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Creditors Aged Trial Balance 
 

Livestock Office main menu > Creditors > Cr ATB by Due Date 
 
The Creditors Aged Trial Balance is used to report on outstanding payments for purchases for each Creditor 
(supplier/vendor), by the payment 1 Due Date. 
 
This report may typically be used for Creditors reconciliation and posting of Creditors payments. 
 

 
Figure 1: Creditors Aged Trial Balance 
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Filter button 
 
 
 

 

 
Choose between by Alpha Key or by Account No. 
  

• The Account No refers to the internal account number for the creditor, 
not their bank account number. 

 
Enter the start and end creditors. This will be range of creditors that will be 
included on the report. 
 
Click to open the Simple or Full Search function to further limit the list of 
creditors included on the report. 
 
 
 

Continued…  
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Field 

 
Description 

 
At Date 
 
 
Report basis 
 
 
 
 
 
 
Inc. Transactions 
Period SubTotal 
 
Suppress 0.00 
 
Pnly Creditors with 
Alert 
 

 
Specify the date to report up to. This will be the Due Date of payment 1 on 
creditor invoices. 
 
Select the report option: monthly (3 mths), Weekly Balances, Daily Balances, 
Monthly (6 mths) or Outstanding + GST. 
 

• These are the same options as on the Db/Cr Aged Trial Balance At in the 
Reports menu, but this report is by Due Date whereas the other is by 
Invoice Date. 

 
Set to include details of the outstanding transactions. 
Set to subtotal the transactions by period. 
 
Suppresses the printing of 0.00 values so the report is easier to read. 
 
Limit the report only to those creditors who have Alert set. 
 

 

 
Print button 
 
Preview 
 
 
No Copies 
 
 
Set Up 
 
Export 
 
 
 
Exit 

 
 
  

 
Prints the report for the selected criteria. 
 
Set to Preview the report. 
Defaults to the user’s Print Preview setting in File > User File. 
 
Enter the number of copies to print. 
Defaults to 1. 
 
Opens the windows Printer Setup dialog box. 
 
Opens the Export dialog box when the Print button is clicked. 
This allows export of the report to Tab Separated Text, Excel, PDF, Clipboard and 
Email. 
 
Exit 
 
 

 
 
Note: 

• The report settings are saved in your user preferences so the next time you open the screen, the last 
settings you used will automatically be displayed. 
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Sample Reports 
 
1. Printed by Alpha Key, Monthly (3 mths), no other options set: 
 

 
Figure 2: Example 1 

 
 
2. Same report as above, Inc Transactions set: 
 

Figure 3: Example 2 
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3. Same report as in Example 1, Outstanding + GST, Suppress 0.00 set: 
 
 

 
Figure 4: Example 3 
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