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NAME OF PROCESS

Create Late Charges - Month End

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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Create Late Charges - Month End

Process Steps

1.
2.
3.

Log into the RolePlay environment using your credentials.
Click the Accounts Receivable menu icon.
Under Transaction Processing, click Create Late Charge - Month End.

@
Q Accounts Receivable
w Q Search These Tasks
=4 Additional Accounts Receivable Options Pre-Lien Options Transaction Processing
(=0 Print A/R Stats i Project Fils (31 Cash Recsipts
= 24 Repiint Invoices 2. Pre-Lien Contracts/Invoices Inguiry L AR Bateh Inguiry
& 7, Referenca # Reassignment .t Customar Jobs 2t Post Customer Payments
Da > Aged Receivables Reports [E) Pre-Lien Centracts/Invoices Report A Account to Account Transter
) 2 Eamed Not Billed Report = Open Contracts Only 22 AR Adjustments
& ¢ AR Eng of Dey Detsil 4 Manags Proforms Invaices
=] % Pre-Lien Report o %5 Manual Letirage by Customer
+ |=  Analysis Raport AR Adjusiments Options /2 Post Invoicss.
hu % AR Transfer Report By Region %3 NSF checks
=y %% Credit Approval Report 73 Misapplied Payment (L e e e
. %;  Billad Not Esmed Raport %2 Post Cradit Card Payments
% Credit Letters [&  On Demand Credit Summary Processing
& %4 Gyols Biling Raport 3 7 Craats Intersst Invsicss
3% Project Forecast Report G Non AR Chack Raversal
¢ Crecit Exposure Risk Report o Cash Customer NSF Checks

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.

10/31/25 11:28:12 Accounts Receivables Late Charges Sys: DEMO V12
Cmp: RM Loc: LGB

Date to age by: [10/31 /25

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

By Loc/District/Region: (L/D/R) Omit/Include: I| (0=0mit, I=Include)
Locations
LGB

Submit job. . . : N

Enter information and press Enter to continue.
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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.

IRVINE (RM/DMO)

About RMUI
Q All Tasks
o Q, Search Thase Tasks
A=/ A P R
=6 e AJP - GIL Balance Report }  Fax Form Attachment File Maintenance |=  Rate Analysis Report

X
About RMUI
Manage My Files
X W™ icinvoice-000002.pdf W aritorpf-000001 pdf
e PDF  2025-10-3107:38:48 PDF 202511031 07:3847
N N
=
B ™ aritcrpf-000001.pdf ™ ip310rpf-000001.pdf
= PDF  2025-10.31 07:37:51 PDF  202510-13 10112413
Da — —
&
=
ip310rpf-000001.pdf
PDF  2025-10-13 10:12:13

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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SALES JOURNAL

RUN DATE 10/31/25 PAGE NO. 1
——————— Customer Name - - - - - - - - - Invoice Invoice
Number Name City Loc Number Date Inv Amount Cur OCR Number
5 SERVICE UNLIMITED MARTINEZ DMO  999999999999-0020 10/31/25 134.82
6 ABC COMPANY CHINO HILLS DMO  999999999999-0030 10/31/25 41,876.90
6 ABC COMPANY CHINO HILLS DMO  999999999999-0031 10/31/25 6,898.62 Inv $: 4829.04 EUR
7 C.D.O.T. LONG BEACH DMO  999999999999-0011 10/31/25 5.00
11 CASE BUILDERS, INC. DOLLAR RANCH DMO  999999999999-0003 10/31/25 44.77
15 PCL CONSTRUCTION SER IRVINE DMO  999999999999-0020 10/31/25 61.85
19 IKEA ANTWERPEN BELGUM DMO  999999999999-0029 10/31/25 30.77
19 IKEA ANTWERPEN BELGUM DMO 999999999999-0030 10/31/25 892.55 Inv $: 624.79 EUR
35 ACE HARDWARE LONG BEACH DMO 999999999999-0019 10/31/25 149,499.97
39 XYZ COMPANY BENICIA DMO 999999999999-0019 10/31/25 8,760.32
41 DAY LANDSCAPERS LONG BEACH DMO  999999999999-0019 10/31/25 5.00
66 Garrett Construction ANAHEIM DMO 999999999999-0002 10/31/25 4,729.88
88 JTIAN CONSTRUCTION ALAMEDA DMO  999999999999-0008 10/31/25 3,515.81
89 TURLOCK CONSTRUCTION TURLOCK DMO 999999999999-0006 10/31/25 559.92
313 MaRy RoCk LLC. IRVINE DMO 999999999999-0007 10/31/25 383.79
503 STILWAGNER CONSTRUCT ALISO VIEJO DMO 999999999999-0021 10/31/25 616.44 Inv $: 431.51 EUR
505 STILWAGNER CONSTRUCT IRVINE DMO  999999999999-0027 10/31/25 6,088.57 Inv $: 4262.01 EUR
505 STILWAGNER CONSTRUCT IRVINE DMO  999999999999-0028 10/31/25 7.97
507 MARTY'S EQUIPMENT IRVINE DMO  999999999999-0002 10/31/25 50.81
512 VAN NGUYEN CONSTRUCT IRVINE DMO  999999999999-0019 10/31/25 3,409.23
513 STILWAGNER OTR SERVI IRVINE DMO  999999999999-0016 10/31/25 2,570.17
515 ACME CORPORATION IRVINE DMO  999999999999-0011 10/31/25 432.16 Inv §: 583.42 CAD
515 ACME CORPORATION IRVINE DMO  999999999999-0012 10/31/25 7,677.14
516 R. W. SMITH QUIDNICK DMO  999999999999-0012 10/31/25 5.00
517 ENVIRONMENTAL SYSTEM LAGUNA BEACH DMO  999999999999-0018 10/31/25 15.30
519 AVIEJO CONSTUCTION LAGUNA NIGUEL DMO  999999999999-0024 10/31/25 2,867.16
519 AVIEJO CONSTUCTION LAGUNA NIGUEL DMO  999999999999-0025 10/31/25 1,961.58 Inv $: 1373.11 EUR
520 NEWPORT BAY COMPANIE CORONA DEL MAR DMO  999999999999-0019 10/31/25 5.00
521 NAM'S HOUSE OF RENT GARDEN GROVE DMO  999999999999-0019 10/31/25 3,037.39
524 TEDDY RENTALS GARDEN GROVE DMO 999999999999-0023 10/31/25 23,783.98
525 KENTARO CONSTRUCTION ANTWERP DMO  999999999999-0020 10/31/25 345.47 Inv $: 241.83 EUR
526 1-2-3 CONSTRUCTION C ORLANDO DMO 999999999999-0020 10/31/25 24.42
529 ATLAS CONSTRUCTION KINGSTON DMO 999999999999-0019 10/31/25 1,261.48
531 GEO CONSTRUCTION COLUMBUS DMO  999999999999-0019 10/31/25 1,153.23
5 EXCREI_CONSTRIICTTION LONG _BEACH inlfe] 9999-_0027 10 | S N4

11. You can also click on the Service Charge Invoice to view service charge details.

999999999999-0019

5
SERVICE UNLIMITED
10/31/25
65 CORONA AVENUE
MARTINEZ CA
510 932-6959

A SERVICE CHARGE OF 1.50% 134.82
HAS BEEN CALCULATED ON A
PAST DUE AMOUNT OF 8,988.00
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