
Reference — Sales and Cash Receipts Cycle Activities

Prepare a Statement for Accounts Receivable
The Create Statements window is used to create various account statements, 
including an Accounts Receivable Statement, which can then be sent to a customer. 
No accounting entries occur.

Quick Reference Table
Step Box or Other Location Procedure

A Home Page Click the Statements icon under Customers.

B Statement Date Accept the end of period default date or edit.

C

Statement Period  
From and To  
–or– 
All open transactions  
as of Statement Date

Accept the default radio button setting or select the next option.

D

Statement Period 
From and To 
(If another radio button is 
selected, skip this step.)

Accept the default dates to create a monthly statement or change 
dates.

E Select Customers

Accept the default All Customers setting or select the desired radio 
button.

For Multiple Customers, click the Multiple Customers radio button, 
click the Choose button, and select the desired customers in the Print 
Statements window, then click OK (not shown).

For One Customer, click the One Customer radio button, then select 
the customer from the drop-down list (not shown).

F Select Additional Options
Complete this section by adding and/or removing check marks to be 
consistent with the information that is to be included in the customer 
statement(s).

G Preview button
Click the Preview button to verify that the information displayed is 
correct. Then click the Close button to return to the Create Statements 
window.

H Print / Close buttons Click the Print button if a printout is desired, or click the Close button.
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Prepare a Statement for Accounts Receivable
QuickBooks windows
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Reference — Sales and Cash Receipts Cycle Activities

Prepare a Statement for Accounts Receivable
QuickBooks windows ( continued )

Statement
Date

12/31/2021

To:

McCarthy's B&B
511 Mansion
Columbus, OH 43216

Jackson Supply Company

Amount Due

$6,465.11

Amount Enc.

CURRENT

0.00

1-30 DAYS PAST
DUE

0.00

31-60 DAYS PAST
DUE

0.00

61-90 DAYS PAST
DUE

0.00

OVER 90 DAYS
PAST DUE

6,465.11

Amount Due

$6,465.11

Date Transaction Amount BalanceU/M

11/30/2021 Balance forward 6,465.11


