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How to...
View your bad debt disapproved

1. Click on the Ledger icon located on the left hand 
side of the screen.

2. Next click onto the Ledger Analysis tab.

Using the Ledger Analysis Tools drop down menu 
select All Bad Debt Protection disapproved invoices. 

3. Then Click on the blue Search button.
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4. A list of all bad debt protection disapproved invoices will then appear. The Funding Status column displays the reason the invoice has been disapproved, and 
the amount disapproved is shown in the Flagged Amount column.

5. The data in the columns can be sorted by Doc. Number, Due Date, Doc. Amount, Doc. Date, Flagged 
Amount by clicking on the column name in the heading bar. (For example: if you click on the Flagged Amount  
it will sort from the highest value disapproved to lowest value disapproved.)

6. To extract the data into a pdf, Excel or CSV file click 
on the down arrow icon at the top right of the page.
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7. Choose the required file format from the drop 
down menu and select the columns you wish to  
export by checking the relevant tick box. 

Once completed, click the Download File button.

8. Should the following message pop-up, click Open.

9. Your file should then open in the chosen format.


