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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to generate Accounts Receivable aging reports by 
region, district, location and customer location.  
 
To go directly to a specific section, click on one of the links below: 
 

 Generate Aging Report – by Region 
 Generate Aging Report – by District 
 Generate Aging Report – by Location 
 Generate Aging Report – by Customer Location 

 

 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 Summary Aging Display 
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By Region 
Use the following steps to review a summary of Accounts Receivable aging by region. 

1. Log into the Roleplay Environment using your credentials.  
2. If the Accounts Receivable screen does not appear automatically, select Accounts 

Receivable on the left toolbar. 
3. In the File Inquiry section, click on the A/R Summary Aging Display option. 

 

 

 

 

 

 

 

 

 

 

a. The A/R Aging Summary screen displays. 

 

 

 

 

 

 

 

4. If you know the region, you can type it in the Region field and press Enter or press F4 to 
search while in the field.  

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The A/R Aging Summary By Region screen displays. 

 

 

 

 

 

5. To change the region or to view all regions, change or delete the value in the filter field 
above the Rgn column. 

 

 

 
 

 

 

6. Press F7 or click on F07 Toggle Current/Prior in the Display Functions menu. 
a. The A/R Aging Summary By Region screen refreshes to display the previous 

month’s aging summary. 

 

 

 

 
 

 

b. Press F7 again to return to the current month’s aging summary. 
 

7. In the O column type 1 next to the desired region to open the A/R Summary Aging 
Display By Location screen.  
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NOTE: Steps for generating the aging summary by location are outlined in the By 
Location section. 
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By District 
Use the following steps to review a summary of Accounts Receivable aging by district. 

1. Log into the Roleplay Environment using your credentials.
2. If the Accounts Receivable screen does not appear automatically, select Accounts 

Receivable from the left toolbar.
3. In the File Inquiry section, click on the A/R Summary Aging Display option.

a. The A/R Aging Summary screen displays.

4. If you know the district, type it in the District field and press Enter; otherwise, press F4
on your keyboard or click on F04 Search in the Display Functions menu; type 1 in the O
column to select the region; press Enter.

a. The A/R Aging Summary By District screen displays.

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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5. Press F7 or click on F07 toggle Current/Prior in the Display Functions menu.
a. The A/R Aging Summary By District screen refreshes to display the previous

month’s aging summary.

b. Press F7 again to return to the current month’s aging summary.
6. To change the district or to view all districts, you can change or delete the value in the

filter field above the Dist column.

7. From here, type 1 in the O column next to the desired district to advance to the A/R
Summary Aging Display By Location screen. NOTE: Steps for generating the aging 
summary by location are outlined in the By Location section.
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By Location 
Use the following steps to review a summary of Accounts Receivable aging by region. 

1. Log into the Roleplay Environment using your credentials.
2. If the Accounts Receivable screen does not appear automatically, select Accounts 

Receivable from the left toolbar.
3. In the File Inquiry section, click on the A/R Summary Aging Display option.

a. The A/R Aging Summary screen displays.

4. If you know the location, type it in the Location field and press Enter; otherwise, press
F4 on your keyboard or click on F04 Search in the Display Functions menu; type 1 in the
O column to select the region; press Enter. 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The A/R Aging Summary By Location screen displays for the entered/selected
location.

8. Press F7 or click on F07 toggle Current/Prior in the Display Functions menu.
a. The A/R Aging Summary By Location screen refreshes to display the previous

month’s aging summary.

b. Press F7 again to return to the current month’s aging summary.
9. To change or view all locations, update or delete the value in the filter field above the

Loc column.
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10. From here, type 1 in the O column next to the desired location to advance to the A/R
Summary Aging Display By Location: Customers screen.
NOTE: Steps for generating the aging summary by customer location are continued in
the By Location: Customers section.
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By Location: Customers 
Use the following steps to review a summary of Accounts Receivable by customer location. 
NOTE: The following steps are a continuation from the steps noted above in the By Location 
section. 

11. On the A/R Summary Aging Display By Location: Customers screen, you can filter by
any of the columns within the table using the filter fields.

1. Press F7 again to return to the current month’s aging summary.

12. For this example, we are going to filter by the Cus # column.
a. Type a customer number in the filter field above the Cus # column; press Enter.

i. The customer with this number moves to the top of the table.

13. For the next example, we are going to filter by the Total column.
NOTE: The value in the Cus # filter field was deleted as we moved on to illustrate the
next steps.

a. In the small space to the left of the filter field, you will see a condition field.
You can enter < (less than),> (greater than), or = (equal to) in this field. NOTE:
If you leave any of the conditions blank, they will default to = if you type a
value in the corresponding filter field.

b. Type a value in the condition field if desired.
c. Type a value in the desired filter field.
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d. Press Enter.

NOTE: for this example, we entered > 1000 in the Total filter field. 

i. The A/R Summary Aging Display By Location: Customers screen
refreshes to display entries matching the criteria entered.

14. To view customer status and credit limits, press F11 on your keyboard or click on F11
Detail in the Display Functions menu.
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Field Definitions for Tasks 
A/R Aging Summary By Region 

 Date - Displays the date for the amounts on the display.  Press F7 to display amounts
from the previous month.

 Currency - Displays the currency in which the amounts on the screen are displayed.
 Region - Displays the region for which you are reviewing an aging summary.  Use the

filter above the column to change the region without returning to the previous screen.
 Name - Displays the name of the region.
 Total - Displays the total amount for all ageing buckets.
 0 – 29 - Displays the amount for the 0 to 29 days aging bucket.  The customer accounts

that comprise this amount are typically considered current.
 30 - 59 - Displays the amount for the 30 to 59 days aging bucket.  The customer accounts

that comprise this amount are at least a month past due, but not yet two months past
due.

 60 - 89 - Displays the amount for the 60 to 89 days aging bucket.  The customer accounts
that comprise this amount are at least two months past due, but not yet three months
past due.

 90 - 119 - Displays the amount for the 90 to 119 days aging bucket.  The customer
accounts that comprise this amount are at least three months past due, but not yet four
months past due.

 120 - Over - Displays the amount for the 120 days and over aging bucket.  The customer
accounts that comprise this amount are at least four months past due.

A/R Aging Summary By District 

 Date - Displays the date for the amounts on the display.  Press F7 to display amounts
from the previous month.

 Currency - Displays the currency in which the amounts on the screen are displayed.
 Region - Displays the district for which you are reviewing an aging summary.  Use the

filter above the column to change the region without returning to the previous screen.
 Name - Displays the name of the district.
 Total - Displays the total amount for all ageing buckets.
 0 – 29 - Displays the amount for the 0 to 29 days aging bucket.  The customer accounts

that comprise this amount are typically considered current.
 30 - 59 - Displays the amount for the 30 to 59 days aging bucket.  The customer accounts

that comprise this amount are at least a month past due, but not yet two months past
due.
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 60 - 89 - Displays the amount for the 60 to 89 days aging bucket.  The customer accounts 
that comprise this amount are at least two months past due, but not yet three months 
past due. 

 90 - 119 - Displays the amount for the 90 to 119 days aging bucket.  The customer 
accounts that comprise this amount are at least three months past due, but not yet four 
months past due. 

 120 - Over - Displays the amount for the 120 days and over aging bucket.  The customer 
accounts that comprise this amount are at least four months past due. 

A/R Aging Summary By Location 

 Date - Displays the date for the amounts on the display.  Press F7 to display amounts 
from the previous month. 

 Currency - Displays the currency in which the amounts on the screen are displayed. 
 Region - Displays the district for which you are reviewing an aging summary.  Use the 

filter above the column to change the location without returning to the previous screen. 
 Name - Displays the name of the district. 
 Total - Displays the total amount for all ageing buckets. 
 0 – 29 - Displays the amount for the 0 to 29 days aging bucket.  The customer accounts 

that comprise this amount are typically considered current. 
 30 - 59 - Displays the amount for the 30 to 59 days aging bucket.  The customer accounts 

that comprise this amount are at least a month past due, but not yet two months past 
due. 

 60 - 89 - Displays the amount for the 60 to 89 days aging bucket.  The customer accounts 
that comprise this amount are at least two months past due, but not yet three months 
past due. 

 90 - 119 - Displays the amount for the 90 to 119 days aging bucket.  The customer 
accounts that comprise this amount are at least three months past due, but not yet four 
months past due. 

 120 - Over - Displays the amount for the 120 days and over aging bucket.  The customer 
accounts that comprise this amount are at least four months past due. 

 




