartfields, amount, journal information, and bank account 
number 

 

VT_AR_DIR _JRNL_BK_PROMPT  ï Direct Journals w/ Bank Account Prompt 

Purpose  Lists all direct journal deposits within a date range for a specific bank account ï all 
business units.  You must know the specific bank account number before running 
the query because it will not let you browse account numbers.  Similar to 
VT_AR_DIR_JRNL_BKACCT except it does not prompt for business unit and will 
report deposits from all business units.   

Prompts  Bank account and a range of accounting dates 

Columns  GL and AR business units, deposit id, date, payment id, payment and distribution 
sequence numbers, all chartfields, amount, journal information, and bank account 
number 

 

VT_AR_JOURNAL _DRILLDOWN  ï Customer Deposits-Not Direct Journals 

Purpose  Lists deposit and pending item information for an AR journal related to customer 
deposits.  You must know the specific journal id before running this query because 
it does not allow you to browse journal idôs. 

Prompts  GL business unit and journal id 

Columns  GL and AR business units, deposit id, group id, item id, customer id, account, fund, 
Dept ID, journal id, accounting date, amount and posted date  

 

VT_AR_PENDING _ITEM_QUERY  ï AR Pending Item Query 

Purpose  Lists online pending item information for a group id and item id  

Prompts  Business unit, group id and item id.  Can use % for both group id and item id, but 
this will return results back to the beginning of VISION and is not recommended.  
If % is needed for both fields, use the VT_AR_PENDING_ITEM_LIST query which 
also includes a date range prompt. 
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Columns  Business unit, group id, accounting date, origin, customer, item id, line, sequence, 
amount, all chartfields, deposit id  

VT_AR_PENDING _ITEM_ LIST  ï Pending Items for Date Range 

Purpose  Lists all online pending items for a date range.  Similar to 
VT_AR_PENDING_ITEM_QUERY but it also prompts for a range of accounting 
dates. 

Prompts  Business unit, group id, item id and range of accounting dates.  Can use % for 
group id and item id.  Since this q uery includes a date range, % may be used in 
both fields since it will only include the pending items within the specified date 
range. 

Columns  Business unit, group id, accounting date, origin, customer, item id, line, sequence, 
amount, all chartfields, deposit id 

 

 

VT_AR_TRANSACTIONS  ï AR Deposits & Pending Items 

Purpose  Lists accounts receivable transactions: both pending items and all types of 
deposits.  Combines the results of the VT_AR_CUSTOMER_DEPS_QUERY and the 
VT_AR_DIRECT_JRNLS_QUERY into one report. 

Prompts  GL and AR business units, fund, dept ID, account, program, and a range of journal 
dates 

Columns  GL and AR business units, item id, item sequence, item line, all chartfields, affiliate, 
journal id and date , line description, amount, template, deposit id, customer id and 
customer name.  For direct journal entries, the name Direct Journal Entry is used in 
place of the customer name. 

 

VT_AR_OPEN_ITEMS_BU_AND_CUST ï AR open items  to be matched. 

Purpose  Lists AR open items to determine items that can be matched 

Prompts  GL business unit, customer ID (may use % for all), set ID  

Columns  GL business unit, customer, name, item ID, item balance, project, entry type, 
reason, account, fund, dept ID, sales person, collector, status 

 

VT_CASH_RECEIPT _JOURNAL  ï Cash Receipt Journal 

Purpose  Lists all deposits for a business unit received within a date range 

Prompts  AR business unit, set ID, deposit type (cash/checks, federal, wire, etc), deposit 
posting status (completely posted, not posted, etc.) and a range of received dates.  
Can use % for prompts. 

Columns  Received date, AR business unit, deposit id, operator id, deposit type, bank 
account number, balance, posted status, control amount, entered amount, posted 
total, direct journal amount and customer id  

 

VT_CUSTOMERS ï Customers for a SET ID 

Purpose  Lists all information in the Customer record.  Used to review basic information 
about one or more customers used by a business unit 

Prompts  Set ID (business unit), customer id and customer status (% can be used for 
customer id and status) 
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Columns  All fields in the customer record are reported 

 

VT_DEPOSITS_ CHECK_BU ï Check for Deposits in Wrong BU 

Purpose  Lists deposits where the business unit on the deposit is not the same as the 
deposit on the related item activity  

Prompts  AR business unit (deposit bu) and posted date greater than 

Columns  Business unit (bu on item id), customer id, item id, amount, accounting date, 
posted date, deposit business unit and deposit id 
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!ŎŎƻǳƴǘƛƴƎ 9ƴǘǊƛŜǎ ό!wрлллмύ 

Possible situations when this report should be run: This report may be run at any time to review detailed 

accounting entry information by date at either a detail or summary level. The user may also select which 

chartfields are included on the report and in which order the columns will appear. 

 

Navigator Menu Navigation: Accounts Receivable > Pending Items > Reports > Accounting Entries 

 

Click on Add a New Value Tab 

 

Run Control ID - Enter a Run Control ID 

Click Add 

The Accounting Entries page is displayed 
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¶ From Date - Enter Beginning Date 

¶ To Date - Enter Ending Date 

¶ Unit - Accept default BU or Enter valid value 

¶ Journal Template ς Leave blank, or select an AR template from the drop-down 

¶ Sort By Ledger ς Enter or select valid value from drop-down (Can choose to run at a detail or 
summary level) 

 
Click Refresh 
 
Chartfield Selection section expands showing available chartfields 
 

 
 

Check Include CF for each chartfield to be included in the report 
In the Sequence column, the chartfield column order may be modified as needed 
 
Click Save 
 
Click Run 
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Process Scheduler Request page opens  

  

Click OK 

Accounting Entries page displays 

  

Click Process Monitor 
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Click Refresh button until Run Status = Success and Distribution Status = Posted 

Click Details 

 

Click View Log/Trace 
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Click ar50001 PDF file 

Report opens in new window 

 

(Note that the chartfields included are DeptID, Account and Fund which were the chartfields selected on the Accounting Entries 

page.) 
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!ŎŎƻǳƴǘƛƴƎ 9ƴǘǊƛŜǎ 5Ŝǘŀƛƭ ς tƻƛƴǘ ƛƴ ¢ƛƳŜ ό!wрлллмtύ 

Possible situations when this report should be run: This report may be run at any time to review detailed 

accounting entry information by date. (The summarized version of this report is AR50002P.) The difference 

between this report and the Accounting Entries (AR50001) report is that this report may be run for specific 

time periods such as year-to-date, month-to-date, etc. 

 

Navigator Menu Navigation: Accounts Receivable > Pending Items > Reports > Acctg Entries-Point in Time 

OR 

Accounts Receivable > Payments > Reports > Acctg Entries-Point in Time 

 

Click on Add a New Value Tab 

  

Run Control ID - Enter a Run Control ID 

Click Add 

The Accounting Entries Point in Time page is displayed 

  

¶ Point in Time Type ς Select value from drop-down 
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¶ As of Date ς Enter the ending date for the report 

(Note that the From Date and To Date will change depending upon the Type and As of Date selected) 

¶ Unit - Accept default BU or Enter valid value 

¶ Journal Template ς Leave blank, or select an AR template from the drop-down 

 
Click Run 
 
 
Process Scheduler Request page opens  
 

  

Select Point in Time Accounting Entries 

Click OK 

Accounting Entries -Point in Time page displays 

 

  

Click Process Monitor 
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Click Refresh button until Run Status = Success and Distribution Status = Posted 

 

Click Go back to Acctg Entries-Point In Time 

Accounting Entries -Point in Time page displays 

 

  

Click Report Manager 

Click the Administration tab 
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Click to open the ARX50001P.PDF file 

Report opens in new window. 

 

 

Click the print icon to print 
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!ŎŎƻǳƴǘƛƴƎ 9ƴǘǊƛŜǎ {ǳƳƳŀǊȅ ς tƻƛƴǘ ƛƴ ¢ƛƳŜ ό!wрлллнtύ 

Possible situations when this report should be run: This report may be run at any time to review 

summarized accounting entry information by date. (The detailed version of this report is AR50001P.) The user 

specifies a point in time such as year-to-date, month-to-date, etc. 

 

Navigator Menu Navigation: Accounts Receivable > Pending Items > Reports > Acctg Entries-Point in Time 

OR 

Accounts Receivable > Payments > Reports > Acctg Entries-Point in Time 

 

Click on Add a New Value Tab 

  

Run Control ID - Enter a Run Control ID 

Click Add 

The Accounting Entries Point in Time page is displayed 

  

¶ Point in Time Type ς Select value from drop-down 

¶ As of Date ς Enter the ending date for the report 

(Note that the From Date and To Date will change depending upon the Type and As of Date selected) 
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¶ Unit - Accept default BU or Enter valid value 

¶ Journal Template ς Leave blank, or select an AR template from the drop-down 

 
Click Run 
 
Process Scheduler Request page opens  

  

Select Point in Time Accounting Entries 

Click OK 

Accounting Entries -Point in Time page displays 

 

Click Process Monitor 
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Click Refresh button until Run Status = Success and Distribution Status = Posted 

Click Go back to Acctg Entries-Point In Time 

 

Accounting Entries -Point in Time page displays 

 

  

Click Report Manager 

Click the Administration tab 
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Click to open the ARX50002P.PDF file 

Report opens in new window. 

 

 

Click the print icon to print 
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!Ŏǘǳŀƭ aŀǘŎƘŜǎ wŜǇƻǊǘ ό!wммллпύ 

Possible situations when this report should be run: The Actual Matches Report should be run after running 

Automatic Maintenance. This report provides a list of the transactions that were processed during automatic 

maintenance. 

 

Workcenter Navigation: Accounts Receivable WorkCenter > Reports/Queries > Reports/Processes > 

Receivables Maintenance > Auto Maintenance ς Actual Matches Report 

Or 

Navigator Menu Navigation: Accounts Receivable > Receivables Maintenance > Automatic Maintenance > 

Actual Matches Report 

 

Click the Add a New Value tab: 

  

Run Control ID - Enter a Run Control ID 

Click Add 

The Actual Matches Report page displays: 
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¶ From Date - Enter the desired date 

¶ To Date ς Enter the desired date 

¶ Business Unit - Defaults, accept default or enter business unit 

¶ Rate Type ς Leave blank or enter User ID 

¶ Amount Type ς Accept default Base Curr 

¶ Separate DR/CR Amount Fields ς Check or leave blank 

¶ Customer ID ς Leave blank for all or enter Customer ID to create report for just one customer 

¶ Group ID ς Leave blank for all or enter a specific Group ID 

¶ Posted - Check or leave blank 

¶ Process Instance ς Enter a specific Process Instance number which matches the automatic 
maintenance process you are reviewing. If left blank, results will include all automatic maintenance 
processes. 

Click Run 

The Process Scheduler Request window displays 

  

Click OK 

The Actual Matches Report page displays 

  

Click Process Monitor 
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The Process List page displays 

 

Click Refresh button until Run Status = Success and Distribution Status = Posted 

Click Details 

 

  

 

Click View Log/Trace 
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Select ar11004 PDF file 

The report opens in a new browser window 

 

Click the Printer icon to print 
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!ƎƛƴƎ ōȅ /ƘŀǊǘŦƛŜƭŘ ό!wолллсύ 

Possible situations when this report should be run: The Aging Detail by Business Unit is an SQR report that 

can be run at any time. It lists calculated aged receivables by customer, item and chartfield selection. 

 

Navigator Menu Navigation: Accounts Receivable > Receivables Analysis > Aging > Aging by Chartfield Rpt 

 

Click the Add a New Value tab 

  

Run Control ID - Enter a Run Control ID 

Click Add 

 

The Aging by Chartfield page displays 

  

Enter information on the Aging Detail by Unit page 

¶ As of Date ς Defaults to current date. Change as needed. 

¶ Business Unit ς Enter/select Business unit ς this is the AR BU associated with the customer 



 
Page 25 of 134 

 

¶ Customer ID ς Leave blank for all or enter Customer ID to create report for just one customer 

¶ Default SetID ςDefaults to STATE (this is used for the chartfields in the following section) 

¶ Aging SetID ς Defaults to STATE 

¶ Aging ID ς Enter STD 

¶ Report Options ς Defaults to Detail ς may also be run at a summary level 

¶ Display Option ς Defaults to Include All ς select desired display option 

  

 

Click Refresh - The Chartfield Selection section expands with available chartfields 

 

  

 

Enter desired chartfield values to include and put a checkmark beside those you want subtotaled.  

Click Run 
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The Process Scheduler Request window opens 

 

Click OK 

 

You are returned to the Aging by Chartfield page 

  

Click Process Monitor 

 

  



 
Page 27 of 134 

 

The Process List page displays 

 

Click Refresh button until Run Status = Success and Distribution Status = Posted 

Click Details 

 

 

 

Click View Log/Trace 
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Select ar30006 PDF file 

 

The report opens in a new browser window: 

 

Click the Printer icon to print 
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!ƎƛƴƎ 5Ŝǘŀƛƭ ōȅ .ǳǎƛƴŜǎǎ ¦ƴƛǘ ό!wолллоύ 

Possible situations when this report should be run: The Aging Detail by Business Unit is an SQR report that 

can be run at any time. It will list the detail by Business Unit of the balances for all customers with open 

receivables. Run this report each month to view any outstanding open items. 

 

Workcenter Navigation: Accounts Receivable WorkCenter > Reports/Queries > Reports/Processes > 

Receivables Analysis > Aging Detail by Unit Report 

Or 

Navigator Menu Navigation: Accounts Receivable > Receivables Analysis > Aging > Aging Detail by Unit 

Rpt 

 

Click the Add a New Value tab 

 

Run Control ID - Enter a Run Control ID 

Click Add 
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The Aging Detail by Unit page displays 

 

Enter information on the Aging Detail by Unit page 

¶ Set ID - Enter Set ID = STATE 

¶ Aging ID ς Enter STD 

¶ Amount Type ς Defaults, accept default Base Curr 

¶ Rate Type ς Blank 

¶ Customer ID ς Leave blank for all or enter Customer ID to create report for just one customer 

¶ Display Options ς Include All defaults, accept default 

¶ Business Unit - Enter Business Unit 

Click Run 

The Process Scheduler Request window opens 

 

Click OK 
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You are returned to the Aging Detail by Unit page: 

 

Click Process Monitor 

The Process List page displays 

 

Click Refresh button until Run Status = Success and Distribution Status = Posted 

Click Details 
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Click View Log/Trace 

 

Select ar30003 PDF file 
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The report opens in a new browser window 

 

Click the Printer icon to print 

  






































































































































































































