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Customers & Customer Groups 

1.1  Overview 

The Customer Master File is single place for managing all customers in the system who, in 
turn, may be invoiced for goods or services. 

Customers may be regular domestic/foreign trade companies, students or research partners. 
The type of customer is defined by the Customer Group they belong to. 

 

Customers can be created manually or imported in bulk from an external system. 

 

1.2  Customer Groups 

1.2.1  View a Customer Group 

 

1. Navigate to Accounting > Accounts Receivable > Customer Information > 
Customer Group. 

2. In the Lookup field, press [SPACE] to see all options and select the one you want. 
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3. [Tab] away from the field to open the record. 

 

1.3  Customers 

1.3.1  View a Customer 

 

1. Navigate to Accounting > Accounts Receivable > Customer Information > 
Customers. 

2. There are two ways to open a customer record: 

a. In the Lookup field, enter the Customer code/description and select it from the list. 

b. Click the Value lookup icon next to the field and find the customer using the 
available filter columns. 

3. [Tab] away from the field to open the record. 

 

1.3.2  Update an existing Customer 

With the Customer record open… 

1. Click into the relevant tab. 

2. Amend or add the field value/s as necessary in the tabs. 

3. Add any documents that may be required. 

4. Once all changes have been made, click Save and then OK to the confirmation 
message. 

The amended Customer has been saved – no approval needed. 

 

1.3.3  Create a new Customer 

1. Navigate to Accounting > Accounts Payable > Customer Information > Customers. 

2. Click New at the bottom of the screen. 
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3. Enter the Customer name. 

4. Customer group – Enter/select as appropriate. 

5. Country – amend if necessary. 

6. Head office – amend only if the Customer is subordinate to a parent Customer 
(payment recipient). 

7. Company/VAT registration number – enter if known. 

8. Short name – enter up to the first 10 characters of the customer’s name. 

9. External reference – enter the customer’s postcode. 

10. Click the Contact information tab and click Add in the Address table. 

 

11. Leave the Address type as General. 

12. In the Address details section, enter as much address information as you have in the 
fields provided. 
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13. Click the Invoice tab. 

 

14. Currency and Payment terms – amend from the default if necessary. 

15. For student customers - Click the Relations tab and enter/select the Relation values 
for each row. 

 

16. Click Save and click OK in the Auto-numbering window. 

17. Click OK in the confirmation window. 

The created Customer is now available for use in sales functions – no approval needed. 
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Sales Orders & Sales Invoices 

2.1  Overview 

Sales Orders are used to record customer debt and are entered manually into the system. They 
contain the product that was sold and the posting information (‘GL Analysis’) which indicates 
where the income will be posted. They become Sales Invoices by way of the Invoicing process 
and are sent to customers.  

Negative Sales Orders that go through the invoicing process will become Credit Notes. 

Sales Invoices relating to students can also be uploaded directly to the system by an interface 
from an external application. This process is automatic and requires no manual intervention. 

This section describes the manual process of raising sales orders (positive and negative) and 
the invoicing process. 

 

2.2  Sales Orders 

2.2.1  Raising Sales Orders 

1. Navigate to Customers and sales > Sales orders > Sales orders 

 

2. Find/enter the Customer being invoiced. 

3. Enter the External order ID if needed – this will appear on the invoice. 

 

4. Enter the relevant default Budcode – this will be assigned to all lines created. 
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5. In the order lines table: 

a. Click Add or click anywhere in the table to create a new blank row. 

b. Find/enter the relevant Product. 

c. Amend the Description as this will appear as the main line on the Sales Invoice. 

d. Amend the Quantity and Price as needed. 

e. Amend the Delivery date if a specific date needs to be recorded for the 
goods/services provided. 

 

f. If you need to add extra information to the order line, enter the text in the Product 
text box below the table. This will appear as sub-text on the Invoice. 

g. Check that the GL Analysis coding at the bottom of the screen is correct and 
amend if necessary. 

6. Repeat step 5 for any additional order lines. 

     

7. If you need to add any supporting documents, click the Documents icon and upload 
your file/s to the Sales Order Documentation folder. 
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8. Once finished, click Save and then Yes to any warnings (unless the warning should 
prevent you proceeding). 

 

9. Select the relevant Posting cycle. 

 

10. Click OK to the confirmation which provides the Sales Order number. 

The Sales Order is ready to be ‘invoiced’ and will become a Sales Invoice. 

 

2.2.2  Raising Credit Notes 

A Credit Note acts as a correction to a Sales Invoice as, on balance, it reduces the customer 
debt. A Credit Note is created by entering a Sales Order with a negative quantity/price. 

The easiest way to perform this activity is to use the original Sales Order as the basis for the 
Credit Note, which means most of the values are already filled in for you. 

To create a Credit Note: 

1. Navigate to Customers and sales > Sales orders > Sales orders. 

 

2. Click Open at the bottom of the screen and find the Sales Order being corrected using 
the Order Number. 

3. Select the result to open it in the main screen 
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4. Click Copy sales order at the bottom of the screen. 

5. Make the necessary adjustments: 

a. Amend the External order ID if necessary. 

 

b. Amend the negative Quantity/Price so that the total is the expected reduction. 

c. Amend the Product text box below the table to indicate this is a credit note. 

6. Repeat step 5 for any other order lines that require a credit. 

7. Delete any order lines that do not require a credit. 

8. Once finished, click Save and then Yes to any warnings (unless the warning should 
prevent you proceeding). 

9. Select the relevant Posting cycle (usually the same as the original Sales Order). 

 

10. Click OK to the confirmation which provides the Sales Order number. 

The Sales Order is ready to be ‘invoiced’ and will become a Credit Note. 

 

2.3  Invoicing 

2.3.1  Generating Sales Invoices & Credit Notes 

To transfer Sales Orders to Sales Invoices and/or Credit Notes: 

1. Navigate to Customers and sales > Invoicing > Invoicing. 

 

2. Select the relevant Variant and [TAB] – the parameters below will change. 
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3. Enter the Sales Order number/s in the Order number from and Order number to 
fields. 

 

4. Click Save and then OK to the confirmation. 

5. Click Your ordered reports at the bottom of the screen. 

 

6. Click Refresh until the Status is ‘Finished’. 

7. Click Show report icon on the SO13 lines to view the summary report (so13b…) and 
the Sales Invoices/Credit Notes (so13jb…) that have been generated. 

   

These can be printed and sent to the customer as necessary. 
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2.3.2  Generating Copy Invoices 

If a copy of a Sales Invoice or Credit Note is required: 

1. Navigate to Customers and sales > Invoicing > Copy Invoice. 

 

2. Select the relevant Variant and [TAB] – the parameters below will change. 

 

3. Enter the Invoice number in the Invoice number from and Invoice number to fields. 

 

4. Click Save and then OK to the confirmation. 

5. Click Your ordered reports at the bottom of the screen. 

 

6. Click Refresh until the Status is ‘Finished’. 

7. Click Show report icon on the SO07 line to view the Copy Invoice/Credit Note 
(so07jb…) that has been generated. 
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This can be printed and sent to the customer as necessary. 
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Customer Statements & Reminders 

3.1  Overview 

Sales Invoices and Credit Notes can be viewed against the Customer record in a number of 
ways. 

They can be seen in Customer transactions reports which show transactions from the AR 
ledger: 

 

They can be seen and amended in the Maintenance of open items screen as described in the 
next section. 

When needed/requested, a Statement of accounts can be sent to the customer indicating their 
current debt situation. If the due date for a payment passes a Reminder letter can be sent to 
the customer. These processes are described in the following sections. 

 

3.2  Maintenance of Open Items  

3.2.1  Loading Open Items 

 

1. Navigate to Accounting > Accounts Receivable > Maintenance of Open Items. 

2. Enter/find the Customer code. 

3. Optionally, enter a Period and/or Invoice number to further filter your results. 

4. Click Load. 



U4ERP: Accounts Receivable User Guide 

 

Page 16 of 31 

 

5. Click a line to see further invoice information in the Transaction details section below. 

 

3.2.2  Updating Open Items 

For any selected line, the following fields can be amended in the Transaction details section: 

• Status 

• Due Date (this will change the ‘aged debt’ situation for the invoice) 

• Complaint Code & Date 

• Collection Status (set to ‘W’ to indicate the debt is to be written off) 

Save any amendments. 

 

3.2.3  Entering Notes on Open Items 

For any selected line, a note can be entered and tracked via reports: 

1. Select the invoice line. 

2. Click the Action overview section at the bottom of the screen to expand it. 

3. Click Memo (to leave a general note) or Invoice Task (to request that a colleague 
review the invoice). 

   

4. In the Task screen: 

a. Enter a Subject and Description. 

b. If entering an Invoice Task – enter a Responsible value (the person you want to 
review/action the task) and amend the Due date (if the request is time sensitive). 

5. Click Save. 
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3.3  Customer Statements 

If a customer statement is requested or needs to be sent: 

1. Navigate to Accounting > Accounts Receivable > Customer information > 
Statement of accounts. 

 

2. Select the relevant Variant and [TAB] – the parameters below will change. 

 

3. Enter the CustomerID in the from and to fields. 

4. Click Save and then OK to the confirmation. 

5. Click Your ordered reports at the bottom of the screen. 

 

6. Click Refresh until the Status is ‘Finished’. 

7. Click Show report icon on the CU04 line to view the Customer Statement (cu04a…) 
that has been generated. 

 

This can be printed and sent to the customer or may be sent automatically if that variant has 
been selected. 
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3.4  Customer Reminders 

If a reminder letter needs to be sent to a customer. A proposal needs to be created, then 
confirmed: 

3.4.1  Reminder Proposal 

1. Navigate to Accounting > Accounts Receivable > Payment follow up > Reminder > 
Reminder proposal. 

2. Select QM Reminder as the Variant and [TAB] – the parameters below will change. 

 

3. Enter the CustomerID in the from and to fields. 

4. Amend any other defaults (eg: Rem level or Status) as necessary. 

5. Click Save and then OK to the confirmation. 

6. Click Your ordered reports at the bottom of the screen. 

 

7. Click Refresh until the Status is ‘Finished’. 

8. Click Show report icon on the CU09 line to view the Reminder (cu09a…) that has been 
generated. 
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3.4.2  Reminder Confirmation 

1. Navigate to Accounting > Accounts Receivable > Payment follow up > Reminder > 
Reminder confirmation. 

2. Select QM Reminder confirmation as the Variant and [TAB] – the parameters below will 
change. 

 

3. Select the BatchID assigned in the proposal. 

4. Click Save and then OK to the confirmation. 

5. Click Your ordered reports at the bottom of the screen. 

 

6. Click Refresh until the Status is ‘Finished’. 

7. Click Show report icon on the CU26 line to view the Reminder (cu26b…) that has been 
generated. 
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This can be printed and sent to the customer as necessary. 

In the Maintenance of open items screen (and in related reports), the Reminder level and 
Last reminded date can be seen for the selected invoice: 

 

 

The sending of Reminders and Statements is also recorded as Action overview tasks: 
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Manual Payment 

4.1  Overview 

The Manual Payment screen serves many functions in U4 ERP Web. For AR, there are three 
main functions: 

• Record a Matched Customer Receipt against existing open item. 

• Record an Unallocated Customer Receipt as an open item. 

• Match Customer Open Items - eg: a Sales Invoice and a Credit Note 

NB: This screen deals with any transactions that, in Desktop, would have involved clicking the 
‘Payments’ button from within the various Manual Payments screens. 

 

4.2  Manual Payment Functions  

4.2.1  Record a Matched Customer Receipt  

If the customer is known and an invoice has been identified (or multiple) to match the receipt to, 
the income can be registered and matched in the same process: 

1. Navigate to Accounting > General Ledger > Manual Payment 

2. Select AR Manual Receipts as the Posting cycle. 

3. Enter the Payment reference and Description. 

 

4. Create the Bank line: 

 

a. Click the Bank information tab. 

b. Enter the Curr. amount. 

c. Click Match to move the information to the Posting proposal table. 

 

5. Match to existing open items: 
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a. Click the Customer invoice matching tab. 

b. Enter/select the Customer ID (and any other filtering values if needed) and click 
Search to see open items that meet your criteria. 

c. If matching a receipt to an invoice as a partial payment – select the invoice line 
and enter the income amount in the Allocate field. 

 

d. Tick the line/s to be paid and click Match below the table to move the row to the 
Posting proposal table. 

 

NB: In the example above, the £440 income has been matched to a £720 Sales Invoice and a 
£280 Credit Note. You can match open items to each other at the same time as matching them 
to the income. 

6.  Check that the transaction balances – the Remaining amount at the top right of the 
screen should be 0.00. 

7. Click Save and then OK to the confirmation. 

All open items fully/partially matched to the receipt will be transferred to a ‘matched’ (historical) 
status. 

 

4.2.2  Record an Unallocated Customer Receipt  

If the customer is known but there is no clear invoice to match the receipt to, the income can be 
assigned to the Customer as an open item. 

1. Navigate to Accounting > General Ledger > Manual Payment 
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2. Select AR Manual Receipts as the Posting cycle. 

3. Enter the Payment reference and Description. 

 

4. Create the Bank line: 

 

a. Click the Bank information tab. 

b. Enter the Curr. amount. 

c. Click Match to move the information to the Posting proposal table. 

 

5. Create the income line: 

 

a. Click the Statement Balance tab and Add a new line. 

b. Enter Customer in the Customer/Customer field. 

c. Enter/select the Customer ID. 

d. Enter the Sponsor and Free values if required. 

e. Enter the gross amount to be paid in the Allocate field (may be auto-populated). 

f. Tick the line and click Match below the table to move the row to the Posting 
proposal table. 

 

6.  Check that the transaction balances – the Remaining amount at the top right of the 
screen should be 0.00. 

7. Click Save and then OK to the confirmation. 

An open credit item will be created on the Customer record. 
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4.2.3  Match Customer Open Items  

1. Navigate to Accounting > General Ledger > Manual Payment 

2. Select AR Manual Receipts as the Posting cycle. 

3. Enter the Payment reference and Description. 

 

4. Select the AR lines: 

 

a. Click the Customer invoice matching tab. 

b. Enter/select the Customer ID (and any other filtering values if needed) and click 
Search to see open items that meet your criteria. 

c. If partially matching a Sales Invoice to a Credit Note – select the invoice line and 
enter the Credit Note amount in the Allocate field. 

 

d. Tick the line/s to be paid and click Match below the table to move the row to the 
Posting proposal table. 

 

5.  Check that the transaction balances – the Remaining amount at the top right of the 
screen should be 0.00. 

6. Click Save and then OK to the confirmation. 
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All open items fully/partially matched will be transferred to a ‘matched’ (historical) status. 
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Automatic Matching 

5.1  Overview 

Student debt is imported from the external student application into Unit4 ERP. Receipts are also 
imported or entered directly as transactions. 

An ‘auto-match’ process has been setup which will match student open items and receipts 
based on a set of pre-defined criteria. 

 

5.2  Student Debt – Auto Match 

5.2.1  Automatic Match 

To run the auto-match process: 

1. Navigate to Common > Ordered reports > AR/AP Auto Matching(ARMA) > AR/AP 
Automatic Matching. 

 

2. Select the relevant Variant and [TAB] – the parameters below will change. 

3. Click Save and then OK to the confirmation. 

4. Click Your ordered reports at the bottom of the screen. 

 

5. Click Refresh until the Status is ‘Finished’. 

6. Click Show report icon on the ARMA line to view the matches generated. 

All open items matched will be transferred to a ‘matched’ (historical) status. 
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Write Off Process 

6.1  Overview  

If it becomes clear that an invoice is not going to be paid, it may be necessary to ‘write off’ the 
debt. The process creates a contra-transaction that balances out the invoice/s and moves them 
to a ‘matched’ status. 

NB: It is important to match off any credit notes so that the correct remaining debt can be 
established for any invoice. 

 

6.2  Write Off Process 

6.2.1  Marking an invoice for Write Off 

To mark an invoice for write off: 

1. Navigate to Accounting > Accounts Receivable > Maintenance of Open Items. 

2. Enter/find the Customer code. 

3. Optionally, enter a Period and/or Invoice number to further filter your results. 

4. Click Load. 

 

5. Select the invoice to be written off and, in the Transaction table below, select Write-Off 
in the Collection status field. 

6. Save your update. 

 

6.2.2  Write Off Proposal 

If a customer statement is requested or needs to be sent: 

1. Navigate to Accounting > Accounts Receivable > Debt Collection > Write-off. 

2. Click Run proposal at the bottom of the screen. 
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3. Click Save and then OK to the confirmation. 

4. Click Your ordered reports at the bottom of the screen. 

 

5. Click Refresh until the Status is ‘Finished’. 

6. Return to the Write-off screen and click Refresh at the bottom of the screen.  

 

The write off batch will appear with all transactions marked for write-off listed in the table. 

 

6.2.3  Confirm Write-Off 

To confirm the write-off and create the contra-transactions: 

1. Click Confirm proposal at the bottom of the screen. 

2. Select the BatchID assigned in the proposal. 

3. Choose **** as the Transaction type. 

4. Click Save and then OK to the confirmation. 

5. Click Your ordered reports at the bottom of the screen. 

6. Click Refresh until the Status is ‘Finished’. 

…. 

 



U4ERP: Accounts Receivable User Guide 

 

Page 29 of 31 

Reversals 

7.1  Overview 

If corrections are needed to AR transactions, they can be Reversed, but the way in which they 
are reversed depends on how they were entered/matched, and how far along the process they 
might be. 

The reversal process must be carried out in order, but only some of the screens are mandatory: 

• Reversal Selection 

• Reversal Proposal 

• Optional:  
o Maintenance of Reversal Proposal 
o Rerun of Updated Reversal Proposal 

• Reversal Confirmation 

 

7.2  Payment Reversal 

7.2.1  Reversal Selection 

1. Navigate to Accounting > Accounts Receivable > Reversal > Reversal selection. 

2. Select the Reversal type. 

 

Once your choice is made: 

3. Enter values in one or more of the fields below it to filter the list of items that appears.  

4. Click Load to display matching transactions. 

5. Tick the line/s you wish to reverse. 

6. Click Save below the table and then click OK to the confirmation. 

 

7.2.2  Reversal proposal 

1. Navigate to Accounting > Accounts Receivable > Reversal > Reversal proposal. 
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2. Take a note of the BatchID as it will be used for the confirmation. 

3. Transaction text – choose Reference to and description from reversed trans. 

4. Enter your UserID in the User field to reverse only those items you have selected. 

5. Click Save and then OK to the ‘Order number’ confirmation. 

 

 

7.2.3  Reversal Confirmation 

NB: This may be set up to run automatically following the proposal. In that case you can ignore 
this action. 

1. Navigate to Accounting > Accounts Payable > Reversal > Reversal confirmation. 

2. Select the BatchID from your proposal. 

3. Choose GL Reversing Transactions as the Transaction type. 

4. Click Save and then OK to the ‘Order number’ confirmation. 

To see the reversed transactions: 

5. Click Your ordered reports. 

6. Click Refresh until the GL35 report has a Status of Finished. 

 

7. Click the Show report icon to see the confirmed reversal transaction/s. 
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