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 Work Instruction  
 

Dept: A/R Open Item Aging Report ZFRR007 

 

When to Use 

Use this report to monitor aging of outstanding and cleared Accounts Receivable (A/R) invoices. 

Report Functionality 

 Provides a departmental aging report based on the Funds Center (may include subordinate 
hierarchy) and other selection criteria including; 
 Fund, Cost Center (or Cost Center Group), Internal Order (or Internal Order Group) 
 Customer Number 
 Open items at a key date 
 Cleared items at a key date (up to 3 years) 

 This report may be used to identify delinquent customer accounts 
 Report output is sorted by the default 0, 30, 60, 90, and 180 day groups or may be customized 

Report Output 

Default display variant is as follows and can be customized as required: 

 Customer # 
 Customer Name 
 Total outstanding invoices 
 Invoices with due dates past; 0 to 30; 31 to 60; 61 to 90; 91 to 180; and over 181 days 

Menu Path 

Use the following menu path(s) to begin this transaction: 

 Accounting  Financial Accounting  Accounts Receivable  Information system  
Reports for Accounts Receivable Accounting  Accounts Receivable (U of T)  
Adequacy and documentation  Customer Open Item Analysis  Dept: A/R Open Item 
Aging Report 

Transaction Code 

ZFRR007 

Helpful Hints 

 Create a customized selection variant using: 
http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf 

 

 Use the line item functionality: 
http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf 

    A/R invoices that are displayed in this report rely on the Assignment field, where the Accounts Receivable 
Administor inputs that A/R invoice #. If the Assignment field is changed in the A/R invoice, 

    the invoice will not appear in this report.

http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf
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Detailed Procedure 

1. Start the transaction using the menu path or transaction code. 

SAP Easy Access  University of Toronto Menu 

 

 

2. Double-click . 
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Dept: A/R Open Item Aging Report 

 

 

3. Complete the following as required: 

Field Name Required/Optional/
Conditional 

Description 

Funds Center Required A six digit code, starting with “1” or “2” used to 
record the funding and spending transactions for 
financial activity reported on a fiscal year basis 
(e.g. ancillary and principal investigator (PI)). 

 Optional Mark this checkbox to include all lower level 
(subordinate) funds centers in the report output. 

Fund Optional A six digit code, starting with “3”, "4" or “5” used to 
record the funding and spending transactions for 
financial activity which typically spans more than 
1 fiscal year (e.g. conference and research). 

 Excludes funds by default. 
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Field Name Required/Optional/
Conditional 

Description 

Cost Center Group Optional A six digit alphanumeric code (Gxxxxx) that 
represents a group of related cost centers. 

Or Cost Center 
Value(s) 

Optional A five or six digit code that represents an 
organizational unit or program and tracks activity 
on a fiscal year basis.  Financial transactions post 
to EITHER a Cost Center OR an Internal Order 
but NOT both. 

Order Group Optional An alphanumeric code representing a group of 
related Internal Orders. 

 Excludes Order groups by default. 

Or Order Value(s) Optional A six digit code that represents an organizational 
unit or program and tracks activity on a non-fiscal 
year basis, i.e. short term or ongoing basis.  
Financial transactions post to EITHER a Cost 
Center OR an Internal Order, but NOT both. 

 Excludes Internal Orders by default. If 
invoice is posted using an Internal Order, 
enter a value into the Order Group or 
Order Value(s) field. If reporting on 
multiple Internal Orders, enter asterisk (*) 
in the Order Value(s) field.   

Customer account Optional An alphanumeric code that represents an 
external organization or individual that purchases 
goods or services from the University. 

Company code Optional Defaults to UofT. 

Open items at key 
date 

Optional Items not yet cleared as at a specific date. 

 Open items are invoices still considered 
outstanding. 

 Optional Use this checkbox to include cleared items. 

 Cleared items refer to invoices where 
payments have been received in full and 
recorded in the system. 
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Field Name Required/Optional/
Conditional 

Description 

Cleared items at key 
date 

Optional Items cleared as at a specific date. 

 Up to three years of data is available. 

Due date sorted list Optional Specifies the due date sort categories. 
 

 Click  to choose a selection variant. Instructions on creating selection variants:  
http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf 

 

4. Click  to execute report. 

Dept: A/R Open Item Aging Report 

 

 

http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf
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Column Name Description 

Customer # An alphanumeric code that represents an external organization or 
individual that purchases goods or services from the University. 

Customer Name Customer name for an associated customer number. 

Cleared Amount This amount will always be displayed as a 0.00 amount. Drill-down to 
display any cleared documents for customer. 

OI total Total of all open items for customer. 

From 0 to 30 Open items 0 to 30 days old. 

From 31 to 60 Open items 31 to 60 days old. 

From 61 to 90 Open items 61 to 90 days old. 

From 91 to 180 Open items 91 to 180 days old. 

From 181 Open items older than 180 days. 
 

 The last row displays a total for all customer accounts associated with the selection criteria. 
Drill down functionality provides line item details supporting the summary totals.. 

5. Double click any cell item to drill-down to the customer line item details for that cell. 
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Dept: A/R Open Item Aging Report 

 

 

Column Name Description 

Days Overdue Difference between the document date and open items at key date 
specified. 

Doc.no. AMS assigned number. 

Posting Date Date the financial transaction is recorded. 

Doc.date Document creation date or Customer/Supplier date. 

 Invoice date. 

Transn Type The type of transaction: Invoice, Adjustment or Credit Memo. 
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Column Name Description 

Assignment A text field that can be used to track and report on line item postings.  
Field is case sensitive and allows 18 characters.  Previously referred to 
as the allocation field. 

 Used to record the customer invoice number/credit memo 
number. 

Text Line item specific explanatory description (e.g. Invoice number, Vendor 
Name, brief description). 

 Invoice/Credit memo number and customer name. 

D/C amount in 
LCB/ex 

The amount in the document(s) in local currency (CAD). A negative 
sign indicates a Credit Memo/Overpayment/Advanced payment. 

D/C amount in FC The amount in the document(s) in foreign currency. A negative sign 
indicates a Credit Memo/Overpayment/Advanced payment. 

CURR Defaults to CAD. 

 Invoice or payment currency. 

C.Co (Company Code).Defaults to UofT. 

Cost Ctr A five or six digit code that represents an organizational unit or 
program and tracks activity on a fiscal year basis.  Financial 
transactions post to EITHER a Cost Center OR an Internal Order but 
NOT both. 

Bus. Area Defaults from the Cost Center. If no Cost Center defined, 1000 = non-
ancillary, 1001 - 1026 = ancillaries. UofT uses business area codes to 
distinguish the financial activity for each ancillary operating unit (i.e. 
residences, conferences, parking, food and beverage and real estate) 
from the rest of the financial activity at UofT (i.e. Operating, Capital and 
Restricted funds). 

Fis.yr The UofT fiscal year is May 1st to April 30th and the Year is coded as 
follows:  Year = the "annual" year in effect at April 30th (i.e. May 1st, 
2011 to April 30th, 2012 is identified as "2012" fiscal year). 

Order# A six digit code that represents an organizational unit or program and 
tracks activity on a non-fiscal year basis, i.e. short term or ongoing 
basis.  Financial transactions post to EITHER a Cost Center OR an 
Internal Order, but NOT both. 

Funds Center A six digit code, starting with “1” or “2” used to record the funding and 
spending transactions for financial activity reported on a fiscal year 
basis (e.g. ancillary and principal investigator (PI)). 
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Column Name Description 

Funds A six digit code, starting with “3” or “4” used to record the funding and 
spending transactions for financial activity which typically spans more 
than 1 fiscal year (e.g. conference and research). 

 

6. Click  to return to the main report output screen. 

Resource Information: 

 Contact your FAST team representative for additional assistance using this function. 
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/ 

 

Reference Guides: 

Line Item Functionality: http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf 

 

http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf
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