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Introduction

Introduction

The Cash Collection Analysis (CCCA) application provides a way for you to manage
your customer accounts that have outstanding balances, optimize your collection
activity, and make individual notations on specific customers for purposes of follow-
up efforts.

You can use CCCA to track any scheduled account — such as accounts receivable,
warranty receivables, or contracts in-transit — and define different aging buckets for
each type of account.

CCCA also lets you set selected customers as exceptions, to screen them from
appearing on the automated reports as part of your regular collection practices.

Overview

This guide provides information for accessing, setting up, and performing day-to-day
operations with the Cash Collection Analysis application, including customized aging
reports.

Note. To use the Cash Collection Analysis application effectively, you must complete
the setups before using the other functions on the CCCA menu. For information on
setups, see Setting Up Cash Collection Analysis on page 6.

Cash Collection Analysis and ADP w.e.b.Suite

As noted in the section on Accessing CCCA on page 2, the CCCA function runs
under w.e.b.Suite as well as Advanced Elite. This document describes how to use the
application in both environments.

Previous Versions of Cash Collection Analysis

Earlier versions of the CCCA application ran under a different function code name
(CCA) in the Advanced Elite environment.

The function code CCCA replaces any earlier code names used on your ADP system.
CCCA also appears on the Car!nk (CI) menu on all updated ADP systems (in the
Accounting application account).

Navigation
o Make sure that the Caps Lock feature is on.
o Use the arrow keys to move between fields.
e After typing data into a field, press Enter to move to the next field.
e Use F1 to view the extensive online help.

© August 2006 ADP, Inc. 1
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Accessing CCCA

The CCCA function runs on ADP Advanced Elite systems and on w.e.b.Suite 2006
(and higher) systems. This section describes how to access the application in each
environment.

The screen and field functionality of Cash Collection Analysis is essentially the same
in the Advanced Elite and in the w.e.b.Suite environments except that w.e.b.Suite
supports navigation with a mouse and allows you to switch to other windows (for
additional ADP w.e.b.Suite functions) without exiting the CCCA application.

CCCA in Advanced Elite

Follow these steps to access CCCA from the User Security Menu, in the ADP
Advanced Elite environment.

1. Log on to your Accounting (name-A) application account.

Function Defaults uTil eXit
DEHD-A User Security Henu csr 6021

Account: DEHO-A

Function Code:

Figure 1. Application Account and CCCA Function Code

2. At the Function Code field, enter CCCA.

DEMO-A CCCA Cash Collection Analysis csr 6021

CCS5 Cash Collection Setups

o0AD  Over-age, A/R Position Reports
ECC Enter Collection Comnents

BLA Custoner Exception Listing

PDL Promise Date Listing

Use arrod Keys to Navigate, then Press <ENTER> to Select.

(BB p [ et |

Figure 2. CCCA Menu

The Car!nk (CI) Menu

CCCA can also be reached through the CI menu on your Accounting application
account.

2 © August 2006 ADP, Inc.



Accessing CCCA

Note. The CI menu appears on several application accounts (Service, F&I, Parts,
and so on) and contains a related group of function codes for ADP Car!nk custom

applications.
1. Log on to your Accounting (name-A) application account.
2. At the Function Code field, enter CI.

| Effsctvelsar ~ | Help~ |

Support Desktop |

Lz~ | Wanu Navigator

B 4=k e mEE D
Function Defaults wlTil eXit [~
CSr User Security Menu csr 6635
Mail
Account: DEMO-A
Function Code: CI
CI Car!nk Menu Functions
CABI Account Balance Inguiry CEGC Employee Get Next Control Numb
CABR Automated Bank Reconciliation CFAM Fixed Asset Management
CACD Account Receivable Statement R CFPA Floor Plan Analysis
CADI Account Detail Inquiry CFPL Floor Plan Lookup
CAPA A/P Archive CGAS Gas Automator Systom
CARC AR Customer Display CGCN Get Next Control Number
CARM Accounts Receiwvable Management CIDN Index MName Inquiry
Cash Collection Analysis CIPS A/P Check Intf to IPS of Bosto
CCDA Cash Drawer Application CITP Interface Tech Payroll into Ac
CEFR Financial Statement Download CPDU Posting Description Update
more belows
Highlight the function you want to use; then press =Enter=. -
[Fiticip B Fo-Detail B F3-Save/exit B F5—Funciion Code Jl Fo=Sea [
=
[ Connected [EEERFTRE Auio-Hum [ 45 Toe Ot [i5om
ado [csr) 256117 | Copyright & 1993 -- 2006 ADP, [, Daalar Services Group: All rights reserved.

Figure 3. Car!nk (Cl) Menu - Advanced Elite View

3. Choose CCCA from the menu.

CCCA in w.e.b.Suite

Follow these steps to access CCCA in the w.e.b.Suite environment.
1. Atthe Welcome page, enter your user ID and password, and then click Login.

© August 2006 ADP, Inc.
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Search DMS connection

Menu Tree
1“3 DEMO-A - Acoounting =
1 Main
711 Accounting Interface
{511 Automated Purchass Order
1] Accounts Payable Open-ltem
7] Accounts Receivable
[HA Cearlnk Menu
------ @ CABI- Acocount Balanoe Inguiry
------ @ CABR - Automated Bank Reconciliation
------ @ CACD - Account Receivable Statement R
------ @ CADI- Account Detail Inguiry
rrrrrr @ CAPA- AP Archive
------ @ CARC - AR Customer Display
------ @ CARM - A ts Receivablz |

------ @ CCCA - Cash Collection Analysis
------ @ CCDA - Cash Drawer Application

------ @ CEFR - Financial Statement Download
------ @ CEGC- Empley=e Get Next Contral Numb
------ @ CFAM - Fixed Asset Management

------ @ CFPA - Floor Plan Analysis

------ @ CFPL - Floor Plan Lookup =
|

T
=dp (csr)|C266117 Copyright @ 1399 - 2006 ADP, Inc. Dealer Services|

Figure 4. Menu Navigator

2. In the Function field, enter CCCA.
-OR-
In the Menu Tree, open the Accounting (name-A) application group, then open
the Car!'nk Menu, and then select CCCA-Cash Collection Analysis.

Cash Collection Analysis | ulil | eXit

H A0S EEE

CCS Cash Collection Setups

oAD Ower-Age, A/R Position Reports
ECC Enter Callection Camments
BLA Customer Exception Listing
POL Promise Date Listing

Use Arrow Keys to Navigats, then Press <ENTER> to Select,

Fionelp | Fa-Exit |

Figure 5. CCCA Menu - w.e.b.Suite Interface

4 © August 2006 ADP, Inc.



Accessing CCCA

Cash Collection Analysis Application Menu

The main Cash Collection Analysis menu provides a list of the main functions used
to set up receivables aging, generate Overage and Promise Date reports, enter
comments on customer accounts, and maintain a list of report exceptions. Choose the
option for the task you want to perform.

© August 2006 ADP, Inc. 5



Cash Collection Analysis (CCCA) User Guide

Setting Up Cash Collection Analysis

This section describes how to set up the CCCA application to best fit the needs of
your dealership. Follow the procedures here to define your receivables, customize the
Comments screen, and choose a Name-File validation rule.

Perform these setups before working with the rest of the CCCA functions.

DEMO-A CCCA CCS - Cash Collection Setups csr G021

SBRE Setup Receivables/Buckets

OCS Organize Collection Screen
UNF Validate NAME-FILE in ECC

Use arrod Keys to Navigate, then Press <ENTER> to Select.

(BB p [ et |

Figure 6. Cash Collection Setups Menu

Setting Up Receivables and Aging Buckets

Use the Set Up Receivables/Buckets (SRB) function to define receivable accounts,
aging limits, and aging bucket labels. The settings you define here are used on the
various Cash Collection Analysis reports and in the Comments entry screen.

Note that you can define different setups for receivables and aging buckets for each
General Ledger company on your system.

Adding a New Cash Collection Receivable
To define a new receivable:
1. At the main CCCA menu, choose the option for CCS - Cash Collection Setups.

2. At the Cash Collection Setups menu, choose the option for SRB - Setup
Receivables/Buckets.

6 © August 2006 ADP, Inc.



Setting Up Cash Collection Analysis

DEMD-A CCCA BCCA.SETUP Setup Receivables/Bucket csr G021
conpany ID......: | NN

Receivable Title:

Accounts........:

Days............:

Setup Buckets...:

Enter a company ID, or press F12= for a list of companies.

Jileip ]| Ehcave\exit | [2gCancel Changes § AbEListl |

Figure 7. SRB — Set Up Receivables/Buckets Screen

At the Company ID field, enter a company number.

-OR-

Press F12=L.ist to select a company defined in your GL/Accounting application.
0. ID—LConpany MName
10 DEHMOD1 COMP#1

20 DEMOZ COMP #2
30 DEMO COMPANY#3

Figure 8. Company Selection List

Use the arrow keys or the F9=Search command key to find the company you
want, and then press Enter to select it.

At the Receivable Title field, enter a new, unique description for the account(s)
you want to track using CCCA.

Note. Once you have defined the receivable title, it cannot be modified except by
deleting the receivable and then adding it again.

At the Accounts field, you can either type a single account number from your
Chart of Accounts or use the F2=Detail window to enter multiple accounts for
this receivable type.

To enter more than one account number:
a. Press F2=Detail.

——hcct-Description—— Sched-Nane
20500 FINANCE-TOTAL N ACCOUNTS/REC - CUST
ERLNI] MOTES/RACVBLE CUST VE 14 VEH REC/CONTRACT IN

Figure 9. Accounts Detail Window

© August 2006 ADP, Inc.
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6.

7.

b. Inthe Account column, enter an account number from your Chart. The
system validates them as you press Enter.

_OR_
To select an account number from those defined on the system, use the
F12=List command key.

(To remove an entry in this window, use the arrow keys to move to that row,
and then press Delete.)

c. Inthe Sched column, enter the number for the account's corresponding
schedule.

_OR_
Press F12=L.ist to select a schedule number from the list of those to which

the account number is attached. (Some account numbers may be attached to
only one schedule.)

Setup Buckets.. —Schedule—Description
14 VEH REC/CONTRACT IN TRANSIT

Figure 10. Schedule Selection List

Use the arrow keys to move to the schedule number you want, and then press
Enter to select it.

d. Continue adding account and schedule numbers as appropriate (up to five
accounts).

e. Press F3=Save to return to the main SRB screen.

At the Days field, enter a value for the number of days after which you want to
begin tracking receivables for Cash Collection Analysis purposes. The Overage
Detail and Summary reports list control numbers only for those transactions that
are older than the number of days entered here. (The A/R Position report does not
use the Days field.)

Note. If you are using an account number that is linked to the AR-BAL file, the
program automatically uses a Days value of 30.

At the Setup Buckets field, press F2=Detail to open the setup window.

Note. If you are using an account number linked to AR-BAL, the program
automatically uses aging buckets ending after 30, 60, 90, and 120 days. Skip
ahead to step 10.

© August 2006 ADP, Inc.
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10.

11.

BT=Ra o T ] (R PR - 30 31-60 61-90 91-120 121-9999

eq of Bucket—End of Bucket

L1} 30
3 60
61 an
o1 120
121

Enter a ending bucket nunber

| @EHe Ip l [#ERSave/Close Hindouw | [f§Cancel Changes @ |

Figure 11. Aging Buckets Setup Detail Window

Use up to five rows in this window to enter aging-bucket beginning and ending
days for this receivable. (You do not have to enter settings for all five rows.)

Tip! Start the first row with zero (0) in the Beginning of Bucket column, and end
the last row with 9999 in the End of Bucket column.

Press F3=Save/Close Window after entering the five aging-bucket ranges.

At the main SRB screen, press F3=Save/EXxit to save the new cash collection
receivable.

hoose an option——
Return to current screen

Exit without saving

Figure 12. Exit Command Options

Choose the Save changes option. The program returns you to the Company ID
prompt. Repeat this procedure to continue adding receivables, or press F3 to
return to the CCS menu.

Maintaining a Cash Collection Receivable
To view or modify an existing receivable:

1.
2.
3.

At the main CCCA menu, choose the option for CCS - Cash Collection Setups.
At the Cash Collection Setups menu, choose the SRB option.

At the Company ID field, enter the company number for the receivable you want
to modify, or use the F12 command key to select it from a list.

At the Receivable Title field, enter the exact title of the receivable, or press
F12=L.ist to select it.

© August 2006 ADP, Inc.
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[EHD-A

BCCALSETUP Setup R

ereivable Tit|
Al EC. PA
CORH ORAH REC
COMTRACTS IN TRANSIT
A/R HHOLESALE

22000 22004

1115 16-20
05 610 11-15 16-30 31-090

CIT Tz 1 0-365

f6201 G201 0 0-30 31-90 91-99999

HARRANTY 26300 0 0-30 31-60 61-90

TEST! 22004 G0 0-30 31-60 61-30 91-120 121-999

0-30 31-60 61-90 91-120 121-9999

ang
| @icearch

press <EWTER>

Figure 13. Cash Collection Receivables Selection Window

5. Use the arrow keys or the F9=Search command key to find the entry you want to
modify, and then press Enter to select it.

DEMO-f CCCA
Company ID......:

Receivable Title:

Accounts

Setup Buckets...:

BCCA.SETUP Setup Receivables/Bucket
DEMO1 COMP#1

A/R WHOLESALE

HE= 000 22004

0-30 31-60 61-90 91-120 121-9999

Enter an account number or press the F2-Detail key to enter multiple accounts.

(&Eoip )| Boctoil | ERsave\exit | ElCance| Changes || SATE> |

csr 6024

Figure 14. SRB — Set Up Receivables/Buckets Screen (example)

To modify the content in the Accounts field, either type a single account number,

or use the detail window to enter more than one account number.
To update or add content in the Accounts detail window:

a.

Press F2=Detail.

10
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——hcct-Description—— Sched-Nane
20500 FINANCE-TOTAL N ACCOUNTS/REC - CUST
ERLNI] MOTES/RACVBLE CUST VE 14 VEH REC/CONTRACT IN

Figure 15. Accounts Detail Window

b. Inthe Account column, type up to five account numbers from your Chart.
The system validates them as you press Enter.

-OR-
To select an account number from those defined on the system, use the
F12=List command key.

(To remove an entry in this window, use the arrow keys to move to that row,
and then press Delete.)

c. Inthe Sched column, enter the number for each account's corresponding
schedule.

-OR-
Press F12=L.ist to select a schedule number from the list of those to which

the account number is attached. (Some account numbers may be attached to
only one schedule.)

Setup Buckets.. chedule—Description
14 VEH REC/CONTRACT IN TRANSIT

Figure 16. Schedule Selection List

Use the arrow keys to move to the schedule number you want, and then press
Enter to select it.

d. Press F3=Save to return to the main SRB screen.

7. At the Days field, enter a value for the number of days after which you want to
begin tracking receivables. (The Overage Detail and Summary reports use this
value but the A/R Position report does not.)

Note. If you are using an account number that is linked to the AR-BAL file, the
program automatically uses a Days value of 30.

8. At the Setup Buckets field, press F2 to open the detail window.

Note. If you are using an account number linked to AR-BAL, the program
automatically uses aging buckets ending after 30, 60, 90, and 120 days. Skip
ahead to step 11.

© August 2006 ADP, Inc. 11
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10.
11.

12.

BT=Ra o T ] (R PR - 30 31-60 61-90 91-120 121-9999

eq of Bucket—End of Bucket

L1} 30
3 60
61 an
o1 120
121

Enter a ending bucket nunber

| @EHe Ip l [#ERSave/Close Hindouw | [f§Cancel Changes @ |

Figure 17. Aging Buckets Setup Detail Window

For up to five rows in this window, verify or enter the values for the aging bucket
beginning and ending days. Make sure the first row's Beginning column is set to
zero (0) and the last row's End column is set to 9999.

Press F3=Save/Close Window.

Press F3=Save/Exit at the main SRB screen to save your updated cash collection
receivable.

Return to current screen
Exit without saving

hoose an option———

Figure 18. Exit Command Options

Choose the Save changes option. The program returns you to the Company ID
prompt. To return to the CCS menu at this point, press F3 again.

Deleting a Cash Collection Receivable
To remove one of the receivable entries in your CCA setups:

1.
2.
3.

At the main CCCA menu, choose the option for CCS - Cash Collection Setups.
At the Cash Collection Setups menu, choose the SRB option.

At the Company ID field, enter the company number for the receivable you want
to modify, or use the F12 command key to select it from a list.

At the Receivable Title field, enter the exact title of the receivable, or use the F12
command key to select it from the list.

With the receivable entry open in the main SRB screen, press F6=Del Record to
remove it. The program returns you to the Company ID field.

Note. Use caution with the Delete command. This feature does not have a
confirmation step.

To return to the CCS menu, press F3.

12
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Cust

omizing the Comments Screen and Over-Age

Report Fields

The OCS screen allows you to set the order in which customers' Promised Action
comments and Dealer Action comments appear in the Enter Collection Comments
(ECC) screen and the Over-Age report (function OAD).

You can also define whether you want the Promised Action field to be used in your
Cash Collection Analysis application.

To set the order and usage for the Comments screen and the reports:
1. Atthe main CCCA menu, choose the option for CCS - Cash Collection Setups.

2. At the Cash Collection Setups menu, choose the option for OCS - Organize
Collection Screen.

DEMO-A CCCh BCCA.OCS Drganize Collection Screen csr 6021

Conpany: ADP MOTORS. INC.

Use Pronised Action? [
1. Dealer Action

2. Promised Action

Press {SPACEBAR> to toggle "Use Promised Action' response.

(GEcip § Ehoave |

Figure 19. OCS — Organize Collection Screen

3. At the Use Promised Action field, press the spacebar to switch between Y (Yes,
use the Promised Action field) and N (No, do not use the Promised Action field).

4. After setting the value to Y or N, press F3=Save to continue.

If you enter Y, pressing F3 will take you to the next mode, where you can choose
the order in which the fields appear in the ECC screen.

If you enter N, the program removes the 'Promised Action' line below the prompt
so that only 'Dealer Action' displays. Skip ahead to step 6.

5. With both lines 1 and 2 displaying below the Yes/No prompt, press the spacebar
to switch the order of the Dealer Action prompt and the Promised Action prompt.

The order of the lines you set here is the same order in which they will be
presented as prompts in the Comments screen and as data items in the Over-Age
Reports function (OAD).

6. Press F3=Save/Exit to return to the CCS menu.

© August 2006 ADP, Inc.
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Setting the Name-File Validation Option

The VNF screen allows you to set whether you want the Enter Collection Comments
function to validate selected control elements against the Name-File on your ADP
system.

To choose a validation setting:
1. At the main CCCA menu, choose the option for CCS - Cash Collection Setups.

2. At the Cash Collection Setups menu, choose the option for VNF - Validate
NAME-FILE in ECC.

DEHD-A CCCA BCCA.VUNF Validate NAME-FILE in ECC csr 6024

Conpany: ADP MOTORS, INC.

Validate NAME-FILE in ECC? J

Press {SPACEBAR> to Toggle, or Enter 'Y' or 'N'.

(GBcip N Ehcave/ixit

Figure 20. VNF - Validate NAME-FILE in ECC Screen

3. At the Validate prompt, press the spacebar to choose between Y for Yes or N for
No. If you use the Y/(es) setting, the ECC screen validates the customer records
against items in the Name-File during selection.

4. Press F3=Save/Exit to return to the CCS menu.

14
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Adding Comments to Outstanding Accounts

Use the procedures in this section to enter and maintain comments about collection
activity and outstanding customer accounts. The comments you enter appear on the
Over-Age reports (OAD) and the Promise Date Listing (PDL).

Opening a Collection Record

To open a customer record where you can make comments or perform other
commands:

1. At the main CCCA menu, choose the option for ECC - Enter Collection
Comments. The program prompts you to choose a company.

DEHOD-A CCCA Enter Collection Comnments

Company.......:

Figure 21. ECC - Enter Collection Comments Screen (Company Field)

2. Enter the number for a GL company, or use the F12 command key to select one
from a list.

DEMO-A CCCA Enter Collection Comnents csr 6021
Conmpany.......: 1 ADP MOTORS

ccount List
G 23001
22000 26202

Figure 22. Account Selection Window

3. Use the arrow keys to move around the Account List window, and then press
Enter to select the account you want.

© August 2006 ADP, Inc. 15
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DEMO-A CCCA Enter Collection Comnents csr 6024
Conpany.......: 10 DEMO1 COMP#1
Account.......: 22004

Control MNumber:

The Promised |[Lest Payment..:
Action field does [l Promised Action:
not appear if it has 2l Dealer aAction..:
been disabled in the ||[fl fronise Date...:

) . Ll A/R Comment....:
Organize Collection
Screen (OCS) Entered—Promnised Action / Dealer aAction Pronised

Enter the Control Number, or Press F12 for a Listing.

[Eexit | GBS ist

Figure 23. Comments Entry Screen

4. At the Control Number prompt, enter the control number for a receivable
transaction associated with this GL company and account number.
-OR-
Press F12=L.ist to select a customer that already has a collection comments
record.

Note. The F12 command key displays control numbers and data only if the
setting in the VNF screen is set to YES. See Setting the Name-File Validation
Option on page 14.

DEMO-A CCCA Enter Collection Comnents csr 6024
Coimpany.......: 10 DEMO1 COHP#1
Account.......: 22004 ——LControl—Nane
Control Number:
12345678 BRUCE MCGOVERN
Last Payment..: 10999 DOLLAR.KAREN
711 JOE'S AUTD TRADER

[l Promised action: 25723 REHMAN, DALE

N Dealer action..: 125846 SMITH,JOE

N Promise Date...: 10896 HATTS,CINDY

EY A/R Conment....:

Entered—Pronised aAction / D omnised

Select a Control Number, then Press <ENTER>.

[Telixit | @Bcearch |

Figure 24. Control Number Selection Window

Use the arrow keys or the F9=Search command key to find the name or control
number you want, and then press Enter to select it.

16 © August 2006 ADP, Inc.
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The order of the
labels for Action [~
fields 1 and 2, and

for the P) and D) 01/01/04 P)CUSTOHER IS HAITING ON BANK ASSISTANCE
comments in the DIHAIT UHTIL MEXT STATEMENT CYCLE

Action table, PURCHASES IN 40-03
depends on the

settings you choose

in the Organi

Collection Screen | |Enter Selection (1/2/3/4/1/N/P):

5. The program displays the comments maintenance screen for the selected
customer.

DEMD-A CCCA Enter Collection Comnents csr 6024
Company.......: 10 PHYNE HOTORS BRUCE HCGOVERN

Account.......: 22004 123 MAIN STREET

Control Humber: 12345678 HOMETOMN TX 75077

MR 972-555-1234
Last Payment..: 04/15/2004 USTOMER HAS A BALANCE

Promised Action:
Dealer action..:
Promise Date...:
A/R Comment....: LOCAL PARTS SPECIALIST

romised action / Dealer Action Pronised

03/24/03 P)CUSTOHER HADE PARTIAL PAYHEWT COVERING

ze <nore belou>

(@E-cip | E&save/ixit § 28 R int | I

Figure 25. ECC - Enter Collection Comments Screen (example data)

To move through the table of comments for a customer, use the PageUp and
PageDn keys.

Adding Collection Comments

To enter a comment about an Action or related information, press the number (1
through 4) that corresponds to that field.

e Press 1 to enter a comment regarding Promised Action information, that is, a
summary of what the customer has said regarding his or her attempt to pay the
outstanding balance.

e Press 2 to enter a comment about the Dealer Action that will or must be taken to
confirm or ensure the customer's promise.

The comment window allows you to enter as many lines as you need. Refer to
the text window command line and the F1=Help feature to use the editing
function keys.

Each comment you enter in the Action fields is automatically added to the table

of comments for this control number, with the date the comment was added listed

to the left. In the middle column of the table, Promised Action comments are
preceded by P), and Dealer Action comments are preceded by D).

Note. Your setups in the Organize Collection Screen (OCS) control the order in
which the Promised Action and Dealer Action fields appear on the ECC screen
(and whether the Promised Action field appears at all).

e Press 3 to enter the date the customer has promised to complete the Promised
Action. Type a date value in an ADP standard format, or press T to enter the
current date, and then press F3 to save your entry.

Promise Dates you enter are added to the Action table in the right-hand column.
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o Press 4 to enter a general comment about this receivable. Type the comment and
then press F3 to save it. Note that the A/R Comment is not associated with a
particular date.

To save comments added to a control number record, press F3=Save/Exit. Or, to
cancel all changes, press F4=Cancel/Exit.

To quit the ECC function, press F3 twice from the Control Number field.

Displaying Open Invoices
If the current customer record has associated invoice data, the ECC screen will
include an | command in the Enter Selection prompt.

Press | to display the list of invoices.

DEMO-A CCCA Enter Collection Comnents csr 6024
Company.......: 10 PHYHE HOTORS BRUCE HCGOVERN

Account....... 1 22004 123 MAIN STREET

Control Humber: 12345678 HOHETOHN TX 75077

MR 972-505-1234
Last Payment..: 04/15/2004 USTOHER HAS A BALANCE]

—Open Invoice Listing
Past Due Invoices for BRUCE MCGOVERN

Account Custs Refer Due Date Age Balance
22004 123495678 92371 07/03/2003 302 882.95
92371a 04/15/2004 15 -100.00

782.95

The number of days |+
in the Age column is
calculated from the

last day of the open
Use Arrou Keys, PgUp, PgDn, Home, End for Navigation, or Press a Function Key.

month || ges-Erym i1Fs-ZNIXE iFo-TXRE

Figure 26. Past Due Invoices Display Window

Use the arrow and other navigation keys or the F9=Search command key to scroll
through and look up specific entries in the Open Invoice Listing window.

Press F3=Exit to return to the main ECC screen.

Printing Collection Comments

To print the listing of comments for a customer record, press F5=Print and then
follow the usual ADP printing prompts.

Deleting/Purging Collection Comments
To clear data from the Action comments table for a customer record:
1. Press Del.

elect an Option

Purge Comments

Delete Entire Record
Don't Delete Anything

Figure 27. Delete Options
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2. Choose the Purge Comments option.

3. Atthe purge Comments Prior To prompt, enter an ADP system date and
then press Enter.

4. At the confirmation prompt, press Y. The program removes all Action comment
data in the table earlier (but not including) the date entered in the previous step.

Deleting a Comments Record

To remove the entire collection comments record:
1. Press Del.

2. Choose the Delete Entire Record option.

3. At the confirmation prompt, press Y. The program returns you to the Control
Number field.

Navigating Collection Comment Records

To move through the list of control numbers that are associated with the current GL
company and account number, use the N=Next and P=Previous command keys at the
Enter Selection prompt.
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Cash Collection Analysis Reports

Use the instructions in this section to generate Cash Collection Analysis reports
containing over-age data for individual customer transactions, accounts receivable
position data, and a listing of customer promise dates and action comments.

Generating the Over-Age Summary and Detail Reports
To list customer receivables that have aged past the Days setting in the SRB screen:
1. At the main CCCA menu, choose the option for OAD - Over-Age, A/R Position

Reports.
DEMO-A CCCA Over-Age Detail Reporting csr 6021
Company......: Include Credits:

Balance Type...:
Process Date...:
Accounts.......:

Report Type..:
Report Option:

Enter a Company Number, Press F3 to Exit, or Press F12 for a Listing.

(aEo1p [ 28Exit | @E8Conpany Listing |

Figure 28. OAD - Over-Age, A/R Position Reports Screen

2. Enter a GL company number, or use the F12=Company Listing command key to
select one. The program prompts for the report type.

DEMO-A CCCA Over-Age Detail Reporting csr 6021

Company......: 1 ADP HMOTORS Include Credits: ¥

Report Type..: Balance Type...: all Non-Zero Balances

Report Option: Process Date...: 09/30/2006
ficcounts....... I ALL

eport Type
Sunmary
Detail

A/R Position
F &I

Figure 29. Report Type Selection List

3. For the Over-Age report, choose either the Summary or the Detail option. The
program prompts for a sort option.
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The pound sign (#)
indicates that a
note has been
added on that date

eport Option

Sort By Control
Sort By Amount
Sort By Hane

Figure 30. Report Option Selection List

Choose one of the four sort options for your summary or detail report.

At the Include Credits field, enter Y for Yes if you want credit transactions in the
report as well as outstanding balances owed by customers. Enter N for No if you
want the generated report to show only debits against the selected accounts.

Note. Choose Y for Yes at this field if you want to use the OAD report to
reconcile transactions in AGRI. See the F1=Help command key for more
information.

After you complete the Include Credits field, the system automatically prompts
you for a balance type. Select one of the displayed options.

Note. The default selection (All Non-Zero Balances) shows all control numbers
with either negative or positive account balances. Use this option if you want the
OAD report to match AGRI. See the F1=Help command key for more
information.

At the Process Date field, enter the ADP system date through which you want to
generate collection account data.

To use the Calendar feature to select a date, press F12=Calendar at the Date
prompt.

DEMO-A CCCA Over-Age Detail Reporting csr 6024
Company......: 10 DEMO1 COMP#1 Include Credits: ¥
Report Type..: A/R Position Balance Type...: All Non-Zero Balances

Report Option:

APRIL of 2004
SUN HON TUE WED THU FRI SAT

1 2 3

\ a s/ 8 7 8 9| 10

1| Te—al 14| 15| 18| 17

18 19 20 21 22| # 23 24

es| 26| 27| =28 =29

Use the navigation keypad to select a date.

2B-cip | Fhotes | Ehsavo/exit | lcoto | Gl Notes #

Figure 31. Calendar Date Selection Screen

Use the arrow keys and the PageUp and PageDn keys, or the F5=Goto command
key, to find the date you want for the Over-Age report, and then press Enter to
select it.

© August 2006 ADP, Inc.
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To add a note to a calendar date, move to that date in the table and press
F2=Notes. Type your note and then press F3 to save it.

DEMD-A CCCA Over-age Detail Reporting csr 6024
Company...... : 10 DEMO1 COMP#1 Include Credits: ¥

Report Type..: A/R Position Balance Type...: All Non-Zero Balances
Report Option: otes for csr on 23 APR 0O

0AD setups conplete

Figure 32. Calendar - Notes Example (partial)

For more details on using the Calendar or the Notes features, use the F1=Help
command key.

8. After you complete the Date field, the system automatically prompts you to
select accounts for the report.

DEMD-A CCCA Over-aAge Detail Reporting csr 6024

Company......: 10 DEHO1 COMP#1 Include Credits: ¥

Report Type..: Detail Balance Type...: All Non-Zero Balances

Report Option: Sort By Control Process Date...: 04/30/2004
Accounts.......: ALL

cocounts
groeoo |
420500
422000
422001
422004
426300
466201

Figure 33. Accounts Selection List

By default, all accounts set up for collection tracking are selected. For any
account that you do not want to include in the Over-Age report, use the arrow
keys to move to that line, and then press Enter to clear the selection. Press
F3=Continue when you have the appropriate accounts selected in the window.

9. To modify the selection criteria before you generate the report, press F2 and
return to step 3. To start generating the report, press F5=Run Report.
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rts

10.

SUHHary Report - &

Over-Age Sundary Report - CoMpany 1 AOP HOTORS as of 19/30/16
Pun on 0971306 at 09:46PH
sk Dug to Filtering, Account Balances HAY WOT Reflect AGRI Balances #ek

Haw

[ust# Custoner Hate ficcount s Day Due Days Dealer Action / Pronised Action

12340678 HCGOVERN , BRUCE 200 0 882.95 27 (P] PROMISED BY EOM
(07 REIEW TO SEE
Last CoWdent: 08/14/03 ek Pronised: 08/19/03
10896 WATTS, CINDY 200 0 b I
710 BIG AL'S USED CARS 205000 3200000 14
711 JOE'S AUTO TRADER 205000 -8,v0t00 @
won Total for 20500 - 453,15
#4ek Total for ALl Accounts: """i&jééﬁiié

Use Arrow Keys, Palp, PgOn, Howe, End for Wavigation, or Press a Function Key.

(8 | i | ot

Figure 34. Over-Age Summary Report (example)

DEMO-A CCCA Over-fge Detail Report - Sort By Control
Over-Age Detail Report - Company 10 DEMO1 COMP#1 as of 04/13/04
Run on 04/13/04 at 02:44PH
*x Due to Filtering. fAccount Balances HAY NOT Reflect AGRI Balances *x

csr 6024

Account.: 20500 Days: 0

Customer: 100 CITY CAR PARTS 503-555-2929

Invoice DueDate Days 0-5 6-10 11-15 16-30 31-99999
153-66 17APRD4 13 2208.33
1919-19 18APRD4 12 31950.00
1919-19 18APRO4 12 26625. 00
1919-19 18APRD4 12 31950.00
1919-19 18APRO4 12 26625. 00
100-25 29APR04 5] 10975.00

100-25 249APR04 5] 13312.50

100-26 28APR04 2 13584. 00

Bucket Total: 13584.00 24287.50 119358.33
Total: 157.229.83

<more above/belou>—
Use Arrou Keys. Pgup. PgDn. Home, End for Navigation. or Press a Function Key.

(TERExi J e int J ilexport N [Bearch |

Figure 35. Over-Age Detail Report (example)

Use the navigation keys to view the remainder of the report or the F9=Search
command key to find specific text strings in the report window.

To print the report, press F5=Print and then follow the usual ADP printing

prompts.

To create an electronic data file version of the report, press F6=Export.
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Reflection version is 8
Please select a file destination....

Figure 36. File Format Selection Dialog Box

The program prompts for a file type. Select either the Comma-Separated Value
(CSV) option or the Microsoft Excel (XLS) option, and then click OK.

Use the Windows Explorer feature to navigate to the folder on your
Reflection PC where you want to save the file, and then enter a filename.

Note. The F6=Export feature is not available in the w.e.b.Suite version of CCCA.

11. Press F3=Exit to close the report window and return to the main CCCA menu.
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Generating the Accounts Receivable Position Report
To list the running balances on A/R accounts defined as Cash Collection Analysis

receivables:

1. At the main CCCA menu, choose the option for OAD - Over-Age, A/R Position
Reports.

2. Enter a GL company number, or use the F12=Company Listing command key to
select one. The program prompts for the report type.

3. Atthe Report Type selection window, choose the A/R Position option.

4. Atthe Include Credits field, enter Y for Yes if you want credit transactions in the

report as well as outstanding balances owed by customers. Enter N for No if you
want the generated report to show only debits against the selected accounts.

Note. Choose Y for Yes at this field if you want to use the OAD report to
reconcile transactions in AGRI. See the F1=Help command key for more
information.

At the Process Date field, enter the ADP system date through which you want to
generate collection account data, or use the F12=Calendar command key to select
a date in the calendar window.

DEMD-A CCCA Over-age Detail Reporting csr 6024

Company......: 10 DEMO1 COMP#1 Include Credits: ¥

Report Type..: A/R Position Balance Type...: All Non-Zero Balances

Report Option: Process Date...: 04/30/2004
Accounts.......: ALL

—Receivables Titles

$A7R HHOLESALE

$ACCTS REC. PARTS/SERVICE
$cIT

4COMH DRAK REC

4CONTRACTS IN TRANSIT 1
#HANUFACTURER REBATES
$HARRANTY

Figure 37. Receivables Titles Selection List

The program displays the list of receivables defined in the SRB screen. For any
receivable title that you do not want to include in the A/R Position report, use the
arrow keys to move to that line and press Enter to clear the selection. Press
F3=Continue when you have the appropriate titles selected in the window.

To modify the selection criteria before you generate the report, press F2 and
return to step 3. To start generating the report, press F5=Run Report.

© August 2006 ADP, Inc.
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DEMD-A CCCA A/R Position Report csr G019
A/R Position Report - Company 1 ADP MOTORS as of 04/15/04
Run on 04/15/04 at 03:52PH

Category 20500: 20500

Balance 0-30 31-60 61-90 91-120 121-99999
1,206,617.99 1,140,483.38 0.00 0.00 G6.134.61 0.00
94.51% 0z 03 5.48% 0z

Category ACCOUNTS REC PARTS/SERVI: 22000
Balance 0-30 31-60 61-90 91-120 121-99999
0.00 0.00 0.00 0.00 0.00 0.00
0 0% 0 0z 0

Category TEST: 32100

Balance 0-31 32-999 1000-99999
0.00 0.00 0.00 0.00
0 0x 0z

Use Arrod Keys, PgUp, PgDn, Home, End for Navigation, or Press a Function Key.

(TEgexit § EBrrint | EHEport |

Figure 38. Accounts Receivable Position Report (example)

Use the navigation keys to view the remainder of the report or the F9=Search
command key to find specific text strings in the report window.

To print the report, press F5=Print and then follow the usual ADP printing
prompts.

To create an electronic data file version of the report, press F6=Export.

Reflection version is 8
Please select a file destination....

Figure 39. File Format Selection Dialog Box

The program prompts for a file type. Select either the Comma-Separated Value
(CSV) option or the Microsoft Excel (XLS) option, and then click OK.

Use the Windows Explorer feature to navigate to the folder on your
Reflection PC where you want to save the file, and then enter a filename.

Note. The F6=Export feature is not available in the w.e.b.Suite version of CCCA.

26
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9.

Press F3=EXxit to close the report window and return to the main CCCA menu.

Generating the F&I Report

To list aged customer receivables along with Finance & Insurance information:

1.

At the main CCCA menu, choose the option for OAD - Over-Age, A/R Position
Reports.

Enter a GL company number, or use the F12=Company Listing command key to
select one. The program prompts for the report type.

At the Report Type selection window, choose the F&I option. The program
displays the FI Logon field.

DEMO-A CCCA Over-fAge Detail Reporting osr G007
Company......: 1 ADP MOTORS Include Credits: ¥

Report Type..: F & I Balance Type...: All Non-Zero Balances
Report Option: Process Date...: 06/30/2004

FI Logon.....: JEEOIEE I Accounts.......: ALL

Figure 40. Running the F&I Report Type

Enter the F&I application account (name-FI) you want to use for this report.

Note. The FI Logon field is only activated if you have more than one F&I
application account.

Press Enter to choose the Sort by Days option.

At the Include Credits field, enter Y for Yes if you want credit transactions in the
report as well as outstanding balances owed by customers. Enter N for No if you
want the generated report to show only debits against the selected accounts.

Note. Choose Y for Yes at this field if you want to use the OAD report to
reconcile transactions in AGRI. See the F1=Help command key for more
information.

After you complete the Include Credits field, the system automatically prompts
you for a balance type. Select one of the displayed options.

Note. The default selection (All Non-Zero Balances) shows all control numbers
with either negative or positive account balances. Use this option if you want the
OAD report to match AGRI. See the F1=Help command key for more
information.

At the Process Date field, enter the ADP system date through which you want to
generate collection account data, or use the F12=Calendar command key to select
a date in the calendar window.

After you complete the Date field, the system automatically prompts you to
select accounts for the report. By default, all accounts set up for collection
tracking are selected.

© August 2006 ADP, Inc.
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For any account that you do not want to include in the Over-Age report, use the
arrow keys to move to that line, and then press Enter to clear the selection. Press
F3=Continue when you have the appropriate accounts selected in the window.

10. To modify the selection criteria before you generate the report, press F2 and
return to step 3. To start generating the report, press F5=Run Report and then
follow the usual ADP printing prompts.

Over-Age F & I Report - Sort By Days

Over-Age F & I Report - Conpany 1 ADP HOTORS as of 09730706
Fun on 0914706 at 01:458H
ek Due to Filtering, Account Balances HRY NOT Ref lect AGRI Balances s

Brank
Aecty  Custs Days Due Custober Made Dea 14 Stk Code FIHgr 5LS CoHHent s

HAX DAYS FOR ACCOLMTE 20500= 0

20500 12390678 27 982,95 HCGOVERM BRUCE 92871
20500 10896 27 -21.10 HATTS, CINDY 92369
20500 1014 3,200.00 BIG AL'S USED CRRS 10300

20500 T8 -B,701.00 JOE'S AUTD TRADER CHIT2006

lse Arron Keys, PgUp, PgOn, Hone, End for Mavigation, or Press a Function Hey.

¥ F-iEH Fo-2El

Figure 41. F&I Report (example)

11. Use the navigation keys to view the remainder of the report or the F9=Search
command key to find specific text strings in the report window.

To print the report, press F5=Print and then follow the usual ADP printing
prompts.

To create an electronic data file version of the report, press F6=Export.

Reflection version is 8

Figure 42. File Format Selection Dialog Box

28 © August 2006 ADP, Inc.



Cash Collection Analysis Reports

The program prompts for a file type. Select either the Comma-Separated Value
(CSV) option or the Microsoft Excel (XLS) option, and then click OK.

Use the Windows Explorer feature to navigate to the folder on your
Reflection PC where you want to save the file, and then enter a filename.

Note. The F6=Export feature is not available in the w.e.b.Suite version of CCCA.

12. Press F3=Exit to close the report window and return to the main CCCA menu.

Generating the Promise Date Listing

To list the Promised Action and Dealer Action comments entered for customer
records in the ECC screen:

1. At the main CCCA menu, choose the option for PDL - Promise Date Listing.
2. Select a GL company for the listing. (The company selection list appears only if

you have multiple companies defined in your General Ledger application.)

PDL: Promise Date Listing

Hould you like this on the lineprinter (Y/N/S=Slave) ? |}

ontrol number

Sort Hethod ... Y romnise date
ane

Beginning Pronise Date:
Ending Promise Date:

6011 LOGONJIIES ELILE ADP MOTORS, INC

Figure 43. Promise Date Listing - Report Definition

At the Lineprinter prompt, enter Y for Yes if you want to print the listing on a
system printer, S if you want to print it on an attached slave printer, or N to send
the listing to the terminal screen.

At the Sort Method field, enter P to sort by promise date, C to sort by control
number, or N to sort by name.

At the Beginning Promise Date field, enter an ADP system date, or enter T for
the current date, or enter ALL to generate the entire listing.

If you enter ALL, the program skips ahead to step 7.

At the Ending Promise Date field, enter a later ADP system date, or enter T for
the current date.

Atthe oK to Continue prompt, press Enter.

© August 2006 ADP, Inc.
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PROHISE DATE LISTING (ACCTS REC PARTS/SERVICE] AOP HOTORS, IMC. RS OF 13 APR 2004
ALL PRONISE DATES SELECTED

RUN OW 20:16:14 13 APR 2004 PAGE 3
Cantro ... BaHe. oo Aecount. .. Prodise. . Pronised Action............. Dealer Action.....ocoooeeees
Date
10060 SHITH, JIH 2ennn 1202642000 TO PRY BY 12.26.00 GALL FOR FOLLOW-UP OM
12 28,00
REC HARD, OLGA 2znan POSSIBLE OUT OF

STATE MOVE?

et

Key <RETURMZ to Continue or <CHTRL>-X to Stop :

Figure 44. Promise Date Listing (example)

(Screen report only) Press Enter to page through the listing. When you reach the
last page, press Enter to return to the Lineprinter prompt at step 3. Press Enter
again to return to the main CCCA menu.
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Managing the Customer Exception List

The CCCA exception-list feature lets you specify customers who may have over-
aged accounts, but whom you do not want to list on your Cash Collection Analysis
reports.

Use the procedures in this section to add or remove customers from the exception list,
and to print the exception list for reference.

Adding Customers to the Exception List
To add a customer to the CCCA exception list:

1. At the main CCCA menu, choose the option for BLA - Customer Exception
Listing.

2. Select a GL company for the listing. (The company selection list appears only if
you have multiple companies defined in your General Ledger application.)

DEHMO-A CCCA BLA - Customer Exception List csr 6024

Company: 10 DEMO1 COHP#1

BLC aAdd/Remove Customer From Exception List

COD Print Customer Exception List

Use Arrou Keys to Navigate. then Press <ENTER> to Select.

(T&EHe1p || Elexit |

Figure 45. Customer Exception List Menu

3. At the Customer Exception List menu, choose the option for BLC -
Add/Remove Customer from Exception List.
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Add or Remove Customer from Exception List
Conpany: 10

Enter a customer ID to identify this company
or custoner . This ID should have no spaces

land be no longer than 15 characters in length.

Enter Company/Customer ID ][RR . |

Il Enter Company/Customer Name. .
Enter Reason or Comment......
Enter Phone Mumber...........

IEJ Enter Authorized by..........

602 X DEHO-A BT ADP HOTORS, INC

Figure 46. BLC - Add/Remove Customer from Exception List Screen

At the Enter Company/Customer ID prompt, type a new, unique ID code for
the customer you want to enter. ID codes may be up to 15 alphanumeric
characters and must not contain spaces.

At the Company/Customer Name field, enter the name of the customer for
purposes of the Exception List report.

At the Reason or Comment field, enter a short note of explanation why the
customer is on the exception list.

At the Phone Number field, enter the customer's contact number.

At the Authorized By field, enter your name, or the name of the person who
authorized the company or customer to be added to the exception list.

At the BLC command line, enter FI to save the record and return to the prompt at
step 4. Continue adding customers, or press Enter at the prompt to return to the
BLA menu.

Removing Customers from the Exception List
To remove a customer from the CCCA exception list:

1.

At the main CCCA menu, choose the option for BLA - Customer Exception
Listing.

Select a GL company for the listing. (The company selection list appears only if
you have multiple companies defined in your General Ledger application.)

At the Customer Exception List menu, choose the option for BLC -
Add/Remove Customer from Exception List.

At the Enter Company/Customer ID prompt, enter the unique ID code for
the customer you want to remove. The program displays the complete record
entered for the customer.

At the BLC command line, enter D to delete the record.
At the confirmation prompt, enter Y.
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7. The program returns you to the prompt at step 4. Continue removing (or adding)
customers, or press Enter at the prompt to return to the BLA menu.

Printing the Customer Exception List

To print the current list of customers on the CCCA exception list:

1. At the main CCCA menu, choose the option for BLA - Customer Exception
Listing.

2. Select a GL company for the listing. (The company selection list appears only if
you have multiple companies defined in your General Ledger application.)

3. Atthe Customer Exception List menu, choose the option for COD - Print
Customer Exception List.

Send Output to: ? ] ferninal, Flave or Bine Printer

6024 DEMO-# BT aDP HOTORS, INC.

Figure 47. Printing the Customer Exception List

4. Atthe send output To prompt, enter the letter for the output location you
want to use. Enter L if you want to print the listing on a system lineprinter, S if
you want to print it on an attached slave printer, or T to send the listing to the
terminal screen.

*%¥ CUSTOMER EXCEPTION LIST *xx ADP HOTORS, INC. AS OF 13 APH 04

RUN ON 19:12:18 13 aPR 2004 PAGE 1
.............. CUSTOMER...... REASDON......... ADDRESS........ PHONE.......
NAME
EXx10
100x10 CITY AUTOD SALE LONG TIME CUSTO 909-555-1414
5 HER

<CONTROL><X> to stop]]

Figure 48. COD - Customer Exception List (example)

5. (Terminal option only) When the report finishes printing to the screen, press
Ctrl-X to return to the BLA menu.
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