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NAME OF PROCESS 

Use Case / Objectives 
 
The process document will walk you through how to generate the Earned Not Billed Report. 
The Earned Not Billed (ENB) report displays the value of contract work that has been 
completed but not yet invoiced. Each contract is assessed at the time the report is generated 
to determine its current value, as if the contract were terminated on that 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 Operations => Operations Reports => Earned Not Billed Report 
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Process Steps 
1. Log into the Roleplay Environment using your credentials.  
2. Select the Main Operations menu from the left toolbar. 
3. In the Operations Reports section, click on the Earned Not Billed Report option. 

 

 

 

 

 

 

 

 

 

a. The Earned Not Billed Report screen opens. 

 

 

 

 

 

 

 

 

4. The Report date field defaults to the current day; however, it can be updated if desired. 
5. If you want to create an accounts receivable batch, type Y in the Create Batch field. 
6. If you want to run the report for a specific customer only, type in the customer’s number 

in the Customer # field. 
7. In the Report Type field, type in how you would like the output on the report to display 

(1 = sum by location, 2 = sum by customer, 3 = sum by contracts or 4 = display contract 
details). 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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8. In the Cash Customers and Re-rent items fields, indicate whether to include (I), exclude 
(E) or only (O) show those options on the report. 

9. If you want to save your report as a DB/2 file, type in the Save report as and in library 
fields. 

10. In the Sales Rep field, if you want the report to run for ALL sales representatives, leave 
fields BLANK. If you want to include (I) or omit (O) specific ones, type in their sales rep 
numbers in the fields. 

11. If you want to sort the report by sales representative, type Y in the Sort by rep field. 
12. If you want to generate a cycle bill, type Y in the To cycle field. 
13. Once you have updated all the desired fields, press Enter twice to run the report. 

a. The Print Job screen opens. 

 

 

 

 

 

 

 

 

14. 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. 

15. Update the details as desired and press Enter to run the report. 
a. The Submit Job screen closes, and the Main Operations menu screen displays. 

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

 

 

 

16. Click the Manage My Files icon. 
a. The Manage My Files screen opens displaying your files. 
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17. Click the Open icon or double click on the desired file.

18. The Earned Not Billed Report opens showing the value of the contracts that have been
earned but not yet billed. NOTE: The screenshot below is only a sample of the Earned
Not Billed Report.
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Field Definitions for Tasks 
Earned Not Billed Report 

• Report Date – Enter or accept the date the report is generated. 
• Est Date – Indicates whether to display the estimated earn date on the report (Y= yes, 

N = no). 
• Billed Date - Indicates whether to display the date a contract is billed on the report 

(Y= yes, N = no). 
• Create Batch – Indicates whether to create an accounts receivable batch when the 

report is generated (Y= yes, N = no). 
• G/L Journal Date - Enter or accept the date the earnings display on the general ledger. 
• Customer # - Enter a single customer number if you want the report to only display 

their earned contracts or 0 to display all customer earned not billed contracts. 
• Report Type – Indicates how the report details will display  

o 1 – by location 
o 2 – by customer 
o 3 – by contract 
o 4 – by contract detail 

• Cash customers – Indicates whether to include (I), exclude (E) or only display (O) cash 
customers on the report. 

• Re-rent items - Indicates whether to include (I), exclude (E) or only display (O) cash 
items rented from a vendor that are rented to your customer on the report. 

• Save report as – If you would like to save the report to a DB/2 file, enter the name of 
the report. 

• In library – Indicates where you want to save the report. 
• Sales Rep - Indicates whether to include (I) or omit (O) specific sales representatives. 
• Sales Rep # - Enter the sales representative(s) to include or omit on the report. NOTE: 

To run the report for all sales representatives, leave the fields blank. 
• Sort by rep – Indicates whether to sort the report by sales representatives (Y= yes, N = 

no). 
• To cycle – Indicates whether to generate the bill for this cycle. 
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