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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to run a Monthly Summary report, also known as a trial 
balance, which provides a listing of G/L accounts showing current, history and budget totals 
for the month/period and year to date. 
 

 

 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:  

General Ledger => Monthly Summary Listing 
Reporting 

Monthly Summary Listing 
 

 



 

3 | P a g e  
 

Process Steps  

1. Log into the Roleplay Environment using your credentials.  
2. If the General Ledger screen is not displayed, click on the General Ledger option on 

the left toolbar menu. 
3. In the Reporting Functions section, click on the Monthly Summary Listing option. 

 

 

 

 

 

 

 

 

 

a. The G/L Summary Listing by Month/Period screen opens. 

 

 

 

 

 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. Enter the parameters for the report. In the example below, the Month/Period No. is 2 
(2=February), the Department Summary, Sub No Summary, Nat Class Summary and Dept 
No. Summary were set to Y and the From Account No. and To Account No. fields were 
populated. 

 

 

 

 

 

 

 

 

 

 

 

5. Press Enter. 
a. The Submit Job pop-up window opens. 

 

 

 

 

 

 
 

6. Press Enter. 
a. You will be returned to the General Ledger screen and the report generates. 

NOTE: The report is complete when the orange indicator displays by the Manage 
My Files icon. 
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7. Click the Manage My Files icon. 
a. The Manage My Files screen opens, displaying your files. NOTE: The files will be 

named after the control record of the screen it pulled from. 

 

 

 

 

 

8. Click the Open icon next to the desired file. 

 

 

 

 

a. The G/L Account Summary Listing by Month/Period report opens, displaying 
data for the criteria entered above.  
NOTE: Page 1 displays the criteria entered and the From Account No., page 4 
shows the To Account No. field, the totals included. 
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9. In the example below, the Month/Period No. is set to 2 (2=February), the Department 
Summary, Sub No Summary, Nat Class Summary and Dept No. Summary were set to N 
and the From Account No. and To Account No. fields were left blank to include all 
accounts.  
NOTE: Pressing Enter updates the fields to display all account numbers. 

 

 

 

 

 

 

 

 

 

 

 

 

10. Press Enter twice to generate the report. 
11. Click the Manage My Files icon once the orange indicator displays. 

  

Page 4 
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12. Click the Open icon to open the report. 
a. The G/L Account Summary Listing by Month/Period report opens, displaying 

data for the criteria entered above. 
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Field Definitions for Tasks 
G/L Summary Listing by Month/Period  

 Currency - Displays the code of the currency of the batch. 
 Month/Period Number - Enter or accept the month or period of the transactions you 

want to review for the account number you entered. 
 Include Temporary Postings – The default is N. This field is used when the previous year 

is still open and you have started to post to the current year. Entering Y tells the system 
to include transactions that have not been processed. 

 Budget Account Over-ride – The default is 3, however, you may override this and print 
the balances for any specified account code. Valid range for this field is 3-9. 

 Department Summary – Enter Y to summarize accounts by department number (first four 
digits of the account number). The default is N. 

 Sub Number Summary – Enter Y to summarize accounts by sub number (digits five, six 
and seven of the Account Number). The default is N. (This is usually the location.) 

 Natural Class Summary – Enter Y to summarize accounts by natural class number. 
Otherwise, leave the default set to N. 

 Department Number Summary – Enter Y to summarize accounts by department number 
(first four digits of the account number). Otherwise, leave the default N.  

 From Account Number - Displays the number and description of the G/L account that is 
a bank account starting numbers to display on the report. NOTE: If you leave the From 
Account Number and To Account Number fields blank, the report will generate for all 
accounts in the system (default is 00000001). NOTE 2: If you do not know the account 
number, you can press F4 to search. This will open the G/L Account Number Look-up 
pop-up window. 

 

 

 

 

 

 

 

 

 To Account Number - Displays the number and description of the G/L account that is a 
bank account ending numbers to display on the report (default is 9999999). 
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 Sub Number – If, ‘within’ the account number range specified above, the user wishes to 
select to print ONLY those accounts within a certain SUB NUMBER range, key in the FROM 
/ TO sub number and enter Y in the selection code field. NOTE: Sub # = pos 5,6, and 7 
– usually the location. 

 Department Number – If, ‘within’ the account number range specified above, the user 
wishes to select to print ONLY those accounts within a certain department number 
range, enter the FROM/TO department number in the fields. Enter Y in the selection 
codes when making a department number selection. 

 Natural Class – If, ‘within’ the account number range specified above, the user wishes 
to select to print ONLY those accounts within a certain natural class range (last 3 digits 
in the account number), enter the FROM / TO natural class numbers in the fields. Enter 
Y in the selection code when making a natural class section. NOTE: On selection of 
either sub number or natural class, it is INVALID to enter selections while the selection 
code is N. 

 Analysis Code – If applicable, enter the code range to include on the report.  
 Sequence group number – If, ‘within’ the account number range specified above, the 

user wishes to select to print ONLY those accounts within a certain sequence group, 
enter the FROM/TO numbers in the fields. Enter Y in the selection code field when 
making a selection. 

 Consolidate (Y/N) – If the reports are to run for a company set up under a consolidation, 
it is possible to run the report showing all companies. To show all companies, enter a Y, 
to designate a consolidation view. To show only the company currently on the screen, 
leave as N. 

 Save report as file – Key in file name and library to save this information in a PC file. 
 In library – Key in file name and library, to save this information in a PC file. 

 


