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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to write off all or a portion of an A/R invoice. 

 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 => A/R Adjustments => 3: Write-off 
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Write-offs 
1. Log into the Roleplay Environment using your credentials.  
2. If the Accounts Receivable screen is not displayed, click on the Accounts Receivable 

menu option on the left side of the screen. 
3. In the Transaction Processing section, click on the A/R Adjustments option. 

 

 

 

 

 

 

 

 

a. This opens the Accounts Receivable Adjustments screen. 

 

 

 

 

 

 

 

 

 

 

4. In the Option or command field, type 3 for Write-off and press Enter. 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The Write-off – Launch screen opens. 

 

 

 

 

 

 

 

5. Type in the customer’s number for whom you want to process the write-off in the 
Customer Number field; press Enter.  
NOTE: if you do not know the customer’s number, press F4 on your keyboard or press 
F04 Search in the Display Functions menu to search for the customer. 

a. The Write-off - Detail screen refreshes to display invoices for the entered 
customer. 

 

 

 

 

 
 

6. To view an invoice, type 5 in the O column next to the desired invoice and press Enter. 
a. The Display Contract Customer Info screen displays. Press Enter through the 

screens or press F12 to go back to the previous screen. 
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7. If the customer has multiple invoices displayed, press F7 to change the sort by invoice
number and date.

8. To select an invoice for write-off, type 1 in the O column next to the desired entry and
press Enter.

a. The Write off amount field populates with the invoice amount from the selected
invoice.

9. Press Enter to confirm your selection.
a. The Write-off G/L Distribution screen opens for the selected invoice.

10. Confirm or update the G/L accounts affected by the write-off and press Enter.
11. NOTE: If you do not know the G/L account number, press F4 to search in the G/L Account

number field.
12. Press Enter again to confirm the write-offs.
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Field Definitions for Tasks 
Write-Off Launch 

• Customer Number - Enter the number of the customer for whom you are processing a 
write-off. 

• Currency - Enter or accept the currency of the write-off. 

Write-Off Detail 

• Customer Number - Displays the number of the customer for whom you are writing off 
invoices. 

• Write-off Amount - Displays the calculated amount of all write-offs based on the 
invoices selected. 

• Comment - Displays the comment entered for the write-offs. 
• Invoice Number - Displays the number of the customer's invoice. 
• Invoice Date - Displays the date of the customer's invoice. 
• Amount - Displays the amount remaining on the invoice that is written off when the 

invoice is selected. 
• Location - Displays the location that originated the invoice 

Write-Off G/L Distribution 

• Customer Number - Displays the number of the customer for whom you are writing off 
invoices. 

• Write-off Amount - Displays the calculated amount of all write-offs based on the 
invoices selected. 

• Invoice Number - Displays the number of the invoice you are writing off. 
• G/L Account Number - Enter or accept the general ledger account that is affected by 

the write-off.  The default A/R Bad Debt account and default Sales Tax Payable account 
are entered in Default System G/L Values Maintenance. 

• Amount - Enter or accept the amounts to be written off to the G/L accounts. 
• Description - Displays a description of the entered G/L account 
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