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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to generate the open payables report. This report 
provides a listing of Open Payable Invoices by vendor number or name, due date, aged by, 
invoice date, due date, discounts, or halt codes. 
 

 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 all tasks are available in the Reference Glossary. To view these 
definitions, either click the screen name in the task or scroll to the end of the 
documentation, where the glossary is located. 
 
Menu options to access:  

Accounts Payable => Open Payables / General 
Reporting 

Open Payables/General 
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Generating an Open Payables Report 

Process Steps  

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

from the left toolbar. 
3. In the Report Functions section, click on the Open Payables / General option. 

 

 

 

 

 

 

 

 

 

a. The Open Payables Reports screen opens. 

 

 

 

 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login


 

4 | P a g e  
 

4. Enter the parameters for the report and press Enter.  
NOTE: All three reports can be entered at one time; however, the Submit Job field will 
apply to all the reports. If the user wishes to run one report interactively while 
submitting another, the report requests must be entered separately.  
NOTE 2: For the purposes of this article, the only field changed to Y is the Open Payables 
by Vendor field. 

a. The Submit Job pop-up window opens. 

 

 

 

 

 

 

 

 

5. Verify/update the information 
6. Press Enter to continue. 
7. The Submit Job pop-up window will close and you’re returned to the Accounts Payable 

screen. 
8. Once the report has been completed, an indicator icon will appear by the Manage My 

Files tab. 

 

 
 

9. Click on the Manage My Files tab.  
a. The Manage My Files screen opens, displaying your files.  

NOTE: The files will be named after the control record of the screen it pulled 
from. 
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10. Click on the Open icon next to the desired file. 

 

 

 

a. The Open Payables report opens. NOTE: The example below shows by Vendor 
Number since Open Payables by Vendor No. was set to Y. 
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Field Definitions for Tasks 
Open Payables Report 

 Open Payables by Vendor No. - Enter Y to print an Open Payables report by Vendor 
number.  

 Open Payables by Due Date - Enter Y to print an Open Payables Report by a user-defined 
Due Date.  

 Invoice Due Date for Report - Enter the date to be used for the report. Any Invoice with 
a Due Date 'equal to or before' the date entered will be printed.  

 Print Current Invoices Only - Enter Y to only include invoices with a Due Date ‘equal to 
or before' the date entered for the report. Enter N to include all invoices by Due Date. 

 Aged Open Payables – This report can be printed by invoice date or by due date. Enter 
Y for the report(s) you wish to print and then the dates in the corresponding column(s).  

 Invoice Discrepancy Report - Enter Y to print a listing of all Invoices with a Halt Code. 
This report will also print Invoice Messages. 

 From Invoice Amount – Enter the starting Invoice Amount to be listed. Invoices with a 
Gross Amount = (equal to) or > (greater than) the amount entered will be printed.  

 To Invoice Amount - Enter the ending Invoice Amount to be listed. Invoices with a Gross 
Amount = (equal to) or < (less than) the amount entered will be printed.  

 Discounts Only - Enter Y to select invoices that are eligible for a discount.  
 Select Halt Codes - Enter the Halt Codes to be selected. A maximum of four halt codes 

at once (two characters each) are allowed. 
 Held Invoices Only (Y/N) - Enter Y to select all invoices that have a Halt Code.  
 Company-Location - This field only displays for corporate users. Enter the Company and 

Location for invoices you wish to include.  
 Submit Job (Y/N) - Enter Y to submit the program to Batch or N to run the program 

interactively. 


