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Session One   

Credit Control Reporting 

Objectives 

At the end of this session you will be able to: 

• Complete the credit control tab 

• Produce credit control reports 

• Vary ageing periods on your reports 

• Use the chase debt and manage payments screens 
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Introduction 

Credit control is essential in any business that has customers buying on credit. It is very 
important that we know who owes us money, how much and how old the invoices are. 
Answering these questions helps achieve a healthy cash flow, which is arguably as important 
a measure of a business’s success as the profit it makes.  

In this session we will begin by establishing trading terms with our customers and then 
looking at reports we can produce that will answer the above questions. We will also be 
looking at the supplier side, to find out who we owe money to.  

The credit control tab 

When formalising trading terms with your customer, you must make sure to enter all the 
necessary information on the Credit Control tab of the Customer record. This will make all 
the information available to you at any time and ensure that the reports in Sage 50 Accounts 
display accurate information: 

Terms section 

Credit Limit: Enter the credit limit granted to the customer. The account will display in red if 
this limit is exceeded. 

Settlement Due (days): If you offer an early settlement discount enter the number of days 
within which you must receive payment in order for the customer to qualify. 

Settlement Discount (%): Enter the early settlement discount percentage (if offered) 

Payment Due (days): Enter the number of days in which payment is due from the date 
of an invoice. 
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Average Time to Pay: Number of days on average taken by this customer to pay 
invoices. 

Trading Terms Text: Enter payment terms here. This text can then be printed onto 
your invoices or statements. 

Credit Ref: Enter a reference given by the credit bureau for this customer. 

Bureau: Select the name of the credit bureau from the drop down list. These can be 
set-up within Settings > Internet Resources. 

Priority Customer If the customer is to be regarded as a priority customer, select this 
check box. 

Credit position: Select your preferred setting from the list. 

Account status: Select the correct account status for this customer from the list. 
Additions to this list can be made through Settings > Configuration > Account Status tab 
(covered in Session Three) 

DUNS Number DUNS number is a unique numbering identifier to a single business (Data 
Universal Numbering System) using an E Market place called Zanzibar.  

Credit Review section 

This is used to record dates for credit reviews, application dates and any other memorandum 
information. 

Restrictions section 

Can charge credit: To use the credit charges wizard to apply interest charges for late 
payment to this account, select this check box. 

Terms agreed: If you have agreed credit terms with your customer, select this check 
box. 

Restrict mailing: To exclude this customer when printing overdue letters, select this 
check box. (covered in Session Two). 

Account On Hold: If this check box is selected, the customer account is marked on hold 
(covered in Session Three). 
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On-screen debt reporting 

On-screen debt reporting option, that is particularly useful when dealing with telephone 
enquiries that need a quick answer. To access this, select the Aged Debt button from the 
Customers screen. You are then prompted to select your dates:  

  

Aged Balance Report Date: This is the date in which you want to include invoices up to. For 
example, if chasing debts up to the end of July, enter the 31st July. 

Include Payments Up To: Any payments made after the specified date will be excluded, 
thus enabling the option of Retrospective Ageing. For credit control purposes use today’s 
date to ensure you do not chase invoices that have just been paid. 

Click OK. 

The aged balance window appears showing the grand total of any outstanding invoices by 
ageing period for each customer. To see the actual invoice details for these debts, highlight a 
customer and press the Detailed button:  

Select the Graph tab to view this information in the form of a 
graph. 
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Aged debtors reports 

Select Customers > Reports to access debtors reports. They are available in four main 
formats from the Aged Debtor Report folder. They are Aged Debtors Analysis Summary, 
Contacts, Detailed and Drillable. 

All of the above reports can be run for a specific range of customers or dates by using the 
Criteria Values screen:  

If you want to include any transactions dated after the report date, choose to Inc Future 
Tran. 

By Excluding Later Payments any money that you have received after the specified date 
will be ignored. In essence the report runs as if you had never received / paid the money. 
This allows you to run retrospective reports, which is usually done when printing month end 
reports.  

 As well as using the calendar to change the date ranges you can use the pencil icon:          

      to select from a list of predefined options: 


