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NAME OF PROCESS 

Use Case / Objectives 
 
In order for AR Statements to print or email, there are a few locations where settings must 
be entered specifically to allow for this. This article walks through those steps needed to 
print and/or email A/R Statements. 
 
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  Additional Accounts Receivable Options Print A/R Statements 
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Process Steps 
1. Log into the Roleplay Environment using your credentials. 
2. Select the Accounts Receivable menu from the left side toolbar 
3. In the Additional Accounts Receivable Options section, click on the Print A/R 

Statements option. 
 

 
 
 
 
 
 
 
 
 
 
 

4. The Account Receivable Statements launch screen comes up. 
 
 
 
 
 
 
 
 
 
 
 
 

5. Type in the required parameters and press enter. 
a. You can put in a customer number range or leave them blank for all customers. 
b. You can put in a through date if you would like or leave it to default to the system 

date. 
c. The date to age by determines the aging buckets each invoice will fall into. It will 

default to the system date. 
d. The aging days are typically 30 for any invoice 30 days or less, 60 for invoices 31 – 

60 days, 90 for invoices 61 – 90 days, 120 for invoices 91 – 120 days (or older). 
e. Fax statements – this can be set to Y if you want to fax statements and have a fax 

phone number set up for the customer. 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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f. Email statements – this should be set to Y if you want to email statements and 
have an email address set up for the customer. 

g. Download Statements – you need to have special access set up to all the use of this 
option 

h. Currency – this is the currency code tied to the invoices you want to pull into the 
statements. If you use multiple currency codes you would need to run the A/R 
statements for each currency code. 

i. Message to print on statements – you can type in a brief message here that will 
show on the statements when they are printed/emailed. 
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In order for an A/R Statement to print for a customer they need to be set in the customer 
master file. 

Process Steps 
1. Click on the Accounts Receivable icon on the left hand side. 
2. In the Master File Maintenance section, click on Charge Customer Maintenance. 

 

 

 

 

 

3. On the Customer Master Maintenance screen, you can pull up the customer either 
using Customer number or Name in the filter fields or scroll until you locate the 
customer in the list. 

 
 
 
 
 
 
 
 
 
 
 

4. Type 2 in the Op field next to the desired customer. 
 
 
 
 
 
 
 
 
 

5. Press Enter to open the Customer Master Maintenance - Information screen. 
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6. The Prt stmt field needs to set to Y. 
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