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  Introduction 

Introduction 
The Schedule Aging Report (CSAR) application provides a way for you to print an 
aging report for any account on a standard Accounting schedule. You can produce an 
aging detail report, a summary version, and a detail version for specific automotive 
makes. 
The features in CSAR let you customize the range of dates for aging buckets, the 
report captions, and the contents of each report you generate. 

Overview 
This guide provides information for accessing, setting up, and generating the 
Schedule Aging Report. 

Schedule Aging Report and ADP w.e.b.Suite 
As noted in the section on Accessing CSAR on page 2, the CSAR 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 Schedule Aging Report 
Earlier versions of the CSAR application ran under different function code names in 
the Advanced Elite environment, including SAR and CI-SAR.  
The function code CSAR replaces any earlier code names used on your ADP system. 
CSAR also appears on the Car!nk (CI) menu on all updated ADP systems (in the 
Accounting application account). 
 

Navigation 
• Make sure that the Caps Lock feature is on. 
• Use the arrow keys to move between fields. 
• After typing data into a field, press Enter to move to the next field. 
• Use F1 to view the extensive online help. 
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Accessing CSAR 
The CSAR 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 Schedule Aging Report 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 CSAR application. 

CSAR in Advanced Elite 
Follow these steps to access CSAR from the User Security Menu, in the ADP 
Advanced Elite environment. 
1. Log on to your Accounting (name-A) application account. 

 
Figure 1. CSAR Login and Function Code 

2. At the Function Code field, enter CSAR. 

 
Figure 2. CSAR Main Menu 
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The Car!nk (CI) Menu 
CSAR can also be reached through the CI menu on your Accounting application 
account. 

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. 

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

3. Choose CSAR from the menu. 

CSAR in w.e.b.Suite 
Follow these steps to access CSAR in the w.e.b.Suite environment. 
1. At the Welcome page, enter your user ID and password, and then click Login. 
2. Open the Menu Navigator panel. 
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Figure 4. Menu Navigator 

3. In the Function field, enter CSAR. 
-OR- 
In the Menu Tree, open the Accounting (name-A) application group, then open 
the Car!nk Menu, and then select CSAR-Schedule Aging Report. 

 
Figure 5. CVLA Menu - w.e.b.Suite Interface 
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Schedule Aging Report Main Screen 
The menu at the top of the Schedule Aging Report screen provides access to each 
feature of the program.  
See the remaining topics in this document to set up your report captions and aging 
buckets, and to print the summary and detail reports. 
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Setting Up the Schedule Aging Report 
The CSAR setup functions allow you to customize CSAR to best fit the needs of your 
dealership. 

Aging Buckets 
To define the report columns and date ranges for aging: 
1. Log on to your Accounting (name-A) application account. 
2. At the Function Code field, enter CSAR. 
3. Press A to open the Aging menu command. 

 
Figure 6. Aging Setup Screen 

4. In the Heading column, enter a title for each of the five aging data columns on 
your reports. 

Note. Unless you change the Begin and End values to adjust the date ranges, use 
the default values provided in the Heading column. 

5. In the Begin and End columns, enter the number of days for the start and the end 
of each column's aging date range. For report continuity, the Begin date for each 
row (after the first) should be one greater than the End date in the preceding row. 

Tip! For row 1 (default heading: 'Current'), use a value of 0 (zero) in the Begin 
column. For row 5 (default heading: '120+'), use a value of 99999 in the End 
column. 

6. Press F3=Save/Exit to close the screen and return to the CSAR main screen. 
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Report Content Options 
To define what optional data you want to include on your reports: 
1. Log on to your Accounting (name-A) application account. 
2. At the Function Code field, enter CSAR. 
3. Press O to open the Options menu command. 

 
Figure 7. Options Screen 

4. In field 1, press the spacebar to switch between the options for Yes and No. 
Choose Yes if you want data from Open-Item Accounts Receivable accounts to 
appear on your aging report, or No if not. 

5. In field 2, press the spacebar to switch between the options for YES and NO. 
Choose Yes if you want to include a Contra column (offset balances) on your 
aging report, or No if not. 
If used on your reports, the Contra column displays credit entries posted for the 
control number (for debit-balance type accounts) or debit entries posted for the 
control number (for credit-balance type accounts). 

6. In field 3, press the spacebar to switch between the aging options for the Make 
Detail report option. Choose ACCOUNTING if you want to calculate the aging 
of vehicles based on the Accounting date, or choose CAR-INV if you want to 
calculate aging based on the Inventory date. 

7. Press F3=Exit/Save, and then select the Save changes option. 
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Running the Report 
When running the Schedule Aging Report, you must choose an ending date (for 
calculating aged schedules), a report style, and the schedules and accounts you want 
to use. You can also select multiple reports to run in one session.  
After each schedule's report is complete, the program returns you to the appropriate 
selection window so that you can continue running additional reports if you choose. 
To run reports: 
1. Log on to your Accounting (name-A) application account. 
2. At the Function Code field, enter CSAR. 
3. Press Enter (or R) for the Reports menu command. 

 
Figure 8. Selecting a Report Date 

4. Enter a date against which to calculate aging for the schedules on your report(s). 
5. After entering a report date, choose the style of report you want to generate. 

 
Figure 9. Report Style Dialog Box 

Use the arrow keys to select the report style you want, and then press Enter. 
– The Detail option generates a report of aged balances for each item on the 

schedule, by control number. 
– The Summary option generates aging data for each account selected in the 

steps that follow. 
– The Detail and Summary option generates both of the above report styles. 

Note. If you have set the option for open-item A/R accounts to appear on the 
aging report, those transactions are automatically selected for the Summary 
report format. For more information on setup options, see Report Content 
Options on page 7. 

– The Make Detail option generates a report of aged account balances by 
vehicle stock number, and includes the age, in days, of the inventory. 
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6. In the Company Number dialog box, move to the company you want to run the 
report against and then press Enter to select it. You can select more than one 
company for aging reports. Press the asterisk key ( * ) to select all company 
numbers. 

7. Press F3=Accept/Continue to proceed to the Schedule selection window. 

 
Figure 10. Selecting Schedules for Detail and/or Summary Reports 

The Schedule window displays the schedule numbers, descriptions, and 
corresponding account numbers that have been set up for each company. (Not all 
companies will necessarily use every available schedule.) 

 
Figure 11. Selecting Schedules for the Make Detail Report 

The Schedule window for the Make Detail report style is limited to accounts 
based on inventory and vehicle-make data. 

8. Press Enter for each schedule you want to include in your report. Use the Up and 
Down arrow keys to move around the window, or look for specific text strings in 
the list using the F9=Search command key. 

9. When you are done selecting schedules, press F3=Accept/Continue to proceed. 
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10. At the Printing Options dialog box, select Line Printer to print the report or 
Screen to display it on your terminal. (To browse through a screen report, use the 
Enter key.) 

11. When each report is complete, press F3 to continue to the next selected report. 
When the final selected schedule report is complete, press F3 to return to the 
company prompt. 

12. Repeat the report process starting at step 6, or press F3 three more times to return 
to the CSAR main screen. 

Report Examples 
This section shows a few example Schedule Aging Report runs. 

 
Figure 12. Detail Report - Example 
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Figure 13. Summary Report - Example 

 
Figure 14. Summary & Detail Report - Example (partial) 
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Figure 15. Make Detail Report - Example 
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Report Column Descriptions 
The title block on each report shows the report style (if not a summary), the date the 
report was run, the company number, and the selected schedule number(s). The 
remaining portion of each report shows the aging data under the customized column 
headings. 

 

For Detail reports: 

Control, Control 
Description 

Account entry control number and description 

Age Number of days since the balance was first entered 

Account Account number 

Total Balance Sum of aged column balances 

Contra Offset account balance 

Current, 30-60, etc. Aged balances 

 
For Summary reports: 

T Account type 

Account, 
Description 

Account number and description 

Contra Offset account balance 

Current, 30-60, etc. Aged balances 

Total Sum of aged balance columns 

 
For Make Detail reports: 

StockNo Vehicle inventory stock number 

Model, Make Vehicle make and model code 

Age Number of days the vehicle has been in inventory 

Account Account number 

Total Balance Sum of aged balance columns 

Contra Offset account balance 

Current, 30-60, etc. Aged balances (inventory value) 

Cnt Vehicle count (subtotal by make) 

 
Note that the Contra column only appears on the reports if you have enabled that 
option in the setups. For details, see Report Content Options on page 7. 
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