University of Delaware

A/R Billing Training

Reviewing Accounts Receivable Information
C-3  Account Overview
This page allows you to look at a customer’s account for balance and past due amounts.
Navigation:

► Go to PeopleSoft menu: Accounts Receivable → Collections → Customer Information → Account Overview
► You will be at the page below:
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· SetID is always UOD01 (you must enter this or you will get an error).
· Unit - is always UOD01
· Enter Customer ID if you know it, OR
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 to search for a customer.
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In Look Up Customer:
1. Name 1 – enter beginning of the customer’s name

2. Click the “Look Up” button

3. In Search Results, click the name of the customer you want to see.
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4. Click on the “Flashlight” icon to see accounts receivable information about this customer.
5. OPTIONAL – use the “Wilbur” icon to “Add a Conversation” about this customer.
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The Balances tab shows:

6. Customer Name
7. Most Recent Activity (this could be billing or payment information)
8. Click on Balance link to see unpaid bills.
9. Click on Past Due link to see past due items.

10. Summary Aging displays the aging broken down by periods and amounts.
11. To look at another customer, enter a new Customer ID (or use the lookup icon) and then click the “Flashlight” icon.

(NOTE: The other two tabs, Profile and Items, are not very helpful.)
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