2026/03/31 14:05 1/8 Unpaid invoices

Sisukord

UNPaid INVOICES ...ttt e e e e e e e e s s bbb e e e e e s e nbbr e e e e e e e nrbr e e e e e e annnees 3
1. Filters and filter options .......................coiiiiiiiiiii i 3
2. OPLIONS ... e e e e e et 4
3L LENKS ..o ettt 4
Q. FIN@ TUNING ...ttt e et e e e e e bbb e e e e e s e n bbb et e e e e e nbb e e e e e e anees 4
B.BULEONS ... e r e e e e e 5
6. Sending Notice Letter from Unpaid Invoices Report ...................ccccoccviiiiiiiiiiiiiinn, 5
7. Showing Payment Graph in Report ..................cccccoviiiiiiiiii e 7

Directo Help - https://wiki.directo.ee/



Last update: 2021/10/31 08:43 en:mr_aru_arved_maksmata https://wiki.directo.ee/fen/mr_aru_arved_maksmata

https://wiki.directo.ee/ Printed on 2026/03/31 14:05



2026/03/31 14:05 3/8 Unpaid invoices

Unpaid invoices

Report Unpaid invoices shows invoices with balance (partially/ fully unpaid or overpaid) according to
selected filters.

1. Filters and filter options

e Customer code - Customer’s code on invoice

¢ Class - Client class marked on customer card. Can be separated by colon or comma

* Invoice salesman - Salesman on invoice

e Customer salesman - Salesman on customer card

e Account manager - Account manager on customer card

¢ Invoice in charge - Responsible user on invoice

 Period - Period of invoices

e Cust. type - Customer types - Company, Private or State institution

e Customer Datafield - Report shows specific customer datafield values in separate column

e Customer Datafield Content - Possiblity to search results according to Customer Datafield
content

e Term - Payment term on Invoice

¢ Object - Object on Invoice

e Status - Invoice Status - All,Confirmed or Unconfirmed

e Time - Date of the Report

e Language - Shows invoices that have the same value in Language field. Language field on
Invoice is filled according to the same field on Customer Card

To Exclude Clients use symbol ! in that field

e Overdue - from ... to ... days of payment date

e Warning - Warning on customer card

e Range - Range code of documents

e Del.Term - Delivery Term on Invoice

¢ Invoice Datafield - Report shows specific invoice datafield values in separate column

* Invoice Datafield Content - Possiblity to search results according to Invoice Datafield content

» Sorted by - Possibility to sort report by - Number, Customer code, Time, Salesman, Balance,
Due date, Customer Name

e Sum - Groups values by selection. Option Sum by Customers gives possibility to filter clients. If
selection Customers is applied then pressing Report button will show only selected customers.
Pressing Mail button will send the e-mail only to selected customers. Default notice selection is
active (tick marked) if the parameter ,Notice letter” is activated on customer card.

e Balance - Default option, additional option is Balance with Fine

e Contact occupation - Invoice's Contact occupation. Can be chosen form predefined
occupations. Settings can be found from Main Menu > Settings > Personnel Settings
> Positions

e Contact - ,from Customer” - Contact from Customer Card will be shown in the report, ,from
Invoice” - Contact from Invoice will be shown in the report, predefined Positions are also in
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selection

Type - Invoice type

Status - Invoice Status

Project - Project on Invoice header or rows

Project Manager - Project Manager from invoice's project
Destination - Destination on invoice

ON EVENT:

» Type - Possibility to filter invoices according to related events. Events are also used for

indicating payment commitment of customer. For example event type ,,Debit Claim“ is used on
invoice related event.
Status - Invoice related event status

Notice letter - Possiblity to filter Invoices by sent Notices and the number of sent Notices.

Options ,,>,<,=,!="and period can be used for filtering
Credit limit - If selected, separate column with Customer's limit from the Customer Card will be
shown.

2. Options

Account Manager - Shows Account Manager (from the customer card) in the report
Forbidden - Unpaid Invoices that have longer payment term than indicated on Customer Card
will be shown

Only overdue Invoices - Only overdue Invoices will be shown in the report

Levels - Divides invoices by object levels

Events - Shows events related to invoice

Cust. balance - Shows customer balance

Addresses - Shows customer addresses

Comment - Shows invoice's Comment and invoice's Int Comment

Reg No - Shows customer's Registration Number from customer card

Warnings - Shows Warnings from Customer Card

Project - Shows project code of invoice

Only prepayment Invoices - Shows only prepayment Invoices

Only with payment schedule - Shows only invoices with payment Schedule

3. Links

Invoice Number - Opens Invoice
Customer - Opens Customer Card
Balance - Opens Customer Balance

4. Fine Tuning

Setting an Possibility to choose personal settings

LE]
Excel sheet ﬂ(shortcut F12 or Alt+E) - Opens report in Excel
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e Save Report ) (shortcut Alt+A)- saves report to User Menu

Show penalty - Shows penalty calculated from unpaid Invoices

Show due date as date - Due date will be shown as a date, by default number of days till

payment date is shown

Show graph balance - Shows payment graph of unpaid balance

Show graph rows - Shows payment graph rows that should be paid in the selected period

Display sent mails when sum by customers view - Shows dates when notice letters have

been sent to customer in corresponding column

Overdue uses graph dates - Payment graph for partial payments will consider selection

,Only overdue invoices”

e Customer datafield with invoice receiver e-mail - Predefined Customer Card datafield,
where invoice receiver e-mail address is set. Notice letters will be sent to that address

e Currency - EUR (by default)

5. Buttons

Mail Notice - Sends selected print layout to customers, if e-mail address is set on customer
card

Print - Prints selected print layout

Mail Invoices - Sends invoices to customers, if e-mail address is set on customer card
(Possiblity to choose print layout)

Print Invoices - Prints invoices (Possiblity to choose print layout)

Print layout selection - Print layouts shown in the selection, which are editable

6. Sending Notice Letter from Unpaid Invoices Report

To display unpaid invoices it's neccessary to select desired range of period for given invoices. It's also
possible to sort invoices by days overdue.

Customer code{ 1004 Class Perio:' 01.01.2020 10.08.2020 | Cust. type v (Customer Datafield) i
(Customer Datafield) v
Term Object Status Time 31.08 2020 Language -
4 I (Customer Datafield) v
Overdue] 10 to 999 days Warning Range Del Term TS
Soredby[Nomber —~ | Sum| v Contac occupation Contct | [linvaics dstatle) ~
Type| 2l v Status | all ~| Project Project Manager Destination | ~ | [(Invoice datafield) v |
ON EVENT: Typs | v] Status | ~] (Invoice datafield) v
Notes e peris O creatimt
[ AccountManager [ forbidden only overdue invoices () levels () Evems [J Cust balance [ Addresses [J Comment (J RegNo [J Wamings () Project [ only prepaymentinvoices () only with payment schedule
Reminder for Outstanding Balance v ) [[TAMMUES MAIL INVOICES J| PRINT INVOICES REPORT
Invoice Customer  Name Time Term  Salesman Sum Takings Takings currency Invoice balance Invoice balance currency Due date:
100007 1004 Orange 01.01.2020 14 Jane 1200,00USD 000 0,00USD 1068,19 1200,00USD 229
100009 1004 Orange 01.05.2020 14 RAILIT 1200,00USD 0,00 0,00USD 110338 1200,00USD 47
100010 1004 Orange 01.07.2020 14 RAILT 1200,00USD 0,00 0.00USD 107143 1200.00 USD 47
Currency Sum Base currency Current rate
usD 35600,00 3242,96 3097,31
Unpaid invoices TOTAL 3242.96 309731

If Customer has more than one invoice unpaid overdue, it's possible to send one notice letter for all
these invoices. For that it's neccessary to choose Sum by Customers. Selecting checkbox , Notice”
defines if this Customer will receive notice letter.
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Customer code Class
Term Object
Overdue to days
Sotedby [Number v | Sum[Costomers |
i Status
ON EVENT: Type Status | v
Notice letter | ~ | sent Period

Invoice salesman v

Periodf01.01.2020 - 10.08.2020 ¢

Status Time{31.08.2020 L
Warning Range |
Project Project Manager D¢

L) Credit limit

O Account Manager [ forbidden . only overdue invoices [ teveis [ events [ cust balance [ Addresses [ CDmmenlDRegNn [:]Warnings O pro

I Reminder for Outstanding Balance w

Notice Customers . Name

e-mail Manager Salesman Qty

O
1001 Big Client BigClient@gmail.com JANE  RAILIT 7
0O 4 Orange orange@gmail. com SUPER RAILIT 3

1006
Sum:

Mango Mange.mango@gmail.com SUPER RAILIT 3

13
Spent 0 seconds

I Select clients for mail notice I

Select suitable print layout for sending Notice Letter and press Mail Notice button. Preview can be

seen by pressing ,Print“.

Customer code Class
Term Object
Overdue io days
Sortd by Humber ] Sum[Cosiomes V]
T 2 S —
ON EVENT: Type Status | v]
Notice letter | ~ | sent Period

O Account Manager [ forbidden only overdue invoices O

|Reminderfor Qutstanding Balance v| MAIL NOTICE I Print I

levels

Notice Customers . Name

O
1001

e-mail Manager Salesman Gty

Big Client BigClient@gmail.com JANE  RAILIT 7

[J Events [ cust balance

Net Profit Sum

7000,00

MAIL INVOICES [l PRINT INVOICES

Net Profit Sum To pay Balance
7 000,00 7000,00 8 400,00 8170,00
270247 270247 324296 324296
284678 25846,79 341614 3 416,14

12 549,25 12 549,25 15 059,10 14 829,10

Invoice salesman v

Period 01.01.2020  : 10.08 2020
Status Time 31.08 2020
Warning Range
Contact occupatn
Project Project Manager
O Credit limit

[J Addresses [ comment [J Reg No O Warnings

MAIL INVOICES | PRINT INVOICES

To pay Balance

700000 8 400,00 8 170,00

E-mail will be sent to the address set on the Customer Card.

sending e-mails.

Make sure that in Fine Tuning settings there is a possibilty to use Customer Card Datafield for

Instuctions for creating Datafields can be found here: Datafield Types

Example of datafield settings:
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Add new

CODE
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CLASS

VISIBLE BY DEFALILT
WARN IF NOT FILLED
CRDER

TVPE

LIMITATICN

UINICUE

COLOUR

7. Showing Payment Graph in Report

More information about Payment Graph can be found here: Payment Graph

INWOICE_EMAIL

Irvaice and reminder ema:

Customer

es

Yas

To see information about invoice payment graph it's neccessary to choose Show graph balance,
Show graph rows and Overdue uses graph dates :

Show panalty

Show due dale as date

Sy gl:lph balance

Show graph rows

Displary sent mails when sum by customens view

COrverdue uses graph dates

Customer data fiald with invoice receiver e-mai | Invoice and reminder amail |

Cumrency | EUR

Save

Graph balance and graph rows will be shown in the report:
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Customer code 1001 Class [Invoice salesman | ] Period 01.01.2020 - 31032020  Cust type ~ (Customer Datafield) v
(Customer Datafield) %
Term Object Status Time 31.03.2020 Language
(Customer Datafield) ~
Overdue 10 o 999 days Warning Range Del. Term lnvoics dataield) <
Sorted by [ Number ~] Sum | v] Contact occupation Contact ~ ] [[invoice datafield) v
Type[al ~] Status [ all ~] Project Project Manager Destination | ~ | [(invoice datafield) v |
ON EVENT: Type [ v] Status [ ~] (Invoice datafield) v
O — Ferioa e
[J Account Manager [ forsidden [J only overdue invoices () levels [J Events [ cCust balance [ Addresses () comment [J RegNo [J wamings [J Project [J only prepaymentinvoices ) only with payment schedule
MAILNOTICE | Print | MAIL INVOICES | PRINTINVOICES REPORT
Invoice Customer  Name Time Term  Salesman Sum Partial sum Takings Takings currencyInvoice balance Unpaid partial sum Invoice balance currency  Graph balance Graph balance currency Due date
100001 1001 Client 01.01.2020 14 JANE 120000 EUR 30,00 30,00 EUR 1170.00 1170.00 EUR 270,00 27000 EUR 76
Payment 99,96 69.96 15.01.2020
schedule
Payment 200,04 200,04 15.03.2020
schedule
100002 1001 Cliend 01.02.2020 14 RALIT 1200.00 EUR 0.00 0.00EUR 1200.00 120000 EUR 700.00 70000 EUR i5
Agreement 500,00 500,00 75022020
Payment 100,00 100,00 15.03.2020
schedule
100003 1001 Client 01.03.2020 14 RAILIT 1200,00 EUR 0,00 0,00 EUR 1200,00 1200,00 EUR 1200,00 1200,00EUR -16.
0,00 0,00
100023 1001 Client 01.01.2020 14 JANE 1200,00EUR 0,00 0.00EUR 1200,00 1200,00EUR 120000 120000EUR 76
0,00 0,00
Currency Sum Base currency Current rate
477000 4710,00 477000
Unpaid invoices TOTAL 4770,00 4770,00
Unpaid invoices in period 4770,00
Unpaid overdue invoices in period 2 400,00
Unpaid overdue graph payments 3370,00
Unconfirmed invoice total 0,00
Unpaid overdue invoices gty 4,00
Unpaid overdue invoices total sum 4 800,00

Graph rows show which rows are unpaid according to the report Period. Graph balance shows the
sum of balance of graph rows according to the report Period. Column Invoice Balamce shows invoice
total balance not depending on report period.

®  Notice Letter print layouts can be created with graph rows included
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