
Click on the AR (Accounts Receivable) Icon 
 

  Make sure User is set at INVRPT  
 
Type in password (readme) and click on the ‘Connect’ button. 
 

 
 
Click on the ‘Continue’ button. 
 
 
 
 
 
 
 
 



 
 
Click on the ‘Add Invoice’ button. 
 

 
 
Cursor starts in the ‘Invoice Date’ box and comes up as the current date. 
 
‘ENTER’ cursor goes to the ‘Reference Number’ box, which is to be used for the 
Vendor’s Purchase Order Number. 
 



 
 
‘ENTER’ cursor goes to the ‘Customer ID’ box.  If you know the number type it in,  
if not click on the ‘Cust Search’ button. 
 

 
 
Type in the Customer Name.   The “*” can be used as a wildcard. 
 
We’ll look for Bakersfield City School District. 
 



 
 
Click on the ‘Search’ button. 
 

 
 
Bakersfield City School District is the first listing and their number is 000009. 
Click on the ‘Return’ button. 
 



 
 
The ‘Customer ID’ and ‘Customer Name’ is automatically added to the invoice. 
 
Cursor moves to the ‘Terms Code’, which you are to leave at N30 for Net 30 days. 
 
‘ENTER’ cursor goes to ‘Current via Revenue’ leave this alone. 
 
‘ENTER’ cursor goes to the ‘Dept’ box click on the drop down menu and click on your 
site number.  Your Department Name will be automatically entered. 
 
‘ENTER’ cursor goes to the ‘Tax ID’ box, which you are to leave at BAK for Bakersfield. 
 
‘ENTER’ cursor goes to the ‘Tax Rate’ box, which you will leave at the current setting. 
 
‘ENTER’ cursor goes to ‘Item’ section of Line #1; use this for a part number, etc. 
 
‘ENTER’ cursor goes to Line #1 for the account number.  Enter the 33-digit account 
number where the money will be deposited when the check comes in.  No need to enter 
the dashes or dot.  ‘TAB’   Number will be spread out correctly and the offset number 
will appear in the box to the right.  Offset object code should be 9205.00.  See next 
page. If it is not 9205.00 please call the Business Office at 636-4659.   
 



 
 
‘Description’ section of Line #1.  Type in description.  Each  
line will only accept 40 characters. 
 

 
 
Enter ‘ENTER’ in the ‘Qty’ box and type in the amount.  ‘TAB’ and the amount will be  
entered. 
 



Enter the ‘Unit Cost’ box (or hit “enter”) and type in the amount.  Enter and the amount 
will be Entered and the Line Total will be automatically calculated. 
 

   
 
Cursor will still be in the ‘Unit Cost’ box. 
Hit “ENTER” four times and a second line will appear. 
 

 
 
Hit ‘ENTER’ until the cursor goes to the ‘Description’ box or else 
click back in the ‘Description’ box. 
‘Click’ on the ‘Update Invoice’ button. 



 

 
 
Click on the ‘OK’ button. 
 
You are now done.    
 
 
Be sure to send the backup for the INVOICE over to the Business 
Office, Attn: Accounts Receivable. 
 
 
Invoices are printed and mailed to the Vendor/Customer by the 
Business Office daily.   The Department Copy of the Invoice will 
be sent back to you via interoffice mail. 
 
 
 
As of October 11, 2004 individuals will be entered with their LAST name first. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Check to see if an Invoice is paid. 
 
Click on the ‘Receipt Entry’ tab. 
Type in the invoice number and ‘TAB’. 
 

 
 
This particular Invoice has not been paid.  There is no receipt number and there is 
an invoice balance showing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
This square pops up if the invoice has been paid.   Click on the ‘OK’ button. 
 

 
 
There is a receipt number.  If invoice was paid with more than one 
Check/warrant click on the drop down box to see what the other 
receipt number was.  Invoice balance has a zero amount. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Customer History. 
 
Click on ‘File’ and then ‘A/R History’ 
 

 
 
This will show the history for the current year.  You can change the  
‘From Inv. Date’ in order to see last year also. 
 
‘TAB’ ‘TAB’ type in the Customer number ‘TAB’ 
 
 
 



 
 
Click on the ‘Display History’ button. 
 

 
 
If you don’t know the customer number use the ‘Cust Search’ button just like you did 
In the invoice section of these instructions. 



If you need a new customer added please email the Accounts Receivable clerk with the 
Name and address of the customer. 
 
Exit Program = File - Exit 
 
 
Sometimes this program gets a little finicky and will time you out.  Just start over. 
 
 
 


