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NAME OF PROCESS 

Use Case / Objectives 
 
This process guides you through generating a report of customers with the status specified 
in the report parameters. 
 
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 => Additional Accounts Receivable Options => Charge Customer Listing 
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Process Steps 
1. Log into the Roleplay Environment using your credentials.
2. Select the Accounts Receivable menu from the left toolbar.
3. In the Additional Accounts Receivable Options section, click on the Charge Customer

Listing.

a. The Customer Master File Listing screen opens.

4. On this screen you will enter the parameters for your report.
5. In the Status field, type in the customer’s status you would like to display on your report.

NOTE: Valid Status codes include: A – Active, B - Bad debt, C - Account closed
by customer, D - Account deleted by company, H – Hold, I – Inactive, S – Suspended, and
F - Credit denied.

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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6. In the example below, the report will display a listing of customers with a status of
HOLD.

7. Update any other fields and press Enter twice.
a. The Print Job screen opens.

8. On this screen, you can choose to run the report by Location (L), District (D), or Region
(R), whether to Include (I) or Omit (O) the locations noted and enter locations. NOTE:
Location refers to the location the customer was created, not the location where the
invoices were billed.
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9. Update the details as desired and press Enter to run the report.
a. The Submit Job screen closes, and the Account Receivable menu screen

displays. NOTE: The report is complete when the orange indicator displays by
the Manage My Files icon.

10. Click the Manage My Files icon.
a. The Manage My Files screen opens displaying your files. 

11. Click the Open icon or double click on the desired file.
12. The Customer Master File Listing Report opens showing all customers with a Status of

Hold for the Location(s) selected.
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Field Definitions for Tasks 
Customer Master File Listing
• Report Options – Enter the format to run the report.

o S – Summary Listing
o D – Detail Listing
o B – Both Listings
o L – Print Labels

• Date opened – Specify a date range to filter customer records by creation date.
• Sort by – Enter a value to determine how the report output is sorted.

o N – Name
o Z – Zip Code
o S – NACE Code
o R – Sales Representative
o # - Customer Number

• Status - Displays the current status of the customer. Valid status codes include:
o A - Active
o B - Bad debt
o C - Account closed by customer
o D - Account deleted by company
o H - Hold
o I - Inactive
o S - Suspended
o F - Credit denied

• Print zip code range – Enter a range of customer zip codes to include. NOTE: This is 
for print labels only.

• Print customer comments – Enter whether to include (Y) or omit (N) any customer 
comments on the report.
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