Accounts Receivable – Multi Account Enquiry


MULTI CUSTOMER ENQUIRY
The Multi Customer enquiry process allows you to view details for all Accounts from your Customer database, showing details for each account on a single screen.

You have the option of selecting those customers with unapplied credits only, or selecting all Customers.
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You can then zoom to view further details for a Customer by clicking on the red link of the Customer Code/Name in the Customer Column
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Click on link for Debtors Enquiry to download AR – Debtors Enquiry.doc for details of navigating through the Debtors Enquiry process.

Export Details

You can also Export the details being displayed in the Multi Customer Enquiry Screen, if required.  (Where the table consists of more than 1 page.  All pages will be exported.)
· Position cursor anywhere in the Table Headings section of the Table. (does not matter which Table Heading)
· Right click with your mouse

· You will have an Export Data and Help Option.

· Select Export Data option.
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Available options for exporting Data are:  Tab Delimited File and Excel
Tab Delimited File
Selecting Tab Delimited File option will allow you to enter a Filename, or click Browse to browse you system to locate path where you wish to export this data.  

A file will be created in the location you select here.  

You have the choice of entering a file name, or by default the file name will be data.txt.

Click Save and the data will be exported to the location and file name entered.

Excel

This option should only be selected if you have Excel installed on the device you are currently using.

Selecting Excel option will disable Filename and Browse options. Click ok, Excel will open and the data will be exported automatically.
You can then manipulate the data as required, making sure and changes are saved as necessary.
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