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NAME OF PROCESS

Deleting an Unposted A/R Batch [Roleplay]

Use Case / Objectives

If you’ve set up a batch by mistake or no longer need it, deleting it is a quick and easy way
to ensure your records stay clean and uncluttered. This article covers how to delete an
unposted A/R Batch in Roleplay. Please note that this process assumes that the initial batch

has already been created.

Menu options to access:

Accounts Receivable, Post Customer Payments
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Deleting an Unposted A/R Batch [RolePlay]

Process Steps

1. Log into the Roleplay Environment.
2. It will open the Main Operations screen upon logging in. Click on the Accounts
Receivable menu 5.

Main Operations

Q_ Search These Tasks

o Rental Rental File Tracker Maintenance Opfions
=6 22 202
¢ Create Rental Zo%  Customer Master File Maintenance 2ot Customer Autherized User
s {53 Update Rental %% Customer Job File Maintenance X3 Job File
E l-»j Partial Rental Return [#) Cash Customer Master File Maintenance .  Project File

a. In the Transaction Processing section, click on Post Customer Payments.

Q Accounts Receivable
&
Q, |pearch Thess Tasks
oY
1= Additi " " o S e —— —
Additional Accounts Receivable Options Pre-Lien Options Transaction Processing
S
24 Print A/R Statements 23 Project File (=1 Cash Receipts
= .  Reference # Reassignment :\\ Pre-Lien Contracts/Invoices Inquiry \ A/R Batch Inquiry
8 2 Aged Receivables Reports 2t Customer Jobs [ 2! Post Customer Payments ]
bDQ ¢  Eamed Not Billed Report [E]  Pre-Lien Contracts/Invoices Report 22 Account to Account Transfer
& % AR End of Day Detail [E]  Open Contracts Only ¥, AR Adjustments

3. The A/R Batch screen displays the UNPOSTED batches.

Post Customer Pay...

Post Customer Payments

9/26/24 13:10:30 A/R Batch Post Sys: AW TRN

Cmp: AW Loc: 6001
Mode QRINEEIN]

Options: 1=Post 4=Delete 5=Display é=Print

[ | 101 | Ol |01 I |
0 Batch # Loc  Batch dt Control amount Batch amount Status Post Cur
[] oooee01008 0001 9/13/24 OPEN NO  USD
[] 00PEE00993 0001 9/09/24 OPEN NO  USD
[] 0000000943 0001 8/09/24 OPEN NO  USD
[ 0o0BO00925 0001 8/02/24 OPEN NO  USD
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a. In the Options column, type 4 on the batch to delete and press enter.

b. There will be a message at the bottom of the screen after pressing enter once
to alert you that you’re about to delete the batch.

c. Press enter again to confirm; this concludes the process of deleting an unposted

batch.
Options: 1=Post Ia:DeleteI 5=Display 6=Print
| 01 | O |0 | ||
0 Batch # Loc Batch dt Control amount Batch amount Status Post Cur
| | 00000016060 0001 9/13/24 OPEN NO  USD
| | 0060000993 0001 9/09/24 OPEN NO  USD
C@ 0000000943 0001 8/09/24 OPEN NO  USD
[ ] 6600006925 0001 8/02/24 OPEN NO  USD

WARNING: Batch will be deleted. Press Enter to continue with the delete.
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