QUICK REFERENCE GUIDE

FINANCIALS: AR DASHBOARD
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The AR Dashboard shows you the current state inactive.) These data also include one-off invoices
of your community’s invoices generated through Member or Household Wallets
To reach the AR Dashboard from the vertical 9 “Current Overdue Invoices” graphs late

menu in the Admin Dashboard, Q click on the invoices across all dues items.

“Financials” tab to open it, and then click on the
“AR Dashboard” tab. NOTE: You do not need to
set up Financials to use the AR Dashboard if you
do not use any other Financials features.

“Current Amount Owed” shows the total due
across all outstanding invoices.

“Current Late Fees Owed” shows fee totals

) ) across all outstanding invoices.
As you analyze your data, totals displayed in four

shapshots at the top of the window change to
reflect the impact of search and analysis criteria.

e “Current Members/Households Overdue”
analyzes Member and Household overdues.

Notes: These data include open, paid, and The G “Actions” menu is discussed on page 3 of

late invoices, as well as outstanding invoices this guide.
from inactive dues items. (Invoices remain due
even if the dues item that generates them is
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@ Analyze in the “Outstanding Invoices” section.

m The “Search Invoices” box accepts multiple
search terms, including all or part of a Member
name, Household Title, dues item name, or
invoice number. Click on the search button
(magnifying glass) to perform your search. To
clear your search terms, click on the “X” button
next to the search button.

o Set the “Filter by:” dropdown menu to see
only invoices sent in the last week, or those
overdue by 1-30 days, 31-60 days, or 60+ days.

o The “Invoice Type:” pushbuttons filter the list
by Member or Household dues items. Click on the
“All” button to return to the full list.

G The “Included Invoices” and o “Active”
pushbuttons limit items shown based on lateness
and whether their dues item is active or inactive.

In the @ “ACTIONS” column, use the three-dots
menu to interact with individual invoices: “Mark
Payment,” “Resend Invoice,” add “Invoice Notes,”
and “Download Invoice.” (For more information
about these features, see “Mark Payments on
Dues and Fees,” “Resend Invoices for Dues and.
Fees,” and "Download Invoices for Dues and Fees”
in online help.) Click on any column header to
sort by the corresponding criteria. Use the arrows
and page numbers above and below the list to
move among pages.
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https://getfaqtual.com/faqs/dues-and-fees/mark-payments-on-dues-and-fees/
https://getfaqtual.com/faqs/dues-and-fees/mark-payments-on-dues-and-fees/
https://getfaqtual.com/faqs/dues-and-fees/resend-invoices-for-dues-and-fees/
https://getfaqtual.com/faqs/dues-and-fees/resend-invoices-for-dues-and-fees/
https://getfaqtual.com/faqs/dues-and-fees/download-invoices-for-dues-and-fees/
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G The “Actions” menu gives you access to 9 “Download Summary Data” provides you
additional functions related to the invoices you with a downloadable CSV file that contains full
display on the AR Dashboard'’s G “Outstanding information about all the invoices specified
Invoices” section. through the G search and filtration controls .

o “Resend Invoices” sends out a copy of each
invoice that is visible on the AR Dashboard. With
this method, quickly re-send a batch of unpaid
or late invoices as a reminder. Use the @ search
and filtration controls to specify your desired
criteria.

9 “Compile Filtered Invoices” enables you to
download a PDF file that contains all the invoices
shown on the AR Dashboard’s filtered invoice list.
“Basic” invoices use the same format in which
they went out to Members and/or Households.
The “Advanced” format is suitable for folding and
mailing in approved window envelopes.
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