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InTejilipo HOW-TO GUIDE

NAME OF PROCESS

Posting Customer Payments [Roleplay]

Use Case / Objectives

This guide will walk you through how to post A/R cash receipt batches to the general ledger.
NOTE: this process only applies to those who have auto posting set to NO.

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 => Post Customer Payments
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Posting Customer Payments

1. Log into the Roleplay Environment using your credentials.

2. If the Accounts Receivable screen does not appear automatically, select Accounts

Receivable from the

left toolbar.

3. Click on Post Customer Payments.

Accounts Receivable

ditional Accounts Receivable Options Master File Maintenance

Lien Options Transaction Processing

Q Search These Tasks

Print A/R Statements.
Reprint Invoices.

Reference # Reassignment
Aged Receivables Reports
Earned Not Bllled Report

< AR End of Day Detail
! Pre-Lien Report

Analysis Report
AR Transfer Report By Region

Project File

3. Pre-Lien Contracts/invoices Inquiry

*  Customer Jobs

5]

Pre-Lien Contractsfinvaices Report

Open Contracts Only

Charge Customer Maintenance
3¢ AR Adjustment Codes
3¢ AR Credit Codes
i Customer Authorized Users
S AR User Authority

24 Quick Pay Discount Codes

Cash Recelpts
AR Bateh Inquiry

T Account to Account Transfer
=4 ARAdjustments
2 Manage Proforma Invoices
Manual Lettrage by Customer

>4 Post Invaices

a. The A/R Batch Post screen displays.

2/13/25 11:07:34

Options:

0 Batch #

|| o0B0011179
|| 0666011186
|| poBRO11182
|| eeeEO11177

1=Post 4=Delete

100

A/R Batch Post

5=Display 6=Print

Sys: DEMO V12
Cmp: RM Loc: LGB

Mode QUNILIRIES

| O |01 I |
Leg Batch dt Control amount Batch amount Status Post Cur
DMO 2/12/25 OPEN NO  USD
DMO 2/12/25 OPEN NO  USD
DMO 2/12/25 196.77 OPEN NO  USD
DMO 1/31/25 1,000.00 250.00 OPEN NO usb
TOTAL USD 250.00

4. Press F8 on your keyboard or click on FO8 Not Posted/All in the Display Functions
menu to toggle the entries displayed (status column).

Post Customer Payments

Sys: DEMD V12
Chp: RM Loci LGB
Hode

2/13/25 11:07:34

AfR Batch Post

Options: 1=Post 4=Delete S=Display &=Prin

[
Ogatch#  Lec
[ 0808011179 DHO
[ eoeep11180 DHO
|| es8e811182 DMO
[] 6860611177 DHO

1} — i

2/12/25
2/12/25
2/12/25
1/31/25

TOTAL USD

Batch gt mm_ammw.

o

196.77

1,000.00 256.00)

258.08

Display Functions

© 0 ©
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a. The A/R Batch Post screen updates to display all entries.

2/13/25 11:87:52 A/R Batch Post Sys: DEMO V12

Cmp: RHM Loc: LGB

Options: 1=Post 4=Delete 5=Display 6=Print

[ ] 0 | B 0 .
0 Batch # Loc  Batch dt Control amount tch amount) Status fPost Cur
[] 008BO11183 OMO 2/13/25 558.52 §50.52 CLOSED |VES USD
[] 8000011179 DMO 2/12/25 OPEN  [NO  USD
|| ooeEO11188 DOMO 2/12/25 OPEN NO  USD
[] 00BEG11181 OMO 2/12/25 393.56 393.56| CLOSED |VES USD
[| 0080011182 DMO 2/12/25 196.77 OPEN  |NO  USD
[] 0000011178 DHO 2/11/25 CLOSED |VES USD

0000011177 DMO 1/31/25 1,800.00 2508.00| OPEN NO  USD

[ 0000011174 DMO 1/24/25 1,560,000.60 1,5600,008.80| CLOSED |[YES USD
['] 0008011175 DMO 1/24/25 2,150,000.60 2,150,000.00) CLOSED |YES USD
0008011176 0DMO 1/24/25 1,508,0008.080 1,500,60008.680) CLOSED |YES USD

[] 0088011173 LGB 1/08/25 7,000.00 7,600.00) CLOSED JYES USD
['1 0008011167 DMO 12/18/24 415.83 415.83| CLOSED |VES USD
[] ooeEO11169 DMO 12/18/24 1,373.67 1,373.67) CLOSED |YES USD
[] LBoBA11166 OMO 12/16/24 808.00 800.00) CLOSED |VES USD

6. Click on FO8 Not Posted/All again.
a. The A/R Batch Post screen updates to display all entries with a Status of
CLOSED (POSTED).

2/13/25 11:08:29 A/R Batch Post : DEMO V12
Options: 1=Post 4=Delete 5=Display 6=Print

[ | 01 | O 10l Ll |

0 Batch # Loc  Batch dt Control amount _ Batch amount| Post Cur
|| 0E0B11183 DMO 2/13/25 550.52 550.52 YES USD
|| oBeEe11181 DMO 2/12/25 393.56 393.56 YES USD
|| oeeEe11178 DMO 2/11/25 YES USD
|| 0EER11174 DMO 1/24/25  1,500,000.80¢  1,500,000.00 YES USD
[] 6eeeB11175 DMO 1/24/25  2,150,000.80  2,150,000.80 YES USD
[ 9800811176 DMO 1/24/25  1,500,800.80  1,500,000,00 YES USD
|| 000811173 LGB 1/08/25 7,000.00 7,080.00 YES USD
[ 0e0EB11167 DMO  12/18/24 415.83 415.83 YES USD
|| 8eBRRE11169 DMD 12/18/24 1,373.67 1,373.67 YES USD
[ LBOOB11166 DMD  12/16/24 800.08 800. 68 YES USD
[] 0ee0011164 DMO  11/25/24 YES USD
[ ] 0800011155 DMO  11/18/24 980.08 980.60 YES USD
|| 88EEB11156 DMO  11/18/24 500.00 500. 08 YES USD
[]LBEEO11151 DMO  18/17/24 500.00 560.00 YES USD

7. Click on F8 Not Posted/All so entries with a Status of OPEN (UNPOSTED) display.
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8. Click on F11 Detail to display additional details regarding who last maintained the
batch.

2/13/25 11:09:13 A/R Batch Post Sys: DEMO V12
Cmp: RM L

Options: 1=Post 4=Delete 5=Display &=Print

[ 1 0L ] Of Of [ ]
0 Batch # Loc  pBatch dt Control amount _ Batch amount Status Post Cur
116800011179 _DMO 2/12/25 OPEN___NO__USD

# trans: System dt: 2/12/25 Last maint by: RMBBBIDA on 2/12/25
|| 6BOEO11188 DMO 2/12/25 OPEN  HO  USD

# trans: System dt: 2/12/25 Last maint by: RMBOE1DA on 2/12/25
|| pOEBE11182 DMO 2/12/25 196.77 OPEN NO  USD

# trans: System dt: 2/12/25 Last maint by: RMBBBIDA on 2/12/25
|| 8OEO11177 DMO 1/31/25 1,800.88 258.88 OPEN  NO  USD

# trans: 4 System dt: 1/31/25 Last maint by: WG@S7JL  on 1/31/25

TOTAL USD 250.00

8. Press shift+F9 or click on F21 Toggle Filter to change the filter fields at the top of the
table.

2/13/25 11:18:17 A/R Batch Post Sys: DEMO vi2
Cmp: RM Loc: LGB
# trans: | | System dt: | | Last maint by: | ] on | J
0 Batch #  Loc  Batch dt Control amount _ Batch amount Status Post Cur
|| egeEE11179 DMO 2/12/25 OPEN NO  USD
# trans: System dt: 2/12/25 Last maint by: RM@E®1DA on 2/12/25
|| 0666011180 DHO 2/12/25 OPEN  NO  USD
# trans: System dt: 2/12/25 Last maint by: RMBE@1DA on 2/12/25
|| p0BOE11182 DMO 2/12/25 196.77 OPEN NO uso
# trans: System dt: 2/12/25 Last maint by: RMBSOIDA on 2/12/25
rlﬂﬂﬂﬂﬂ11177 DMo 1/31/25 1,000.00 258.00 OPEN NO uso
# trans: 4 System dt: 1/31/25 Last maint by: WGB&7JL on 1/31/25
TOTAL USD 250.00

9. If there is a batch you would like to delete, type 4 in the O column.

2/13/25 13:32:50 A/R Batch Post Sys: DEMO V12
Cmp: RM Loc: DMO

Mode ULTLNIE=]

Options: 1=Post 4=Delete 5=Display 6=Print

[ | O || || |
0 Batch # Loc Batch dt Control amount Batch amount Status ost Cur
/4 0000011184 DMO 2/13/25 550.52 550.52 OPEN NO USD
[1|ece0011177 DMO 1/31/25 1,000.00 250.00 OPEN NO  USD
TOTAL USD 800.52

10. Press Enter.
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a. The screen refreshes and displays a warning at the bottom of the page.

2/13/25 13:34:22 A/R Batch Post Sys: DEMO V12
Cmp: RM Loc: DMO
Hode

Options: 1=Post 4=Delete S5=Display 6=Print

0 Batch # Loc Batch dt Control amount Batch amount Status Post Cur

[l 0000011184 DMO 2/13/25 §50.52 §50.52 OPEN NO  USD

0000011177 DMO 1/31/25 1,000.00 250.00 OPEN NO  USD
TOTAL USD 800.52

l WARNING: Batch will be deleted. Press Enter to continue with the delete.l

11. Verify the batch to be deleted and press Enter.
a. The screen refreshes and the deleted batch no longer appears in the table.

2/13/25 13:37:20 A/R Batch Post Sys: DEMO V12
Cmp: RM Loc: DMO

(Il UNPOSTED

Options: 1=Post 4=Delete 5=Display 6=Print

1
0 Batch # Loc Batch dt Control amount Batch amount Status Post Cur
0000011177 DMO 1/31/25 1,000.00 250.00 OPEN NO  USD

TOTAL USD 250.00

12. Type 1 in the O column next to the desired batch.

2/13/25 11:10:29 A/R Batch Post Sys: DEMO V12
Cmp: RM Loc: LGB

Options: 1=Post 4=Delete 5=Display 6=Print

- [0l ] [OF Ol ]
0 Batch # Loc  Batch dt Control amount Batch amount Status Post Cur
| pepee11179 DMO 2/12/25 OPEN NO  USD
B trans: System dt: 2/12/25 Last maint by: RMBE@1DA on 2/12/25
|| booeB11180 DMO 2/12/25 OPEN NO  USD
E trans: System dt: 2/12/25 Last maint by: RME®O1DA on 2/12/25
EI H00E011182 DMO 2/12/25 196.77 OPEN NO usp
i trans: System dt: 2/12/25 Last maint by: RMBOO1DA on 2/12/25
U 0000011177 DMO 1/31/25 1,080.00 250.00 OPEN NO uso
% trans: 4 System dt: 1/31/25 Last maint by: WBB6T7JL on 1/31/25

TOTAL USD 256.00

13. Verify the information and press Enter to post and close the batch.
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Reference Glossary

Field Definitions for Tasks
A/R Batch Post

e Batch Number - Displays the number of the A/R cash receipts batch.

e Location - Displays the location that initiated the batch.

e Batch Date - Displays the date given to the batch.

e Control Amount - Displays the amount entered as the control total for the batch.

e Batch Amount - Displays the amount entered for the batch to date.

e Status - Displays the status of the batch as either Open or Closed.

e Posted - When viewing all batches, this field displays a Y if the batch has been posted.
e Currency - Displays the currency of the batch.
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