CUSTOMER ACCOUNT ACTIVITY REPORT – CLOSEOUT
Use the below procedure when conducting the Agreement Closeout process.  The agreement will have to be fully billed and collected before the Closeout process can occur.  Please follow the below steps.  The below example is on Sales Order 6100000781: WBS AR.RA.1275.01.0724.
· Click on the Accounts Receivable tab.
[image: ]
· Click on the BI Accounts Receivable Reports.
· Click on the Customer Account Activity Report.
[image: ] 
· Type AR00 in the Business Area field.
· Type 0003219682 in the Customer Number field. Customer Number can be found on the ROR, second column.
· Click on OK.
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· Find Funded Program Under Free Characteristics. Click and drag under Rows heading.

[image: ]
· Funded Program is now the first column of the CAA Report.
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· Right click on Funded Program heading.
· Click on Filter.
· Click on Select Filter Value

[image: ]
· Type the WBS in the Funded Program Field.
[image: ]

· Hit Enter.
· WBS is now in the Selections Box.
· Click Ok.
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· Click on Export to Microsoft Excel
[image: ]
· Click on Open
[image: ]


The print screen below shows a complete status of WBS AR.RA.1275.01.0724.  Below is an analysis of the report.
· The amount billed is $268,809.16.
· The amount collected is $268,809.16.
· There are no outstanding bills (all bills have a clearing document number beginning with 14.  If the reimbursement hasn’t been received there will be an “*” in the clearing document number column).
· The billed amount matches the billed amount on the ROR report.
· The billed and collected amounts match the total consumption amount on the ROR report.
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Below is a screen print of the Reimbursable Orders Report. 
· [bookmark: _GoBack]The Billed Amount and Collected Amount on the Customer Account Activity Report matches the Total Consumed, Expenditures and Billed Amount on the Reimbursable Orders Report.  These must all match in order to close out reimbursable agreements. 
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