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InTejiylipo HOW-TO GUIDE

NAME OF PROCESS

Common Accounting Errors & Fixes

Use Case / Objectives

This document outlines the steps to identify and resolve common errors that prevent
checks from printing correctly.

Configuration, Training, and Reporting

This document assumes you know how to perform basic Search functionality to find
information in the system (i.e., F4 search). The steps for this are not included within this
document.

Field definitions for applicable tasks are available in the Reference Glossary. To view
these definitions either click on the screen name in the task or scroll to the end of the
documentation to view the Glossary.

Menu options to access:

Accounts Payable => Transaction Processing => Cutting Checks
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Common Accounting Errors & Fixes

When a check fails to print, two common causes are:

¢ Invalid Payment Code
o The Payment Code assigned to the transaction must be valid and appropriate

for check printing. An incorrect code can prevent the check from being
processed.

e Incorrect G/L Cash Account Number
o The General Ledger (G/L) Cash Account Number must be entered correctly in

the Print Checks option. If this field is incorrect or missing, the system will not
generate the check.

Invalid Payment Code

Process Steps

1.  Loginto the Roleplay Environment using your credentials.

2.  If the Accounts Payable menu does not appear automatically, select Accounts Payable
from the left toolbar.
3. In the Transaction Processing section, click on Payment Selection.

a. The Payment Selection - Launch screen will open.
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4.  Leave the details on the Payment Selection - Launch screen as is and press Enter.
5. The Payment Selection - Payment Functions screen opens.

10/38/25 10:01:58 Payment Selection Sys: DEMO V12

1. Select an Invoice for Full Payment Cmp: RM Loc: LGB

2. Select Invoices for Payment by Vendor No.

3. Select Invoices for Payment by Due Date

4. Select an Invoice for Partial Payment

5. Change an Invoice to Prepaid Status

6. Remove Prepaid Status

7. Verify Payment Selection

8. Change Halt Code Status

9. Change Invoice Cash Account # More. ..
Payment Function Code: [] Halt Code: O
vndr range: [ | thru
Due Date: [ 1 single Date: N Y/N)
Vendor Number: [ Discounts: N CY/N)
Payment Selection No.: [ ] 1Invoice Amount Limit:
Invoice Cash Acent: [ | Ovede to Csh Acent: [ ]
Partial Payment Amount: currency: —
Check Number: [ ] check Date: | |

6. In the Payment Function Code field, type 2 and press Enter.

7.
8.

10/30/25 10:01:58 Payment Selection Sys: DEMO V12
1. Select an Invoice for Full Payment Cmp: RM Loc: LGB
2. Select Invoices for Payment by Vendor No.
3. select Invoices for Payment by Due Date
4. Select an Invoice for Partial Payment
5. Change an Invoice te Prepaid Status
6. Remove Prepaid Status
7. Verify Payment Selection
8. Change Halt Code Status
AaRgekaaiea=tasimiccount # More. ..
[ Payment Function Code: Halt Code: (|
e T
Due Date: [ 1 single Date: N o(y/n)
Vendor Number: [ oDiscounts: N v/
Payment Selection No.: [ | Invoice Amount Limit:
Invoice Cash Acent: [ | ovrde to Csh Acent: [ ]
Partial Payment Amount: currency: 1
Check Number: [ ] check Date: ]
a. The Select Invoices screen opens
. .
10/38/25 10:04:14 select Invoices sys
Detail Mode cmp
Type option, press Enter Mod
1/X=select
S Jendor#  Addr#  Grp Vendor Name Invoice No. Due Date _Gross Amount  Cur D
] TEST VIDEO VENDOR 000123 12/26/24 106.60 USD
] ONE TINE VENDOR NAME 001122 9/27/24 106.60 USD
] VIDEO TEST B 321654000 11/19/24 175.60 USD
] In Tempo test 693150001 4/89/25 122.84 USD
] TEST CC 693510001 5/12/25 1,725.46 USD
= TEST CC 693680001 5/22/25 313.25 USD
0 TEST CC 6937000081 5/22/25 1,208.95 USD
o A-1 COAST RENTALS 693810001 5/27/25 331.65 USD
] ESSAVI CONSTRUCTION 693820001 5/27/25 887.90 ELR
] ATLAS CONSTRUCTION 693830001 5/27/25 4,432.32 USD
] ATLAS CONSTRUCTION 693840001 5/27/25 246.24  USD
] TEST CC 693860001 5/27/25 106.68 USD
] TEST CC 693870001 5/27/25 77.39 USD
O TEST CC 693880001 5/28/25 2,389.46 USD
selected Lines: Selected Amount:
Total Lines: 284 Total Net Amount: 1,187,447.02

Type 1 or X in the S field next to the desired invoices.

Press Enter.

a. The Payment Selection screen opens again.
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a

e Location Selaction
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Display Functions

@ 0 ©

Beo 2w Pa:256730m
— —

Licarzad to InTamp Satwars, Inc

9.  Press F9 on your keyboard or click on FO9 Change Payment Code in the Display
Functions menu.
a. The Payment Selection - Select Invoices screen opens displaying invoices
selected above..

108/38/25 10:13:15 Change Payment Code

Type option, press Enter.
1=Change Pay Code 2=Mass Select Inwvoices for Change

Opt Vendor# Loc Vendor Name Invoice # PC CUR
DMo 000123 K UsD
BRM 001122 K UsD
DMO 321654000 E USD
DMO 693150801 usp

10.  Type 1 in the Opt column next to the invoice you want to update the Cash
Account/Pay Code.

10/30/25 10:13:15 Change Payment Code

Type option, press Enter.
1=Change Pay Code 2=Mass Select Invoices for Change

Opt |Vendor# Loc Vendor Name Invoice # PC CUR
oMo 0oo123 K UsD
BRM 001122 K UsSD
DMo 321654000 E USD
oMo 693150001 usD

a. The Vendor Pay Methods pop-up window opens.
11.  Type 1 in the O field next to the desired option.
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VENDOR PAY METHODS

1=Select
L1
0 Cd Description
[k  cHeck
[1E EFT
[V VISA

12.  Press Enter.
a. The Vendor Pay Methods pop-up window closes and the Pay Code for the
selected invoice updates.

16/360/25 10:16:53 Change Payment Code

Type option, press Enter.
1=Change Pay Code 2=Mass Select Invoices for Change

[ | [ 11 I

Opt Vendor# Loc Vendor MName Invoice # PC CUR

1 DMO ooo123 K UsSD

[ BRM 601122 K USD
ﬁ DMO 321654000 AE |

[ DMO 6931500081 usp

13.  Press the X in the Display Functions menu to return to the Accounts Payable screen.
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Incorrect G/L Cash Account Number

Process Steps

1.  In the Transaction Processing section, click on Payment Selection.

& B
<G e nm ca-a

Locarion Selacion

B
Sl i i) -

a. The Payment Selection - Launch screen will open.

=8 - @

Location Selaction

S 1= e Rrpun) .

Licerwest i InTesnpo Setieare. I Ela Exm 254567880

2. Leave the details on the Payment Selection - Launch screen as is and press Enter.
3. The Payment Selection - Payment Functions screen opens.

(Sl 1rvinE (RiOMO)

Livensed to InTemgn Solware, Inc Elo ilx/m 2 3456 78810

4. Type 7 in the Payment Function Code field and press Enter. NOTE: If you do not have
any invoices selected, you will need to type 2 in the Payment Function Code field and
select your invoices prior to typing 7 and continuing to the steps below.
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Licensed to InTempo Saltware, Inc

E o 1 = m 2 3 a5 8 7 8 3 10

5. The Selected Invoices Detail Mode screen opens, displaying any vendor invoices that
have previously been selected to pay for this check cut.

6. Type 2 in the O field next to the invoice(s) that you need to update the G/L Cash
Account for and press Enter.

- @ -

Location Salection

[l 1=vinE (RIDMO) -

e N
20718425 10:36:42 B
Tyoo option, press Enter o ]
0 Vendor#  Addr#  Gra Yendor Hans e o Due Date _Gross Anount  Cur D EdlSeec Desslecy
=] 168 HA A1 AUTO PARTS 12612598968 7416123 3,500,00UsD e
o 265 HA A1 AUTO PARTS 123058789000 11/30/20 0.0 Us FOB Toggle
o 68 HA A-1 AUTO PARTS s65544 3/28/25 550,00 USO =
i WA A1 COAST RENTALS coza10001 5/27/25 3mLas uso F11 Detail
o WA A1 CORSI RENIALS e94198861 662125 563.50 USD
o a9 ACTEK, CORP TRYIO 11428422 .47 usp F12 Pravious
o a9 ACTEK, CORR TRYI0? 11728423 w7 uso
O 9 AciEs, Conr o as2s/22 aLes use F17 Top
I a9 ACTEK, CORP 110 12428022 w us
o a9 ACTEX, CORP 10 1728423 w us F18 Botiom
o i
H USD TOTAL - & 500,67
Botto
Selocted Lines Solacted Anount
1otal Lines: u 1otal net amount R
Enter “X* to hold/cancel paynent sslection on the invaics and press Emter
e e
Licensed to InTempo Software, Inc 50 I X m 2 3 4 5 06 7 8 a1

a. The Selected Invoices screen opens displaying the invoices selected on the
previous screen and the G/L Cash Account assigned.

o - I

[=} Location Selection

joll 1~vINE RI/DMO) -

s D

10/14/25 10:39:12 Sys: DEMD V12
Gup: 1 Loz a0
Type cash acct Enter Mode SELECTED o o 0
Cash Aot & Ve ane  Tnvoiee i ot g .
A-1 AUTD PA 17612598908 4,400.00  USD FO3 Exit
F12 Cancel
F13 Copy Acoount Numbers from
» Cursor
£
]
IS
bers, press Ent
o o
Licensed to InTempo Software Ine: 20 1x/m 2 34567830
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7.  Type in the updated the G/L Cash Account, pressing F4 to search if you do not know
the account number.

G/L Account Number Look-Up

Opt: 1=Select Filter

0 Account description Account #
CASH ON HAND 1000-0000-0000-00
CASH ACCOUNT WELLS FARGO 1000-0000-0445-00
CASH ACCOUNT 2 1000-0002-0000-00

CASH IN BANK - CHECKING ACCOUN  1120-6000-0010-00

8. Type 1 in the O field next to the desired Account description and press Enter.

G/L Account Number Look-Up

Opt: 1=Select Filter
[ |

0 Account description Account #
CASH ON HAND 1000-0000-0000-00
CASH ACCOUNT WELLS FARGO 1000-0000-0445-00
CASH ACCOUNT 2 1000-0602-0000-00

ASH IN BANK - CHECKING ACCOUN 1120-0000-0010-00

a. The new account number displays in the Cash Acct# field.

10/15/25 09:32:48 Selected Invoices

Type cash acct#, press Enter Mode SELECTED

Cash Acct# thr# Vendor Name Invoice No. Amount Cur
11200000001000 J A-1 AUTO PA 12812398908 3,500.00 USD

9.  Press Enter twice to save the change.
10.  Once all updates have been made, you can then go back into the Process within
Accounts Payable to Print Checks.

NOTE: For assistance with this process, please refer to the Printing a Check and Disbursing
Cash article.
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Reference Glossary

Field Definitions for Tasks

Payment Selection - Launch

Print Cash Requirements Report - Indicate whether you want to print the Cash
Requirements report after your payment selections. If you want the Cash
Requirements report to include monies not yet disbursed for prepaid checks, enter Y
in the Process Prepaid Checks field, and enter a Prepaid Check Date.

Only Cash Account Number - If you want to make payment selections for only one G/L
cash account, enter that number here.

Check Date - Enter or accept the date to print on the checks for your payment
selections.

Process Prepaid Checks - Indicate whether you want to process prepaid checks in the
next check run.

Prepaid Check Date - Enter the date of the prepaid checks you want to process. The
system processes prepaid checks dated on or before this date.

Payment Selection - Payment Functions

Payment Function Code - Enter the appropriate function code for the payment
processing you want to perform. Valid codes are:
o Closed1. Select an Invoice for Full Payment
Closed2. Select Invoices for Payment by Vendor Number
Closed3. Select Invoices for Payment by Due Date
Closed4. Select an Invoice for Partial Payment
Closed5. Change an Invoice to Prepaid Status
Closedé6. Remove Prepaid Status
Closed?. Verify Payment Selection
Closed8. Change Halt Code Status
Closed9. Change Invoice Cash Account Number
Closed10. Select Invoices for Payment by Vendor Group
o Closed11. Select Invoices for Payment by Payment Method
Halt Code - If you enter Payment Function Code8, enter the Payment Selection
Number of the invoice with the halt code you want to change. Press Enter and the
invoice's current halt code appears in this field. Enter the new halt code, and then
press Enter again to write that halt code to the invoice record. Valid codes include:
o H1 - Items on the purchase order have not been received
H2 - Invoice amount does not equal the purchase order amount
H3 - Invalid purchase order number
H4 - An invoice against this purchase order already exists
H5 - Same invoice amount found on another invoice (Use control record CKINVS
to turn this halt code off)

o O O O 0O O O O ©

o O O O
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o Hé - An invoice for this receiver number already exists
o H7 - Vendor is on hold

e Vendor Range - If applicable, enter the starting and ending vendor numbers for which
you want to list invoices. Use this with Payment Function Code 3.

e Due Date - If you enter Payment Function Code 3, enter the due date for which
invoices are selected for payment. Based on the setting in the Single Date field,
invoices with due dates on or before this date may appear on the list for payment.

e Single Date - When using Payment Function Code 3, indicate whether to select only
invoices with the exact due date entered in the Due Date field (Y) or all invoices with
due dates up to and including the date in the Due Date field (N).

e Vendor Number - If you enter Payment Function Code 2, enter the number of the
vendor for which you want to select invoices.

e Vendor Group - If you enter Payment Function Code 10, enter one or more vendor
group codes for which you want to select invoices.

e Payment Method - If you enter Payment Function Code 11, enter the code for the
vendor payment method assigned to the invoices you want to select for payment.

e Discounts - Indicate whether you want to limit the selection of invoices to only those
that are eligible for a discount.

e Payment Selection Number - When processing payment selection one invoice at a
time, enter the payment selection number assigned to the invoice that you want to
select for payment. An invoice's payment selection number is found on the Invoice
Register or through Invoice Inquiry.

e Invoice Amount Limit - If applicable, enter an amount to limit the invoices selected
for payment. Only invoices with a gross amount less than or equal to this amount are
selected.

e Invoice Cash Account - If you enter Payment Function Code 9, enter the G/L cash
account that you want to change.

e Override to Cash Account - If you enter Payment Function Code 9, enter the G/L cash
account to override the account number you entered in the Invoice Cash Account field.

e Partial Payment Amount - If you enter Payment Function code 4, enter the amount of
the partial payment for the specified invoice. Discounts cannot be taken with a partial
payment.

e Currency - If applicable, enter a currency code to limit the invoices selected for
payment.

e Check Number - If you enter Payment Function Code 5, enter the number of the
prepaid check.

e Check Date - If you enter Payment Function Code 5, enter the date and time of the
prepaid check.

Payment Selection - Select Invoices

e Vendor Number - Displays the number of the vendor on the invoice.
e Location - Displays the location on the invoice.
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e Vendor Name - Displays the name of the vendor on the invoice.
e [nvoice Number - Displays the number of the vendor’s invoice.
e Payment Code - Displays the payment code type on the invoice.
e Currency - Displays the currency of the invoice.
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