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NAME OF PROCESS 

Use Case / Objectives 
 
If you’ve entered an invoice number incorrectly, this article provides the steps to make the 
necessary corrections. Please note that the invoice must remain in unpaid status to allow 
adjustments.   
 

Menu options to access:  
 
Accounts Payable > Invoice Inquiry > Account Transfer 
 
Training 
Role Description 

 
Making a correction on a posted invoice 
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Process Steps 
1. Log into the Roleplay Environment using your credentials. 
2. The Main Operations menu will populate upon log in.  

 

 

 

 

 

 

3. Click on the Accounts Payable menu        .  

  

 

 

 

 

 

4. In the Transaction Processing Section, click on Invoice Inquiry.  

 

 

 

 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.000/Login
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5. The Invoice Inquiry screen will display a number of fields:  

 

 

 

 

 

 

 

 

 

 

a. To start, type the Vendor number in the Vendor number field. 
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b. If the vendor number needs to be searched, while in the Vendor number field 
press F4 on your keyboard or click on F04 Search in the Display Functions 
toolbar.  

 

 

 

 

 

 

c. After pressing F4, Vendors will be displayed on the screen.  

 

 

 

 

d. To select the Vendor, in the O (options) column, type 1 and press enter to 
select.  

 

 

 

 

e. You’ll be returned to the Invoice Inquiry screen with the Vendor number now 
populated in the field.  
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6. Next, press enter while still in the screen above.  
a. Once you press enter, multiple invoices from that vendor will be displayed.  

 

 

 

 

b. To select the invoice that needs to be corrected, type 1 in the O (options) 
column. Reminder: The invoice must be unpaid to adjust it.  

 

 

 

 

7. Press enter once selected. The invoice information will be displayed.  

 

 

 

 

 

 

 

 

 

 

 

a. Take note of the Vendor number, Invoice number, and Sequence number.  
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8. While keeping the Invoice Inquiry screen open, click on the Accounts Payable  
menu again.  

 

 

 

 

 

 

9. In the Transaction Processing section, click on Account Transfer.  

 

 

 

 

 

 

 

 

10. The Account Transfer screen will open and a few fields will display.  
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a. This screen is where the Vendor number, Invoice number, and Sequence number 
can be referenced in the Invoice Inquiry screen. Click back on Invoice Inquiry tab 
to reference those numbers.  

 

 

 

 

 

 

b. Type in the numbers in the corresponding fields.  

 

 

 

 

c. Press enter to continue.  
d. Upon pressing enter, the details will populate and more fields will appear.  

 

 

 

 

 

 

 

 

 

  

 



 

9 | P a g e  
 

e. In the New Invoice # field, type in the corrected invoice number.  

 

 

 

 

 

 

 

 

f. Press enter to change the invoice number.  
 

11. After pressing enter, you will be returned to the A/P Account Transfer screen. The 
process is now complete.  

 

 

 

 


