AR History Overview

Last Modified on 06/19/2026 1:40 pm PDT

Pathway: Accounts > Search > Accounts

The AR History screen displays an account's balance across all sites for services they have received. In addition, AR
History is used to manage the account's payment methods, post a payment and generate an invoice for.

0 18535 Example Account 4 18535001
50) 521 COUNTY ROAD 6481 Active 1of2
DAYTON, TX 77535-4468

DIVISION QAWASTE
TERMS Net 20 ACCOUNT MGR Aliena Somers - Admin-NS (Sales)

BILL GROUP Anniversary 4WK Arrears
OoLD ID DAY-416

CURRENT 1-30 31-60 61-90 91-120 120+ TOTAL

(==Y Of b

% INVOICE DELIVERY Printed CLASS COMMERCIAL

7]

o -14.37 0.00 0.00 0.00 0.00 73.40 59.03

HIGHLIGHTS

o Account is significantly past due

Auto Pay Not Enabled

e 60947  Adjustment-Commercial Aliena $mers - Admin-

AR HISTORY

CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120+ DAYS TOTAL

1437 0.00 0.00 0.00 0.00 73.40 59.03
] Limit toopeniitems  STATEMENT v  INVOICE AUTOAPPLY BALANCE WRITE OFF (7 WALLET (0) Q By
DATE |  DUEDATE PERIOD  SITEID TYPE REFERENCE NO AMOUNT APPLIED AMOUNT BALANCE
07110123 2023-07 B Payment - Bank Account - eCheck 123456_DEMO_AUTH (127.55) 11318 (14.37)
12/1521  01/04722  2021-12 Invoice 271127 98.40 (25.00) 73.40

Permissions

The following permissions apply to the AR History screen and its features:
Permission ID Permission Name
5 View Account
6 View Site
41 View AR History
278 Add Account Wallet
422 Auto Pay Management
262 Generate Single Invoice
345 Apply Credit to Invoice
140 Reverse an Invoice
399 Write Off Balance
480 Edit PO Number on Invoice Detail

Aging Buckets

AR aging buckets categorize an account’s outstanding balances by time period.



CURRENT 1-30 31-60 91-120 120+ TOTAL
0.00 2,095.03 0.00 0.00 527.93 2,62296 [

Auto Pay at Billing - Bank Account 5309

e Current: Displays the total deposit balance available.
e 1-30 Days: Displays the total balance amount for invoices 1-30 days past their due date.
e 31-60 Days: Displays the total balance amount for invoices 31 to 60 days past their due date.
e 61-90Days: Displays the total balance amount for invoices 61 to 90 days past their due date.
e 91-120 Days: Displays the total balance amount for invoices 91-120 days past their due date.
e 120+ Days: Displays the total balance amount for invoices more than 120 days past their due date.
e Total: Displays the total balance amount across all aging bucketsless the current amount.
o Example using image shown above: 80.00 + 252.54 +2,802.87- 127.25 = 3,008.16

Export and Print

The option to print an invoice is available under the Statement drop down in the AR History tool.
e The Print Statement option will print the AR History Details for open items.
e The Email Statement option will email a link to allow the customer to view open AR Detail items.



AR HISTORY

CURRENT 1-30 DAYS 31-60 DAYS 61-80 DAYS 91-120 DAYS 120+ DAYS TOTAL
4,713.90 766.29 817.32 13,790.76 0.00 4,072.54 24,160.81

+] Limitto open items = | STATEMENT ~ | INVOICE AUTO APPLY BALANCE WRITE OFF (/] WALLET (0) Search Q o
(= Print Statement h

DATE J  DUEDATE F TYPE REFERENCE NO AMOUNT  APPLIED AMOUNT BALANCE
Email Statement

09/0126  09/01/26 202 Invoice 949257 788.07 788.07

) Print Listed Invoices
08/01/26 08/01/26 202

07/0126  07/01/26  2026-07 41902001 \ @ 780.81

L 040232 Jgo.0 788.07

06/01/26 06/01/26 2026-06 41902001 788.07
05/01/26 05/01/26 2026-05 41902001 QAWASTE 780.81
347 N Rodeo Dr
04/01/26  04/01/26  2026-04 41902001 Beverly Hills, GA 80210 788.07
03/01/26 03/01/26 2026-03 41902001 Phone: (888) 854-2905 766.29
QAlest@navusoft.com
02/01/26 02/01/26 2026-02 41902001 817.32
010126  01/01/26  2026-01 41302001 13,790.76
Example Account 6
073124 081024 2024-07 41902001 1234 Navu Way 1,186.06
053024 06/0%724 2024-05 41902001 Corpus Christl, TX 78411 * 2,095.03
05/01/24 0511724 2024-05 41902001 593.03
091423 032423 202309 Statement s0.82
Example Account & (41902)
08/10/23 0820/23 2023-08 107.60
Current 1-30 days 31-60 days 61-90 days 91-120 days ‘Over 120 days Total
T — 4,713.90 T66.29 817.32 13,790.76 0.00 4,072.54 24,160.81
Limit to Open ltems
Date  Type Due Date Reference Location  Site Name Amount  Applled  Balance
G126 Invobce 41126 949257 41902001  Example Site 1 TRa07 0.00 Ta8.07
BMI2E  Invobce 81126 949243 41902001  Example Site 1 TRa07 0.00 Ta8.07
THI2E  Invobce 26 949226 41902001 Example Site 1 TROB1 0.00 78081
B2 Invoice 611726 49210 41902001  Example Site 1 TeR.O07 0.00 TER.07
SMI26  Invokce &1i26 849194 41902001 Example Site 1 T80.81 0.00 780.81
426 Invoice 4lizg 249178 41902001 Example Site 1 Tes.O07 0.00 TEBOT
326 Invoice anize 249149 41902001  Example Site 1 765.29 0.00 T65.29
2126 Invoice 21126 949133 41902001  Example Site 1 81732 0.00 81732
AMI26  Invokce 11126 48117 41902001  Example Site 1 13,780.76 0.00 1379076
3124 Invoice BH024 901065 41902001 Example Site 1 1.186.06 0.00 118806
5130724 Invoice Bl24 900160 41902001 Example Site 1 2,085.03 0.00 200503
5M1/24  Involce SiM1i24 203634 41902001 Example Site 1 583.03 0.00 593,03
123 Invoice i24/23 883844 105.74 -14.92 o0.82
81023 Invoice Bi20V23 883842 107 60 0.00 107.60

Total 24,160.81

Invoice

Select Invoice to generate a single invoice for the account. When the Preview Invoice screen appears, enter the Bill
To Date (the date through which the customer will be billed) and the Invoice Date (the date the invoice is
generated).



r
AR HISTORY D O

CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120+ DAYS TOTAL
0.00 0.00 0.00 0.00 0.00 527.93 527.93
+/ Limit to open items STATEMENT v INVOICE | AUTO APPLY BALANCE WRITE OFF WALLET (0) Q C
DATE | DUE DATE PERIOD SITE ID TYPE REFERENCE NO AMOUNT APPLIED AMOUNT BALANCE
10/01/23  10/11/23  2023-10 Invoice 884157 314.59 314.59
09/14/23  09/24/23  2023-09 Invoice 883844 105.74 105.74
08/10/23  08/20/23  2023-08 Invoice 883842 107.60 107.60
[ PREVIEW INVOICE 7 9
Arrears - Monthly
This site = TR B | mvoiceoare Billed ThruDate Oct 01, 2023
Next Invoice Date Oct 01, 2023 BATCH-25783 (not started)
SITE ID START DATE  END DATE GROSS NO Qry NAME PO # AMOUNT SURCHARGES TAXES TOTAL
QrYy CHARGE
QTY
Total $0.00 $0.00 $0.00 $0.00
GENERATE INVOICE

Next Invoice Message

General invoice messaging is setup by Division, Bill Group, Account Class, and Service Region through Navusoft's
Invoice Message Management tool. However, the ability to add an invoice specific message at the account or site
level for the next generated invoice for that account or site is provided at the account level.

To create a one time message for the next invoice generated:
1. Select the +icon at the account level.
2. Select Next Invoice Message.
3. Add text.
4. Select Save.



http://help.navusoft.net/docs/invoice-message-management

59965

Active Service
Proposal and Contract
Site

Clone Site and Services
Account Request
Appointment
Attachment
Cancellation Request
Contact

External Account

Lead

Manual Charge

Note

On Call Order

Refund Request

Safety Profile
Task

Default Rates
Next Invoice Message
Send Email

Vendor Invoice

Export Vendor Invoice

Post Issued Rebate / Refund Check

Kids Meal

600

Net 15
Printed

v

ay 31

Jun 7

1-30

12.20

ent Owner: Company
oad 02YD Extra Pickup: $ 30.00 each

Active

DIVISION
ACCOUNT MGR

CLASS

BILL GROUP

HOUSTON

Aliena Somers - Admin-NS (Sales)
COMMERCIAL
HOU-COMMERCIAL ADVANCE

ADVANCE - MONTHLY Billed Thru Date Jul 31, 2026

31-60
0.00

61-90
0.00

91-120 120+

0.00 0.00

Reason: ADD-Add Svc - New Service
Posted By: Katie Raterink (Admin) on 06/19/2026

MON

Jun 1

enabled.

UPDATE NEXT INVOICE MESSAGE

This message will display on the next invoice for site Belong Kitchen (59965002)

TUE

Auto Pay Not Enabler

Jun 2

This is a site specific next invoice message where the account's Bill by Site is

Last Updated By Katie Raterink (Admin), Jun 19, 2026

TOTAL
2,128.31

Account Request, Appointment, AR, Cancellai « _

© (2) Logins - ka!

39725
39726

39726

39729

The message is then displayed as a comment bubble on the invoice line in AR History and on the invoice itself.
The next invoice message is cleared.

NOTES AND COMMENTS.
Joi us o 8ave the enironmant by ging paperess.

Q© s Kissweal 59965002 | Belong Kitchen s
2002 @ S6SSKaty Fuy ‘Activ
QA Waste Sericos WVoIE ¥ w0 Houston, TX 77024-1382
POBOX 200100 e oy ousTON [5) Harrs County Spring Branch West owision HousToN
Dayton OH 45134 [INVOICE BALANCE 1. liena Somers - Admin-NS (Sales) us SERVICEREGION  HOUSTON OPEN MARKET
IAccouNTH s
ot tovln g conact o by amt o acco S MMERCIAL ') saues Rep Aliena Testr (sales)
laur 10700 JOU-COMMERCIAL ADVANCE SOURCE Gllin
led Thru Date Jul 31, 2026 () GENERATOR Small Quantity Generator
SiTE cLass, com
DUE UPON REceIPT L = o SURCHARGE GRP Fuel charge - Commercial
reharge - Commerc
MAKE ALL CHECKS PAYABLE TO: 000 000 212831 Fucl surcharg:
Wasta Sonicos &%
P0BOX 2003100 Auto Pay Not Eng maxnecion % HARRIS COMOUSTON MTAARRIS CO 5D 7
Dayton OH 45134 725 2x per week $000 $0.00 per month 06/19/26 @
Kids Moal
750 Hammery B e
Housion X 710806600 AR HISTORY
cuRRenT 130 0A¥S 31600AYS 61500aY5 91120 0AYS 1204 DAYS TomaL
ink (Ack
St 59965002 - Belong Kichen - 9455 Katy Fwy Houston, TX 77024
211611 1220 000 000 000 000 212831
DESCRIPTION Wos  pos G UNTRATE ToTAL ®
Jaazzs-coo0zs 300 srmpenon o0
Jemevas-crruas 4 Yan W0 s 2 o Limitto open items | STATEMENT v  INVOICE AUTOAPPLY ~BALANCEWRITEOFF (5 WALLET (1) @ searcn Q (s ®
Tax $70.07 DATE | DUEDATE PERIOD SITEID TYPE REFERENCE NO AMOUNT  APPLIED AMOUNT BALANCE
Stoton 103721
Concell{ 011926 0710426 202606 59965002 Invoice 993810 1.037.21 1,037.21 LEGEND
INVOCETOTAL 103721
061926 070426 2026.06 59965001 This sa3s2 fsar
cumont 1900ms  e0Days 619003 OverdoDays Tota Due 061826 070326 202606 @ invoice 992009 17562 17562 Jun6
061826 0G/1826 202606 59965001 Merchant Processing Fee 992003 1220 1220
This is a site specific next invoice message where the account's Bill by Site is 06/18/26  07/0326  2026-06 Invoice 992002 35976 (10000 25976
enabled.
Jun9 Jun 10 Jun 11 Jun 12 Jun 13
@ (2) Logins - katier@navusoft.com

It works based on the account level billing setup:
e With Edit Account > Settings > Bill by Site enabled, the Next Invoice Message is applied to the next
invoice for the current site. Each site can have its own unique Next Invoice Message.

e With Edit Account > Settings > Bill by Site disabled, the Next Invoice Message applies to the invoice
generated for the account (1 or more sites).



Note: As always, the Next Invoice Message will automatically clear after the next invoice has been successfully
generated.

Auto Apply

Select Auto Apply to have the system automatically apply any available account credits toward the outstanding
balance, starting with the oldest invoice first. Once selected, the auto-apply process begins immediately.

AR HISTORY

CURRENT
0.00

DATE |  DUE DATE
05/30/24  06/09/24
10/01/23  10/11/23
09/14/23  09/24/23
08/10/23  08/20/23

/' Limit to open items

PERIOD

2024-05
2023-10
2023-09
2023-08

1-30 DAYS
2,095.03

STATEMENT ~

SITE ID

41902001

INVOICE

31-60 DAYS
0.00

AUTO APPLY

TYPE

Invoice
Invoice
Invoice

Invoice

61-90 DAYS 91-120 DAYS
0.00 0.00
BALANCE WRITE OFF WALLET (2)

REFERENCE NO
900160
884157
883844
883842

AMOUNT

2,095.03
314.59
105.74
107.60

120+ DAYS
527.93

Search

APPLIED AMOUNT

TOTAL

2,622.96

Q

C

BALANCE

2,095.03
314.59
105.74
107.60

Balance Write Off

In the event all attempts to collect payment on a past-due account are unsuccessful, the existing balance can be
written off using the Balance Write Off tool. When a balance for an account is written off it is removed from the
Accounts Receivable ledger of the billing company. To perform a balance write-off, a user must have permission

399 (Write Off Balance).
AR HISTORY
CURRENT 1-30 DAYS
0.00 2,095.03

DATE |  DUE DATE
05/30/24  06/09/24
10/01/23  10/11/23
09/14/23  09/24/23
08/10/23  08/20/23

+/ Limit to open items

PERIOD

2024-05
2023-10
2023-09
2023-08

STATEMENT ~

SITE ID

41902001

INVOICE

31-60 DAYS
0.00

AUTO APPLY

TYPE
Invoice
Invoice
Invoice

Invoice

61-90 DAYS 91-120 DAYS

BALANCE WRITE OFF

7

Post a Payment

0.00 0.00

WALLET (2)

REFERENCE NO

900160

BALANCE WRITE OFF

REASON CODE

STATUS Bad Debt

NOTE

This process will write off customer's AR balance. Select Ok to continue.

AMOUNT

2,095.03

120+ DAYS
527.93

Search

APPLIED AMOUNT

TOTAL
2,622.96

Q

C

BALANCE

2,095.03

Quickly post a payment to a customer’s account using the Post a Payment feature in AR History. When entering a
payment, optional settings configured in the account class, such as Apply Payment Process Fee and Apply




Payment Convenience Fee, can be enabled or disabled as needed.

[
AR HISTORY ? 9
CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120+ DAYS TOTAL
4,713.90 766.29 817.32 13,790.76 0.00 4,072.54 24,160.81
W Limitto open items ~ STATEMENT ~  INVOICE AUTO APPLY BALANCE WRITE OFff ([ WALLET (0) Search Q 5,
DATE L DUE DATE PERIOD SITE ID TYPE REFERENCE NO AMOUNT  APPLIED AMOUNT BALANCE
09/01/26 09/01/26 2026-08 41902001 Invoice 949257 788.07 788.07
08/01/26 08/01/26 2026-08 41902001 [l POST A PAYMENT 7 Q
07/01/26  07/01/26  2026-07 41902001 1
06/01/26 06/D1/26  2026-06 41902001 In] BALANCE DUE S$ 24,160.81
05/01/26 0501726 2026-05 41302001 I
INVOICE DATE DUE DATE AMOUNT BALANCE PAY AMOUNT APPLY
04/01/26 0401726 2026-04 41902001 [l
£ 883842 08/10/23 08120123 $107.60 $107.60
03/01/26 03701726 2026-03 41902001 I
02/01/26 0201726 2026-02 41902001 i | 883844 09/mais 09724723 $105.74 49082
010126  01/01/26 2026-01 41902001 i | & 900160 053024 06/09/24 $2,095.03 $2,095.03
UFEV24  OBIORA 202407 41902001 M| & soioes 073124 0811024 §1,186.06 $1,186.06
053024 0609724  2024-05 41902001 [l =
& 903634 05/01724 05/1124 §593.03 §593.03
05/01/24  05/11/24  2024-05 41902001 I
AT U2l 202308 W | & 97 01/01/26 01/01/26 $13,790.76 $13,790.76
08/10/23 0820123  2023-08 I
Invoice Subtotal §24,160.81 $0.00
Prepayment Amount
APPLY PAYMENT CONVENIENCE FEE
APPLY PAYMENT PROCESSING FEE (v
Total §24,160.81 $0.00
EZ @ VISA [~z
PAYMENT METHOD  Select Payment Method -
NAME ON ACCOUNT
T ——
NOTE

Wallet

Manage customer’s credit cards and bank account information for payments using the Wallet tool. In addition to
managing payment information, this tool is also used to post payment and set up auto pay.

AR HISTORY

08/10/2

CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120+ DAYS TOTAL
0.00 2,095.03 0.00 0.00 0.00 527.93 2,622.96
+/ Limitto openitems ~ STATEMENT ~  INVOICE AUTO APPLY BALANCE WRITE OFF Search Q e
DATE | DUEDATE PERIOD  SITEID TYPE REFERENCE NO AMOUNT APPLIED AMOUNT BALANCE
05/30/24  06/09/24  2024-05 41902001 Invoice 900160 2,095.03 2,095.03
10/01/23  10/11/23  2023-10 Invoice 884157 314.59 314.59
09/14/23  09/24/23  2023-09 Invoice 883844 105.74 105.74

ACCOUNT WALLET

ACCOUNT HOLDER NAME TYPE LAST 4 DIGITS EXPIRATION DATE STATUS AUTO PAY DAY OF AUTO PAY CREATED BY PROCESSOR

MONTH MAX
Miranda Thomas Bank Account 5309 Active At Billing Isabel Navarro Pineapple View History @
Carrie George Visa 111 06/29 Active No Isabel Navarro Pineapple View History, @



https://help.navusoft.net/docs/apply-convenience-fee

Wallet Setup Requirements

System Options

Pathway: Setup > System > System Options
In the Integration tab of System Options, Enable ERP Integration must be set to any option other than
'External System.' A selection here supersedes all other settings that enable the Wallet.

SYSTEM OPTIONS SETUP
“ Integration Customer Portal
ENABLE ERP INTEGRATION EXTERNAL INVOICE 53 FOLDER
GL EXPORT FORMAT - EXTERNAL INVOICE TASK TYPE
Bl INTEGRATION DATABASE EXTERNAL INVOICE APPROVAL
EMAIL

UPS ACCESS KEY

USPS ACCESS KEY

ERP ID LABEL ERP LABEL

Division
Pathway: Setup > System > Division
In the Credit Card / ACH Processing tab of Add/Update Division screens, set the Enable Credit Card
Processing field to one of the available options:
e Yes (Credit Card & ACH)
e Yes (Credit Card Only)

If this field is set to 'No,' the Add icon in the Account Wallet popup will be hidden.

DIVISION SETUP

DIVISION ID

1002 UPDATE DIVISION - 1001

1003 ega

Credit Card / ACH Processing Cost / Target Pricing Inter-company Addresses

1006 HEA

1005 X

1004 ENABLE CREDIT CARD PROCESSING Yes (Credit Card & ACH) - Hou

1008 CREDIT CARD GATEWAY Pineapple v den

1ont GATEWAY ENV SANDBOX - Bevg

1001 F [
GATEWAY API KEY / USER NAME Pineapple_DEMO

1007 ecory

1009 GATEWAY TRANS. KEY / PASSWORD PineappleExpress123! Lanl

1010 GATEWAY SETTLEMENT TIME 07:30:00.000 PN ous
i A s 4t b AMY AE RA _




Account Class

Pathway: Setup > Account > Account Class
In the Payment Processing tab of the Add/Update Account Class screens, set theDisable Account Wallet
field to 'No' for the Add option to appear in Wallet. This setting also enables a 'Save for Reuse' checkbox in
the Add Payment popup when using a credit card to pay on a work order (Service Record > Payments > Add
Payment).

UPDATE ACCOUNT CLASS u

ENABLE AUTO PAY PROCESSING FEE

DISABLE ACCOUNT WALLET ‘ Yes

CREDIT CARD FEE AMOUNT ‘ 5.00

ECHECK PROCESSING FEE TYPE

%

ECHECK PROCESSING FEE CHARGE CODE ‘ ACH Fee

MANUAL PAY CONVENIENCE FEE AMOUNT ‘ 10.00

AAUTO PAY DECLINED FEE CHARGE CODE ‘ Declined Payment

BILLING AUTO PAY AMOUNT ‘ Invoice Amount

m Customer Portal Payment Processing Status Management Finance Charges and Other Fees

ENABLE CUSTOMER PORTAL PAY PROCESSING FEE

ENABLE MANUAL PAY PROCESSING FEE

ENABLE ORDER PAY PROCESSING FEE

CREDIT CARD PROCESSING FEE TYPE

%

CREDIT CARD PROCESSING FEE CHARGE CODE ‘ Credit Card Fee

ECHECK FEE AMOUNT ‘ 5.00

MANUAL PAY CONVENIENCE FEE TYPE ‘ Amount

MANUAL PAY CONVENIENCE FEE CHARGE CODE ‘ Convenience Fee

AUTO PAY DECLINED FEE AMOUNT ‘ 5.55

lo

Limit to Open Items

By default, the AR History tool displays only Open Items. Deselect the Limit to Open Items check box to view a
history of open and closed billing transactions and events.

AR HISTORY

DATE |

05/30/24
10/01/23
09/14/23
08/10/23
08/10/23

CURRENT

0.00

S

DUE DATE  PERIOD

06/09/24
10/11/23
09/24/23
08/20/23
08/20/23

2024-05
2023-10
2023-09
2023-08
2023-08

130 DAYS 31-60 DAYS 61-90 DAYS
2,095.03 0.00 0.00
INVOICE AUTO APPLY  BALANCE WRITE OFF
SITE ID TYPE REFERENCE NO
41902001 Invoice 900160
Invoice 884157
Invoice 883844
B Reversed Invoice 883843
Invoice 883842
AR HISTORY
CURRENT 130 DAYS 31-60 DAYS
0.00 2,095.03 0.00

+/ Limit to open items I STATEMENT v INVOICE  AUTO APPLY

DATE L  DUEDATE PERIOD SITE ID
05/30/24  06/09/24  2024-05 41902001
10/01/23  10/11/23  2023-10

09/14/23  09/24/23  2023-09

08/10/23  08/20/23  2023-08

TYPE
Invoice
Invoice
Invoice

Invoice

2 9
91-120 DAYS. 120+ DAYS TOTAL
0.00 527.93 2,622.96
WALLET (2) Search Q C
AMOUNT APPLIED AMOUNT BALANCE RUNNING SUM
2,095.03 2,095.03 2,622.96
31459 314,59 527.93
105.74 10574 21334
0.00 107.60
107.60 107.60 107.60
61-90 DAYS 91-120 DAYS 120+ DAYS
0.00 0.00 527.93
BALANCE WRITE OFF WALLET (2)
REFERENCE NO AMOUNT
900160 2,095.03
884157 314,59
883844 10574
883842 107.60

Search

APPLIED AMOUNT

TOTAL
2,622.96

Q

C

BALANCE
2,095.03
314.59
105.74
107.60

Related Articles



Reverse/Transfer/Split Payments

Generate Single Invoice

View Details / Adjust Invoice

AR History Account Transactions

Void, Refund and Payment Chargeback

Accounts - Add Payment Method / Make Payment Method Inactive

Apply Convenience Fee
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