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DESCRIPTION 
 
In business a steady flow of cash is important to meet financial obligations, prevent cash 
shortages, and plan business growth or expansion. To avoid cash flow problems, 
management should constantly monitor and improve cash flow needs. 
 
This Technical Note discusses the tips on how to manage cash flow. This document also 
provides information on the reports to generate for an effective cash flow management 
strategy. 
 
SOLUTION  
 
Organize Accounts Receivable 
 
Accounts receivable is one of your company’s sources for cash inflow. You should have an 
efficient collection process to receive timely payments. To ensure that you bill your 
customers on a timely basis, the following reports provide detailed information on your 
receivables and allow you to track customers’ current and past due balances. 

 
1.  Ratio Analysis: Accounts Receivable Ratios 
 

The Accounts Receivable Ratio Analysis reports in the General Ledger (GL) module help 
you evaluate the average days or number of days that credit sales are in receivables 
before they are collected. The report enables you to assess the effectiveness of the 
collection process and to determine whether the credit terms extended to customers are 
reasonable. 

 
2.  Receivable Reports 

 
The Receivable Reports in the Accounts Receivable (AR) module may facilitate your 
review of customer accounts and enable you to immediately act on past-due accounts. 

 



The AR Status Report provides information on whether an invoice is outstanding or paid 
and how much is applied to the invoice. The Aging report allows you to determine which 
invoices are past due or will be due on a certain date. To follow up and remind 
customers of their outstanding accounts, you may send them their Customer 
Statements. You may also print a Prepaid Memo that provides information on the 
balance of a customer’s prepayments during a specified period. For information about 
finance charges calculated on past-due invoices, prepayments received from customers, 
and payments refunded to customers; you may generate the Finance Charge Report, 
Open Credit Report, and Open Credit Adjustment Report. 
 

 
Organize Accounts Payable 

 
To maximize cash flow, be sure that the collection process is faster than the payment of 
obligations. You may stretch payables by having longer payment terms than the invoice 
collection terms. For example, if your vendors provide you with an average payment terms 
of 60 days, be sure that your average collection terms to your customers should not be 
more than 60 days. You may also want to take advantage of early payment discounts. To 
evaluate your company’s payment performance, you may generate the following reports: 

 
1. Ratio Analysis: Liquidity Ratios 
 

The Liquidity Ratio Analysis reports in the GL module help you determine your 
company’s ability to meet short-term obligations by using the quick or current assets. 
Quick assets are cash and other assets which can be converted into cash fairly soon. 

 
2. Past-Due Aging Report 
 

To avoid or minimize finance charge on past-due invoices, you should regularly monitor 
which invoices will be due on a certain date. This report shows the age of invoices; thus, 
you can make a timely decision to settle outstanding invoices before they are due for 
payment. You may access this report from the Aging Reports in the Accounts Payable 
(AP) module. 

 
3. Discount Reports 
 

One of the ways to minimize cash outflow is to take advantage of early-payment 
discounts. The Suggested Discount Report provides information on which invoices you 
should settle before the discount date elapses. The Discount Taken Report, Discount Lost 
on Paid Invoices Report, and Discount Lost on Open Invoices Report help you evaluate 
how sensibly your company takes advantage of the discounts. 

 
Other than generating a report to determine which invoices are due as of a certain date 
and are entitled to discounts, AccountMate allows you to apply payment by due date, 
discount date, or urgency; thus, you are assured that you do not miss settling invoices 
that are due or taking advantage of payment discounts. 

 
4. Finance Charge Report 

 
Finance charges increase your liability and your invoice outstanding balance; thus, it is 
also important to immediately settle these finance charges to avoid incurring additional 
late charges. 

 



Manage Inventory 
 

To generate the cash necessary to pay your financial obligations and generate revenue, you 
must sell your inventory items. Tracking and managing your inventory is critical to ensure 
that there is no significant inventory item on-hand quantities that may hamper cash flow. To 
help you assess the movement of your inventory, generate the following reports: 

 
1. Ratio Analysis: Inventory ratio 
 

The Inventory Ratio Analysis reports in the GL module help you measure how fast you 
sell your inventory items. A high inventory turnover may indicate that your business 
generates sufficient cash inflow from inventory sales. On the other hand, a slow 
inventory turnover may mean that your cash is tied up in inventory. 

 
2. Warehouse Quantity Listing 
 

This report allows you to identify the inventory items’ availability and movement. The 
information provided on the report may help you make a significant decision that may 
result in boost of sales or earnings. 
 

 
Forecast Cash Flow 
 
Effective financial planning involves managing cash flow such that you foresee possible 
problems and can deal with them early on. Planning ahead may reduce the severity of cash 
problems that could arise in the future. Below are the reports that may help you project 
receipts and disbursements. 
 
1. Statement of Cash Flows 
 

You can assess the trend of your future cash inflow and outflow based on your 
Statement of Cash Flows from previous periods. The report enables you to evaluate 
whether your main source of cash is from operating, financing, or investing activities. 
You can generate this report from the GL module. 

 
2. Cash Receipts and Disbursements, Cash Receipts Report, and Non-Customer Receipt 

Report 
 

The Cash Receipts and Disbursements Report in the GL module as well as the Cash 
Receipts Report and Non-Customer Receipt Report in the AR module enable you to 
ascertain how much cash you received and disbursed as of a certain date. You can make 
use of these reports to determine the ratio of receipts and disbursements. The Cash 
Receipts and Disbursements Report will also help you evaluate your cash disbursements 
so that you can plan how to improve your future disbursements. 

 
3. Cash Requirement Report 
 

This report enables you to generate a list of invoices that will be due on a certain date; 
thus, you can better plan your future cash needs. 
 
 
 

 



4. On-Hold Checks Report 
 

This provides a list of checks that are not yet released to your vendors. You need this 
report to verify whether you will have sufficient cash when you release the on-hold 
checks. 

 
5. Applied Payment/Payroll Report 

 
To help you plan how much cash you need, you should determine your expenses or 
disbursements. Payroll is one of your recurring obligations; thus, you must ensure that 
you have sufficient cash every pay period by setting aside cash for this expense. This 
report will help you determine how much should be allocated for payroll disbursements. 

 
6. BR Transaction Listing 
 

You may record some of your expenses or disbursements using the Bank Reconciliation 
(BR) module. When you plan how much cash you need, you must take into consideration 
the disbursements recorded in the BR module. This report provides information on 
expenses that you posted using the BR module. 

 
7. Forecast Aging Report 
 

This is another report that you can use to determine which AP invoices should be settled 
on a certain date. This report will help you identify which invoices to pay on time, take 
advantage of early-payment discounts, or avoid finance charges. 

 
 
Cash flow management requires developing a business practice that enables you to foresee 
cash problems that may arise in the future. Forecasting your cash flow needs allows you to 
plan ahead for dealing with problems that cannot be avoided. The above discussion provides 
you with ideas to improve your cash flow by using the tools available in AccountMate. 
 

 

This information is provided "AS IS" without warranty of any kind. AccountMate Software 
Corporation disclaims all warranties, either express or implied. In no event shall 
AccountMate Software Corporation be liable for any damages whatsoever including direct, 
indirect, incidental, consequential, loss of business profits, or special damages, even if 
AccountMate Software Corporation has been advised of the possibility of such damages.  

 

Copyright © 1995-2019 AccountMate Software Corporation. All rights reserved.  
Legal Notices and Terms of Use • Privacy Statement • Website Feedback 

 

 

 
 
 
 

http://www.accountmate.com/others/disclaimer
http://www.accountmate.com/others/privacy
http://www.accountmate.com/others/feedback

	Version(s) Affected: AccountMate 10 for SQL and Express
	Module(s) Affected:  GL, AR, AP, IC
	DESCRIPTION
	SOLUTION

