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NAME OF PROCESS 

Use Case / Objectives 
 
This article will walk you through how to  generate late charges for A/R invoices based on a 
specified aging date 
 
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:  
Main Menu => Transaction Processing => Accounts Receivable  
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Process Steps 
1. Log into the RolePlay environment using your credentials.
2. Click the Accounts Receivable menu icon.
3. Under Transaction Processing, click Create Late Charge – Month End.

4. Type in the Date to age by field. NOTE: This date is the date for which the A/R
invoices should be aged to determine if late charges should be generated.

5. Press Enter. Then select which company or companies you want to run charges on by
typing in the Locations.

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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6. Press Enter.  
a. The screen will gray out until it finishes running the late charges. It may take 

some time to run. 
7. The report is complete when the orange indicator displays by your Manage My Files 

icon. 

 

 

 

 

 

8. Click on the Manage My Files icon in the top right corner to view PDF. 

 

 

 

 

9. Double click on the desired file or click on the open icon to view the report. 

 

 

 

 

 

 

 

 

 

 

 

10. The Sales Journal report of the charges will open. NOTE: The screenshot below is only 
a sample of the report. 
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11.  You can also click on the Service Charge Invoice to view service charge details. 

 


	Create Late Charges - Month End
	Create Late Charges - Month End
	Process Steps


