
Where can I find the Balance Due? 

1. Click on the Reports tab in the upper right corner of the screen.  

 
 
 
 
 
 

2. Select Accounting under the Category drop-down menu and click the blue Find button at the 
bottom left corner of the screen.  

 
 
 
 
 
 
 

3. Click on View “Balances Due” 

 
 
 
 
 
 



 
 
 

4. Fill out the Criteria and then click the blue Find button at the bottom left corner of the 
screen.  

  

 

5. The PDF Report for Balances Due will pull a list of all individuals who owe a balance on their 
account. 
 
 
 

 

 

 


