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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to review and work with customer collection comments 
that were marked for follow-up. 
 
 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 Receivable => Customer Collection Follow-up 
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Process Steps 
1. Log into the Roleplay Environment using your credentials.  
2. If the Account Receivable screen does not appear automatically, select Accounts 

Receivable from the left toolbar. 
3. In the File Inquiry section, click on Customer Collection Follow-up. 

 

 

 

 

 

 

 

 

 

a. The Customer Collection Comments screen opens. 

 

 

 

b. NOTE: Press F8 on your keyboard or click on F08 Toggle in the Display Functions 
menu to change the field displayed on the screen. 

 

 

 

4. For either field option, type in the desired manager/customer in the field and press 
Enter or you can F4 Search to find the desired option. 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The Collection Comments Customer Search (Details) screen displays. 

 

 

 

 

 

 

 
 

5. To view all comments for a specific customer, type 1 in the O column and press Enter. 
a. The Customer Level Comments screen displays for the selected customer. 

 

 

 

 

 

 

 

6. To add a comment, press F6 on your keyboard or click on F06 Add Comment in the 
Display Functions menu. 

a. The Customer Collection Comments screen opens. 

 

 

 

 

 

 

 

7. Type in the F/Up Dt field. 
8. With the cursor in the Tp field, click on F04 Search. 



 

5 | P a g e  
 

a. The Collection Comment Codes pop-up window displays the available comment 
code types. NOTE: These codes are user defined and are set up in the 
miscellaneous reason code file (TYPE = CC). 

 

 

 

 

 

9. Type 1 in the O column next to the desired option and press Enter. 
a. The Collection Comment Codes pop-up window closes and the selected code 

displays in the Tp field. 

 

 

 

 

10. Type in your comments and press F10 on your keyboard or click on F10 Apply Comments 
in the Display Functions menu. NOTE: Notes entered will display in all caps. This is a 
system default and cannot be changed. 

a. The Customer Level Comments screen displays and the comment entered above 
displays in the table. 

 

 

 

 
 

 

11. To view the invoice information for a specific comment, type 5 in the O column and 
press Enter. 
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a. The Customer Invoice Inquiry screen opens to display details for the selected
invoice.

12. Press F12 on your keyboard or click on F12 Previous in the Display Functions menu to
return to the Customer Level Comments screen.

13. To change the status of a comment, type 8 in the O column; press Enter.
a. When the comment updates to Status = C it may disappear from the table

depending on the Open Only field. To view all comments, set the Open Only field
to N.

14. Once all comments are added or edited press F03 on your keyboard or click on F03 Exit
in the Display Functions menu.
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Field Definitions for Tasks 
Customer Collection Comments 

• Credit manager - Enter the ID of the user whose customer collection comments you want 
to review and work with. 

Collection Comments Customer Search 

• User - Displays the name of the user whose comments are listed. 
• From/To - Enter start and end dates of the range for which you want to 

review comments. 
• Open Only - Indicate whether you want to display follow-up comments with a status of 

Open (Y) or all comments (N). 
• Follow-up Date - Displays the date entered for follow-up on the collection comment. 
• Customer Number – Displays the customer number for the customer in question. 
• Comment - Displays the collection comment marked for follow-up. 
• Status - Displays the status of the follow-up. Use Option 3 to change the status. Valid 

codes are: 
o O – Open 
o C - Closed 

• Date - Displays the date of the collection comment. 
• Type - Displays the code for the type of comment. 

Customer Collection Comments Detail 

• Customer - Displays the number and name of the customer for which you are viewing 
collections comments. 

• Phone - Displays the phone number and contact name for the customer. 
• Open only - Indicate whether you want to see only open collection comments (Y) or all 

collection comments (N).  
• Date - Displays the date of the collection comment. 
• Follow-up Date - If applicable, this field displays the next follow-up date for the 

comment. 
• Status - Displays the current status of the comment. 
• User - Displays the system username and full name of the user who entered the comment 

or entered the transaction that created the comment. 
• Type - Displays the collection comment transaction type such as FU for follow up 

and EM for email sent. 
• Comment - Displays the text of the credit-related comment. 

 


	Customer Collection Comments [Roleplay]
	Customer Collection Comments
	Process Steps

	Reference Glossary
	Field Definitions for Tasks


