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InTejiylipo HOW-TO GUIDE

NAME OF PROCESS

Printing and emailing A/R Statements

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 2Print A/R Statements
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Printing/emailing AR Statements

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.

@

Q

v Q, [Bearch These Tasks

>N

= Additional Accounts Receivable Options
Gl Print A/R Statements
= Reprint Invoices

Reference # Reassignment

Aged Receivables Reports

4. The Account Receivable Statements launch screen comes up.

Print A/R Statements
Print A/R Statements

11/03/25 15:37:04 Accounts Receivables Statements Sys: DEMO V12
Cmp: RM Loc: LEB
Customer number from: [ | To: [] (Blank for all)
Include invoices through this date:

Date to age by:
Aging days:

de: (30) ( 68) ( 90) (120)
Fax statements: I /Ny
Email statements: [DRSZIn!

Download Statements: W Cv/n)
Currenc’ e uso

ge to print on statement

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.
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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.

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

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.

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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Email Settings for Customers

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.

Print A/R Statements

Accounts Receivable

Q, Search These Tasks

Additional Accounts Receivable Options Pre-Lien Options Master File Maintenance
2, PrintAR Statements > Project File I “2*  Charge Customer Maintenance I
% Reprint Invoices (), Pre-Lien Contracts/Invoices Inquiry > AR Adjustment Codes

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.

Charge Customer Maintenance

11/03/25 16:37:42 Customer Master Maintenance

Type option, press Enter to continue:

2=Edit 5=View ©=Insurance 19=Document Distribution 22=Tax Inguiry 2&=5tyl

2373 | [ | | 0O O
Op Customer Status Name Credit D/L St D/L Numf
I:l 782 A A RENT-ALL SHOP, INC i
I:l 783 A A TEAM CONSTRUCTION i
[ 1123 A CUSTOMER - PARTS

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

Charge Customer Maintenance
Charge Customer Maintenance

11/83/25 16:39:18 Customer Master Maintenance Sys: DEMO vi2

Cmp: RM Loc: LGB
Type option, press Enter to continue:

2=Edit 5=View 9=Insurance 19=Document Distribution 22=Tax Inguiry 26=Style Sheets 27=P0 Tracking More....

273 [] [ 1 O O

U0 CUgpomer Status Name Credit D/L St D/L Number
373 A Jefferson Contracting ¥

5. Press Enter to open the Customer Master Maintenance - Information screen.
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Charge Customer Maintenance

HOW-TO GUIDE

Charge Customer Maintenance

11/83/25 1 Customer Master Maintenance Sys: DEMO V12
Cmp: RM Loc: LGB

Customer #: 2375 Date opened:  7/14/15 Sts: [i| Override Price List/Agreement Billing Flags: i Location:

Last maint: RMOGOLDA  9/25/25 7:49:55 Use Ltdisc: [] Hod:
1ling_Information Bus Entity : [J NIC code:

Name: National cd: []

ador 1: National exp gate: [ ]

Adar 2: Insurance:  [] Expat: [ ] L —

city/st/zip: i) Tax Dist: [ - —

Phone: ALt phone: [ [ ] Fax#: Customer Type: []

‘search word: Contact: | User Auth Reg: |

Region: Territory: [] Rep #: —1 SIC code: [ ] class: [ ]

Credit limit: Credit cd: [] Credit mgr: [ ]  Agency Umit: [ 9 Sync Limits: ]

PO# required: Pre-lien: [ Job # req: srve chg: [f Prt stmt: [ EPA cng:

Taxes(V/reason) Sales: [f] Rentals: Resale#:

Damage waiver: [N o/w s [ 0/W Ant: [ Exp dats —/ Source Code: —

0/ui Rate Rule: [] Track POs: Env Fee Cale Rule: []

Free delivery: [N
Comments

Free pickup: N

Cyc bill cd:

Make changes and press Enter.

Corp Link:

6. The Prt stmt field needs to set to Y.

Print A/R Statements

Charge Gustomer Maintenance

Charge Customer Maintenance

11/83/25 16:48:46 Customer Master Maintenance Sys: DEMO V12
tnp: RM Loc: LG8

Customer #: 2373 Date opened:  7/14/16 Sts: i Override Price List/Agreement Billing Flags: i Location

Last maint: RMEOBIDA  9/25/25 7:49:55 Use Ltdisc: [] Mo
Billing Information Bus Entity @ [J NIC code:

Name: National cd: []

Addr 13 National exp date: [ ] :

Addr 2: Insvrance:  [] Exp dt: [ ] L —

City/st/zip: 3 Tax Dis Countr D.0.B [ ]

Phone: At prone: ][] Faxe custoner Type: []

search word: contact: [ User Auth Rea: i

Region: Territory: [] Rep #: — SIC code: [ ctess: [ ]

Credit limit: Cregit cd: [] Credit mgr: [ ]  Agency Limit: syno Limits: ]

PO% required: Pre-lien: [ Job # rea: Y| srvo ohg: | ert stats | EPA che:

Taxes(Y/reason) Sales: [f| Rentals: Resale#: EXEWPT |

Damage waiver: /W Ant: [ Exp date: — Source Code: —

|
D/W Rate Rule: []
Free delivery: [N

Conments.

Cyc bill cd:

Env Fee Calc Rule: []

Corp link: | —|

Make changes and press Enter.
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