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NAME OF PROCESS 

 

Use Case / Objectives 
 
A/R Disputes can arise from billing errors, disagreements over charges, or customer 
concerns. This process ensures that disputes are properly recorded, managed, and resolved 
in a timely manner.  
 

 

 



 

3 | P a g e  
 

Putting Invoices in Dispute 
1. Log into the Roleplay Environment using your credentials. 
2. The Main Operations menu will populate upon log in.  

 

 

 

 

 

 

3. Click on the Accounts Receivable menu        .  

  

 

 

 

 

 

a. In the A/R Adjustments Options section, click on Move to Disputes.  

 

 

 

 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. The Invoice Selection Criteria screen will open.  

 

 

 

 

 

a. If you know the Customer Number offhand, you can type it in the Customer 
Number field. Otherwise press enter and locate the customer in the next 
screen.  

 

 

 

 

 

5. The next screen, Move to Dispute, is where all customers, balances, payments, and 
original amounts will display.  
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a. Search for the Customer Name in the Customer Name column, or press page 
down on your keyboard or scroll up/down with your mouse. To select the 
customer and invoices to place in dispute, in the O (options) column, type 1. 
Press enter to select.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Scroll down until the 
customer is located. 
And type a 1 in the 
O column to select.  

Type in the Customer Name 
column and press enter to 
locate the customer. Type a 1 
in the O column to select.  
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b. The customer’s invoices will display.  

 

 

 

 

 

 

 

 

 
 

c. If you know the invoice number, type it (with the sequence number ex: 00000-
0001) in the Invoice # column. You can also press page down on your keyboard 
or scroll up/down with your mouse to locate the invoice. Type 1 in the O 
(options) column to select the invoices you want to place in dispute. (You can 
select multiple invoices at one time if needed.) Press enter once selected.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type in the Invoice Number 
column and press enter to 
locate the customer. Type a 1 
in the O column to select.  

Scroll down until the 
invoice(s) are located. 
And type a 1 in the O 
column to select.  
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6. After pressing enter, the selected invoice text will turn red to indicate that they have 
been selected. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

a. A message will appear at the bottom of the screen. Press F10 on your keyboard 
or click on F10 in the Display Functions menu to process the invoices.  

 

 

 

 

 

 

 

  



 

8 | P a g e  
 

b. The message will prompt you to press F10 again to confirm.  

 

 

 

 

 

 

 

 

c. The customer list will populate on the screen again. The invoices have been 
processed and moved to dispute.  

 

 

 

 

 

 

 

 

 

 

 

 

  



 

9 | P a g e  
 

Taking Invoices Out Of Dispute 
1. In the Accounts Receivable menu, under the A/R Adjustments section, click on 

Reopen Dispute or Collections.  

 

 

 

 

 

 

 

 

 
 

a. In the Reopen Dispute or Collections screen, type the Customer Number in the 
Customer Number field and press enter. Otherwise you can continue past this 
screen by pressing enter and locating the customer on the next screen.  

 

 

 

 

 

2. A list of customers that have invoices in dispute or collections will display.  
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a. To select the customer with invoices in dispute, type 1 in the O (options) 
column and press enter.  

 

 

 

 

 

3. The invoices placed in dispute in the previous process will now be displayed.  

 

 

 

 

 

 

a. To take the invoices out of dispute, type 1 in the O (options) column and press 
enter. 

 

 

 

 

 

 

b. After pressing enter, the text on the selected invoice(s) will turn red to 
indicate that they have been selected. 
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c. Press F10 on your keyboard or click on F10 under the Display Functions menu 
to process.  

 

 

 

 

 

 

d. Press F10 again to confirm.  

 

 

 

 

 

 

 

 
 

4. The screen will take you back to the customer list.  
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a. To verify that the invoices have been removed from dispute, type 1 in the O 
(options) column and press enter.  

 

 

 

 

 
 

b. The invoices that were removed will no longer be displayed.  
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