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Outstanding Account Balances Report 
 

This report shows a list of customers that have outstanding 

account balances at a selected date. It shows the total 

value outstanding, and how much is outstanding from the 

balance date at a weekly or monthly interval. 
 

1.  From the BOS Reports menu, select 
Accountability, then Account Details report. 

 

2.  Select the required parameters:  

 

 
 Parameter Value Result 

Account Code Blank Returns data for all accounts with an 
outstanding balance. 

 An account 
number 

Will only return data for this 
customer. 

Balance Date The report will display all accounts with outstanding 
balances before or up to the date entered (inclusive); 
select a date option or type a date as dd/mm/yyyy.  

Statement 
Type 

W Displays the outstanding account 
balances broken down by week; into 
7/14/21/28+ days. 

M Displays the outstanding account 
balances broken down by month into 
30/60/90/120+ days. 

 

3.  
Click .  

   

 

 

Hints and Tips 

 This report is useful to provide 
to your accountant when they 
request the total amount 
outstanding on accounts at 
the end of the financial year. 

 Important: you must run this 
the morning of once your 
EOP has run (e.g. 01/07); 
don’t wait any longer, 
because if the customer 
makes a payment the report 
total will be minus this 
amount - even though 
payment came after the 
balance date of the 01/07. 

 If you miss this window, the 
only other way to get this 
value is to retrieve the 
account statements for the 
June period (from the AR 
Printing Wizard -> Library 
Statements), and manually 
add up all the totals. 

 
 The report is also useful to 

obtain a list of accounts that 
are overdue. 

 Set the Balance Date to the 
last day of the previous EOP 
statement period that has 
run i.e. 31/08 if monthly 
statements; this ignores 
purchases incurred in the 
current period that hasn’t 
matured yet, but includes 
any payments received up to 
the current date. 
 

 The report displays customers 
who either have an 
outstanding balance after any 
payments received or have 
overpaid (in credit). 

 It doesn’t display accounts 
where the total outstanding 
is zero (either because there 
has been no activity or they 
made a payment to balance 
their account). 
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Hints and Tips 

 The report is sorted by 
Account Code. 

 
 Total Outstanding: the total 

outstanding balance for the 
account. 

 
 Current: outstanding balances 

in the 30 days before the 
Balance Date (inclusive). 

 This is not the EOP 
statement figures, it’s 
simply the amounts still 
owing that haven’t been 
paid off yet. 

 
 30/60/90/120+ days (for M 

report type) OR 7/12/21/28+ 
days for W report type): The 
outstanding account balances 
incurred in the specified 
number of days (i.e. 30) 
before the Balance Date. i.e. 
30 days is 31 til 60 days 
inclusive. 

 These are not EOP 
statement figures, they’re 
simply the amounts still 
owing that haven’t been 
paid off yet. 
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