Account Status Changes

Last Modified on 03/31/2026 12:16 pm PDT
Pathway: Accounts > Search > Account

An account status indicates the present state or condition of a customer account within a business. When accessing
an account, the current status is visible in the account section of the customer service screen. Clicking on the status
will open a read-only Account History popup. Otherwise, right-clicking within the account section of the customer
service screen will offer the option edit the status.

The status of an account can be managed either manually or automatically, depending on the
configuration of the account class to which the account belongs.

EDIT ACCOUNT

Account Settings

NAME Wild Mountain STATUS Active v

NAME 2 DIVISION Inactive (Requires a $ 0.00 account balance and no active sites)
Prospect (Requires a $ 0.00 account balance and no active sites

ADDRESS LINE 1 37200 Wild Mountain Rd SOURCE pect (Req s )
Active

ADDRESS LINE 2

ACCOUNT MANAGER Bad Debt (Requires a $ 0.00 account balance (balance write off) and no active sites)

CITY/STATE/POSTAL CODE  Taylors Falls MN ~ 55084 ACCOUNT CLASS Credit Hold

PHONE BE= v (999) 999-9999 COLLECTION AGENT Internal Collections (Requires no active services for Account)
External Collections (Requires no active services for Account;

ATTN WEBSITE (Rea )

BILLING PHONE = v (999) 999-9999 L0GO Select logo... BROWSE...

FAX E= v (999) 999-9999 ow D

BILLING CONTACT 1 Aliena (Email@FakeEmail.com) v

BILLING CONTACT 2 v

PARENT ACCOUNT

o e
Permissions

The following permissions are required update the status of an account:
Permission ID Permission Name
5 View Account

6 View Site
7 Edit Account Status

Status Descriptions

Status Description



Inactive

Prospect

Active

Bad Debt

Credit Hold

Internal Collections

External Collections

An inactive account status refers to a customer account that is not in use and is not
receiving services. After an account has been inactivated, the calendar days in the
account calendar will display as gray to indicate the account is no longer active.

A prospect status refers to a potential or prospective customer account that has not
yet been converted into an active customer.

An active status refers to a customer account that is currently in use and receiving
services.

A bad debt status refers to a customer account that has an outstanding balance or
unpaid debt that is unlikely to be collected in full.

A credit hold status temporarily suspends the account's ability to receive services.

Account Class Setup (Setup > Account > Account Class) includes automation settings
for updating the credit hold status when the account becomes past-due. This
automation is controlled by parameters such as a minimum past due amount
threshold and the number of past due days.

Credit hold setting that can be applied to the account if there are no active services
for any site. To apply a collection hold to an account, you'll first need to create
collection groups and agencies in the Collection Groups and Agencies setup screen.
Once set up, these groups can then be assigned in the Account Status History screen
when the collection status is selected.

Agencies can be found here: Collection Groups and Agencies

Credit hold setting that can be applied to the account if there are no active services
for any site. To apply a collection hold to an account, you'll first need to create
collection groups and agencies in the Collection Groups and Agencies setup screen.
Once set up, these groups can then be assigned in the Account Status History screen
when the collection status is selected.

Agencies can be found here: Collection Groups and Agencies

Manually Change an Account's Status


https://help.navusoft.net/docs/collection-groupagency
https://help.navusoft.net/docs/collection-groupagency
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Coffee Queen

Scandia, MN 55073-9726

CURRENT

000P

EDIT ACCOUNT

Account
A ACTIVE SERVICES (0) BEQL] NAME

HIGHLIGHTS

22222 1st Ave Active

S DIVISION
Edit
TERMS Net 20 ACCOUNT MGR
L~ ”
INVOICE DELIVERY  Email with Link O View CLAss
BILL GROUP

61-90

HOUSTON

House Account - House Account (Sales)

ROLL OFF-TEMP

HOU-COMMERCIAL ARREARS
ARREARS - MONTHLY  Billed Thru Date None

91-120

Coffee Queen STATUS Active -
QTY  SERVICE CODE

NAME 2 DIVISION HOUSTON -

RCALENDAR < B ADDRESS LINE 1 22222 1st Ave SOURCE callIn -
SUN

ADDRESS LINE 2 ACCOUNT MANAGER  House Account - House Account (Sales)

CITY/STATE/POSTAL CODE  Scandia MN ~  55073-9 ACCOUNT CLASS ROLL OFF-TEMP -

PHONE B v (999) 999-9999 COLLECTION AGENT A

ATTN WEBSITE

BILLING PHONE B v (999) 999-9999 LoGo BROWSE...

FAX BN v (999) 999-9999 oLD ID

BILLING CONTACT 1 v

BILLING CONTACT 2 -

PARENT ACCOUNT

1. Search for the Account.

2. Right click on the upper left side of the screen (account section) to open the Edit Account tool.
3. Select the new Status of the account.

o Upon selection, the Account History window will open to add an effective date and a note with the
updated status.
4. Click Save when finished.

Automate Status Changes (Optional)

Pathway: Setup > Account > Account Class
Global settings can be implemented at the account class level to automate status updates for accounts.

UPDATE ACCOUNT CLASS a
m Payment Processing Status Management Finance Charges and Other Fees

ENABLE AUTOMATIC STATUS UPDATE | Yes x ‘

AAUTO CREDIT HOLD PAST DUE DAYS | 0 s x ‘

AUTO CREDIT HOLD MINIMUM PAST DUE AMOUNT | 0.00 S| x ‘ AUTO INACTIVE ACCOUNT/SITE DAYS | 0 s |7 ‘
AUTO CREDIT HOLD PLACEMENT | No x ‘ AUTO CREDIT HOLD REMOVAL | Yes x ‘

STATUS UPDATE TIME | 12 AM x ‘ RUN DAILY AUTO APPLY | No x ‘

Central America Standard Time

Status Management Field Descriptions

Only the Status Management fields from the Add/Update Account Class screen are included below.
Additional information on Account Class can be found here: Account Class Setup.


https://help.navusoft.net/docs/account-class
https://help.navusoft.net/docs/account-class

Field
Enable Automatic Status

Update

Auto Credit Hold Past Due
Days

Auto Credit Hold
Minimum Past Due Amount

Auto Inactive Account/Site
Days

Auto Credit Hold Placement

Auto Credit Hold Removal

Status Update Time

Run Daily Auto Apply

Description
Select 'Yes' to enable the system to automatically update an account's
status. This setting applies to applying and removing an auto-credit hold as
well as other automatic status updates.
The number of days a single invoice must be past due before an auto-credit
hold is applied. An account requires just one past-due invoice for the
credit hold to take effect.
'Auto Credit Hold Placement' must be enabled for settings here to apply.
The amount (in dollars) an account must be past-due before auto-credit
hold is applied.
'Auto Credit Hold Placement' must be enabled for settings here to apply.
The number of days an account or site must remain inactive before it is
automatically set to an inactive status.
Site logic used

e The site must have no active services associated with it.

e Once the defined number of days has passed, the site will

automatically be set to inactive.

Account logic used
e The account must have no active sites associated with it and a $0 AR
balance.
e Once the defined number of days has passed, the account will
automatically be set to inactive.

This value must be greater than O for the process to automatically update
statuses to inactive.

Select 'Yes' to enable to system to place a past-due account on a credit
hold.

This field must be enabled for 'Auto Credit Hold Past Due Days' and 'Auto
Credit Hold Minimum Past Due Amount'.

Select 'Yes' to remove an account from a credit hold status after the past-
due balance has been paid.

The time the system will process status updates. It's recommended to
schedule this during off-hours when system activity is low and to avoid
disrupting operations.

Select 'Yes' to enable a daily check for unapplied payments and credits on
an account and applies them to the account's oldest invoice balances first.

Temporary Credit Hold Removal

The "Temporary Credit Hold Removal" option is visible exclusively during an active credit hold on the account or
site. This feature temporarily lifts the credit hold, using defined start and end dates, to enable servicing even if the
payment hasn't been received. It's particularly useful when a customer reports mailing a payment that hasn't been
received or applied, allowing the account to be temporarily released for the requested service.



NAME Example Account 1 STATUS Credit Hold v
NAME 2 Temporary Credit Hold Removal

DIVISION CORPUS
ADORESS LINE 1 1234 Navu Way

SOURCE Cold Cal -
ADORESS LINE 2

rvahd) .
ACCOUNT STATUS EFFECTIVE DATE UPDATED BY NOTE

Prospect May 6, 2021 Sierra Garza
Updated On: May 6, 2021 3:30 pm

Prospect Jun 6, 2023 Alena Somers

Updated On: jJun 6, 2023 3:32 am m
Actrve hun 19, 2023

Alena Somery
Jpdated On: Jun 19, 2023 238 am

Credit Hold Sep 27, 2023 Alvena Somers
Updated On: Sep 27, 2023 1:16 pm

EFFECTIVE DATE 09/27/2023 CREDIT HOLD RESUME DATE 09/27/2023

NOTE

Check is in the mail, would like to have service on Wednesday 7/26. Approved by Denise. |

SAVE



