Reports & Queries

For report and queries under receivable module, there are three sub menus. First is the report
and queries where you can find the reports related to receivables, second is the GL and AR
diagnostics wherein if the general ledger and receivable report is not tie up, this report may help
to identify which transaction causing of unbalance, and lastly, is the send statement of account
wherein this can be used to send a statement of account in your specific customers.
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REPORT QUERIES

In report and queries menu you can generate a reports related to receivable transactions.
Mainly use reports are AR transaction Listing, AR statement of account, AR aging analysis,
customer ledger, AR outstanding and many more. The report and queries menu can be found in
receivables > report and queries > report and queries.
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Example on how to generate a report.

1. Select a report you wanted to generate.

2. Fill up necessary field, in order to capture the filtering of report correctly.
3. Click "preview" button to generate the report.
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4. Also, there is an option to download the report in pdf, xlsx, csv, and etc. Please refer to

attached photo on how to download on it.
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X¥ZPTELTD AR Transaction Listi ., From: 01-01-2028 io 0502-2028
Wednesday, Febuary 05, 2025 Summary Report, Group by Types, Ordered by ar tion Numbers Page:1
Transackon TrnDake  Reference  PaymentRel Customer Curr g DOCX meAmt  TaxAmt TotalAmt ©rmeAmt T'r;:;,",‘ T“[,;::'.f
INVOICE § & CUSTOMER DEEAT NOTES MHT
CEOO00Z0  15-01-2025 CE00020 ABCD Frelid SED 10 L 1050.00 M5 LS 1.050.00 3450 114450
CROOD00Z 15012025 CRO000Z Will Com Fie Lt se0 1o e 6000  7.630.00 7.000.00 &30.00 7.630.00
CRO00003  91-01-2028 CROODOZ Wilke Com Fre Ltd sGD 10 1,200.00 0.00 1.200.00 1.200.00 0.00 1.200.00
CRODOOM  01-02-2025 CROO004 ABCD FreLtd 60 10 SV a0 0.00 800.00 800.00 0.00 800.00
CROOO00S 01022025 CROO0S Wille Com Pre Ltd SGD 1.0 Image 1.200.00 0800 130800 1.200.00 108.00 1,308.00
AD000001  p4.02-2025 RODODOY ABCD Pralid s60  1.0000 1558 0.00 16.58 16.58 0.00 16.58
RDO00002 (04-02-2028 RDOODO2 FA&F Meat Shop Ld SGD 1.0000 16.58 0.00 16.58 16.58 0.00 16.58
RIDOOOOT  04-02-2028 RIO0001 ABCD Frelid 56D 1.0000 123.00 0.00 123.00 123.00 0.00 123.00
Sub Total For INVOICES & CUSTOMER DEBIT NOTES 11.406.18 §32.50 1223585 11.406.16 83250 1223566
RECEIPTS & CUSTOMER CREDIT NOTES
CCO00001  45.p1.2025 CCO00M Willie Com Fre Ltd SGD  1.0000 ~1,400.00 126.00 -1.274.00 =1.400.00 126.00 127400
RCO0001  23-01-2025 RCO000! ABCD PaLtd SG0 10000 1658 0.00 1658 1658 0.00 -16.58
RCO00002 27.01-2028 RCO0002 F&F Meat Shop L1d SGD 1.0000 -16.58 0.00 -16.58 -16.58 0.00 -16.58
RROD00O3  13.01-2028 TESTONLY  FAF Meat Shop Lid 560 0.0000 0.00 0.00 0.00 000 0.00 0.00
RRDO000S  12.01-2025 CREDITCCO! F4F Meat Shop Ltd SGD 00000  -4.140.00 000 4.140.00 000 0.00 0.00
RRO00006  15.01.2025 RRO0003 1234 ABCD Preltd SG0 10000 -1.000.00 000 100000 100000 0.00 -1.000.00
RROO00OT  15.01.2025 RRO0004 2131 Wilie Gom Fre Ltd SGD 1.0000  .7.000.00 0.00 -7.000.00 -7.000.00 0.00 -7.000.00
RRDO0O00E 15012028 RADOD0S 12321123 Wille Com Fre Ltd SGD 10000 .00 0.00 -1.00 100 0.00 100
RRO0000F  17.01-2025 test ABCD Frelid 56D 0.0000 1888 0.00 1888 0.00 0.00 0.00
RRD000ID  gug2-2025 RRDOD0S .t ABCD PrelLid 560 1.0000 Jan.92 0.00 azre Azme 0.00 Az
Sub Total For RECEIPTS & CUSTOMER GREDIT NOTES ~ -13.718.65 12600 1358266 556208 126,00 5.436.08

GL AND AR DIAGNOSTICS

The GL and AR Diagnostic menu can be used to find transactions that are causing

of unbalance

from AR vs. GL. This menu can be found in receivables > report and queries > GL and AR

diagnostics.
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In order to generate if there is any transactions in the diagnostics, user must fill up the fields of
from date and to date correctly, and after filling it up, need to click the filter button.
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NOTE: If in case the transactions were not able to clear automatically, Please contact customer
care support.

SEND STATEMENT OF ACCOUNT
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In Uniq365, The "send statement of account' menu is used to send statement of account in
your specific customers. This menu can be found in receivables > report and queries > send
statement of account.
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STEPS ON HOW TO SEND A STATEMENT OF ACCOUNT:

Note: Before you can able to send a SOA to a customer, the user must set up first
email setting. Email setting can be found in system admin - company - email setting.
The email set up usually done during implementation.
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1. Filter first the date you wanted to generate first.

2. Click "edit" to select customer, after that, tick which customer you will send the SOA
and clicked for the "insert button"
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3. After clicked "insert" button, all the customers you have ticked will show in the list, if

already confirmed. User may clicked the "sendemail" to send the SOA into the
following customers.
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Attached photo is an example of E-SOA.
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STATEMENT OF ACCOUNT

Customer Code : CCO0001 Date As At 17-Mar-2025
F&F Meat Shop Ltd
Addri{a) Currency SGD
AddrZ{A)
AddrI(A) Salesperson

Page No

Tmhe | | Debit Credit | accum Batance |

13-)an-2025 RROOODDS 0.00 4,140.00 =4, 140.00
31-Apg-2020 30-Sep-2020 RODOD003 3,000.00 0.00 =1,140.00
30-5ep-2020 30-0ct-2020 RODOD0O0OZ 4, 000.00 0.00 2,860.00
31-0ct-2020  30-Nov-2020 RODMOO001 5,000.00 0.00 7.860.00
19-Now-2024 19-Dec-2024 CEQQDO001 19.620.00 0.00 27,460.00
25-Now-2024 25-Dec-2024 CEOODO04 28,865.00 0.00 56,365.00
03-Dec-2024 02-Jan-2025 CEOQODO7 3,706.00 0.00 60,071.00
11-Dec-2024 10-Jan-2025 CEQQDOL0 35,752.00 0.00 95,823.00
17-Dec-2024  16-Jan-2025 CEQQDO13 11,772.00 0.00 107,595.00
17-Dec-2024 16-Jan-2025 CEOQOD16 4,360.00 0.00 111,955.00
27-)an-2025 22-Feb-2025 ROODOOODZ 0.00 18.07 111,936.93
04-Feb-2025 06-Mar-2025 RODOOO00Z 16.58 0.00 111,952.51
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