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InTejilipo HOW-TO GUIDE

NAME OF PROCESS

Printing a Check or Disbursing Cash [Roleplay]

Use Case / Objectives

This guide will walk you through how to either print checks for the invoices selected in the
payment selection program or to disburse cash after the printed checks have been verified
as correct. You can also process prepaid checks.

To skip to a specific section, click on one of the links below:

e Print Check
e Disburse Cash
e Process Prepaid Checks

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 all tasks are available in the Reference Glossary. To view these
definitions, either click the screen name in the task or scroll to the end of the
documentation, where the glossary is located.

Menu options to access:

Accounts Payable => Print Checks / Disburse Cash
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Printing a Check or Disbursing Cash

Printing a Check

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. If the Accounts Payable screen doesn’t appear automatically, select Accounts Payable

from the left toolbar.

3. In the Transaction Processing section, click on Print Checks / Disburse Cash.

Accounts Payable

Transaction Processing

Enter/Edit Invoices
Print Invoice Entry Edit
Post Purchase Journals
Note Entry

Account Transfer

Payment Selection

Print Checks / Disburse Cash I

Check Reversal

Post Year End Vendor Totals
Invoice Inquiry

Vendor Comments Follow-Up

Manual Lettrage by Vendor

HARALR SIS & 883

Process A/P feed
(5]  A/P Cash Account Maintenance

>3 AP Upload

Master File Listings

G/L Account Master File Listing

Vendor Master Listing

RS

Notes Payable Listing

Report Functions

>3  Open Payables / General

()  Open Payables by Cash Account
2} Invoice Register

>3 Vendor Status

2}  Selective Journal Reprint

22  Monthly Posting Recap

2} AP -GI/L Balance Report

2} AP Halt Audit Report

a. The Cash Disbursements - Launch screen opens.

2/26/25 17:42:58

Print Checks (Y/N)
G/L Cash Account No.
Starting Check No.
Check Date

SUBMIT JOB (Y/N)

Post/Print Disbursements: N

Disbursement Date

Process Prepaid Checks
Prepaid Check Date

Cash Disbursements

: N

: [ 11200000001660] Pay method: [ |
1

: [2/26]25

M

: N
: [—
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4. Type Y in the Print Checks field. NOTE: The value in the Starting Check No field
populates to the next check number in the sequence of checks to be printed. You can
leave as is or update accordingly.

5. Update the G/L Cash Account No field if desired; otherwise, leave as is.

6. Type in the Pay method field.

12 Cash Disbursements

(Print checks (Y/N) v)

6/L Cash Account No. : 11260000001000/|Pay method: [E |
[ Starting Check No. . 96122]

Check Date : 2726725
SUBMIT JOB (Y/N) :

Post/Print Disbursements: N

Disbursement Date : [2/26/25

Process Prepaid Checks : [N

Prepaid Check Date : [

7. Verify the Starting Check No field displays the correct value or update accordingly.

8. Update the Submit Job, Post/Print Disbursement, Disbursement Date, Process Prepaid
Checks, and the Prepaid Check Date fields if desired. NOTE: It is recommended that you
verify the checks printed correctly before you change Post/Print Disbursements to Y.

9. Review the information and press Enter to print the checks.

a. The Cash Disbursements screen closes. Return to the Accounts Payable screen
and your checks should print.

10. Once the checks print, you will also receive a Cash Disbursements Journal in your
Manage My Files. NOTE: An indicator will display above your Manage My Files when the
job finishes processing.

X
Print Checks / Disb... @ D

‘. 7 Manage My Files

Q Search These Files éls, Download selected [l§ X Delete all

ip250rp2-000003.pdf ip250rpf-000002.pdf & giberrpf-000002.pdf
2025-02-26 19.22:47 2025.02-26 19:22:47 PDF  2025.02-18 13.08:00

arbchrpf-000001.pdf glberrpf-000002.pdf
2025-02-13 10:02:36 2025-01-29 13:30:56

4| Page



InTejlyipo HOW-TO GUIDE

11. To view the file, click on the Open icon.

T  ip250rpf-000002.pdf
PDF  2025.02-26 19:22:47
e

a. The selected file opens: the Cash Disbursements Journal displays the
information for the last batch of checks that were printed.

2/26/25 19:46:33 WYNNE SYSTEMS, L IP250R Page: 1
Cash Disbursements Journal Cmpy: RM
By: RMO001DA Loc. :DMO
Jend#-Adr# Vendor Name Pay Gross -Journal-
>mpy-Loc. Invoice No. Seq.# Invoice Description sel.# Amount Reference Cmpy-Account G/L Amount
100000034 LINCOLN ELECTRIC COMPANY
RM-DMO 12039L121L 2184 LINCOLN ELECTRIC CO;}12039 1558 100.00HA0000-0319
CD0024-0001 RM 0048500001000100 1.50-
CD0024-0002 RM 002120 0000002000 100.00
CD0024-0003 RM 001120 0000001000 98.50-
* Prepaid * Check Total: 98.50 Check #: 21425
Total Amount : 98.50
Prepaid Amount : 98.50
Discount Amount: 1.50CR
Reversal Amount: .00
Payment Amount : 98.50
Process Prepaid Checks : Y
Prepaid Check Date 1 2/26/25
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Disbursing Cash

The following steps are to be followed after you have completed the steps in the Print
Checks section.

Process Steps

1. If you are not already logged in, log into the Roleplay Environment using your
credentials.

2. If the Accounts Payable screen doesn’t appear automatically, select Accounts Payable
from the left toolbar.

3. In the Transaction Processing section, click Print Checks / Disburse Cash option.

Accounts Payable

Transaction Processing Master File Listings
22 Enter/Edit Invoices 22 GILAccount Master File Listing
>3 Print Invoice Entry Edit >3 Vendor Master Listing
2 Post Purchase Journals 73 Notes Payable Listing
3 Note Entry
73 Account Transfer
Report Functions
23  Payment Selection
[ Print Checks / Disburse Casn | 4. OpenPayables/ General
<2 Check Reversal (3)  Open Payables by Cash Account
23 Post Year End Vendor Totals 7 Invoice Register
Q Invoice Inquiry 2 Vendor Status
% Vendor Comments Follow-Up 73 Selective Journal Reprint
~»
¥} Manual Lettrage by Vendor 23 Monthly Posting Recap
2 Process AIP feed 2% AP - G/L Balance Report
3
(2)  A/P Cash Account Maintenance % AP HaltAudit Report
>3 AP Upload

4. The Cash Disbursements - Launch screen opens.

2/26/25 17:42:58 Cash Disbursements

Print Checks (Y/N) :N
6/L Cash Account No. : [ 11200000001006] Pay method: [ ]
Starting Check No. : [

Check Date g
SUBMIT JOB (Y/N) : ¥

Post/Print Disbursements: [N

Disbursement Date S

Process Prepaid Checks : N

Prepaid Check Date : [
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5. Leaving Print Checks value set to N, verify the G/L Cash Account No is correct; type Y
in the Post/Print Disbursements field.
6. Press Enter to continue.
a. The Print Job pop-up window opens.

Printer/Outq: RMBGOIDA | Copies: | 1 Hold: N Save: N

Submit job. . . : N

7. Press Enter.

8. The Print Job pop-up closes. Return to the Accounts Payable screen; you should
receive a confirmation file.
NOTE: An indicator will display above Manage My Files when the job finishes
processing.

(== BRS 1RVINE (RM/DMO) v

9. Click the Manage My Files icon to open your files.
a. The Manage My Files screen opens, and the job will be visible.

| Manage My Files

Q_ Search These Files
T ip250rp2-000003.pdf ™% ip250rpf-000002.pdf
PDF  2025.02.26 19:35:20 PDF  2025.02.26 19:35:20
Sl
W ip250rpf-000002.pdf 7B glberrpf-000002.pdf
PDF 20250026 192247 PDF  2025.02-18 13:08:09
— —
"B giberrpf-000002.pdf
PDF 20250120 13:30556
o

10. To view the file, click the Open icon.

2/26/25 19:46:33 Cash Disbursements Recap - CD0024 IP250R Cmpy: RM

Month/Period: 02 By: RMO0O1DA Loc. :DMO

Debit Credit

Cmpy Account# = ------ Acct Description —----- Amount Amount
RM 0011200000001000 CASH IN BANK - CHECKING .00 98.50
RM 0021200000002000 ACCOUNTS PAYABLE TRADE - CANAD 100.00 .00
RM 0048500001000100 A/P DISCOUNTS EARNED-DMO .00 1.50

Total : 100.00 100.00 UsD
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Processing Prepaid Checks

The following steps are to be followed after you have completed the steps in the Print

Checks section.

Process Steps

1. If you are not already logged in, log into the Roleplay Environment using your

credentials.

2. If the Accounts Payable screen doesn’t appear automatically, select Accounts Payable

from the left toolbar.

3. In the Transaction Processing section, click Print Checks / Disburse Cash.

Accounts Payable

Transaction Processing

3  Enter/Edit Invoices
>3  Print Invoice Entry Edit
73  Post Purchase Journals
>3 Note Entry
3 Account Transfer
>3 Payment Selection
I (%) Print Checks / Disburse Cashl
2 Check Reversal

23 Post Year End Vendor Totals
). Invoice Inquiry
»%  Vendor Comments Follow-Up
>3 Manual Lettrage by Vendor
73 Process AP feed
(5)  A/P Cash Account Maintenance

% AP Upload

Master File Listings

72 GILAccount Master File Listing
% Vendor Master Listing

73  Notes Payable Listing

Report Functions

~}  Open Payables / General

(5]  Open Payables by Cash Account
23 Invoice Register

>3 Vendor Status

2 Selective Journal Reprint

2 Monthly Posting Recap

”3 AP - G/L Balance Report

7% AP Halt Audit Report

4. The Cash Disbursements - Launch screen opens.

2/26/25 17:42:58

Print Checks (Y/N)
6/L Cash Account No.
Starting Check No.
Check Date

SUBMIT JOB (Y/N)

Post/Print Disbursements: N

Disbursement Date

Process Prepaid Checks
Prepaid Check Date

Cash Disbursements

:N

: [ 11260000001666] Pay method: [ |
T

:

:

: [[2/28]25)

N
: [—
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5. Leaving Print Checks value set to N, verify that the G/L Cash Account No is correct;
type Y in the Post/Print Disbursements and Process Prepaid Checks fields.
NOTE: If the Process Prepaid Checks field is set to Y, the system will process all
invoices through the Prepaid Check Date.

6. Press Enter twice to continue.
a. The Print Job pop-up window opens.

Printer/Outq: RMEGO1IDA | Copies: [ 1 Hold: N Save: N

Submit job. . . : N

7. Press Enter.

8. The Print Job pop-up closes you are returned to the Accounts Payable screen and you
should receive a confirmation file.
NOTE: An indicator will display above your Manage My Files when the job finishes
processing.

[l BMEHIN |RV/INE (RM/DMO) v

D

9. Click the Manage My Files icon to open your files.
a. The Manage My Files screen opens and the job above is included.

Manage My Files

Q_ Search These Files

B ip250rpf-000002.pdf % ip250rp2-000003.pdf
PDF  2025.02.26 19:46:33 PDF 20250226 19:46:33
Sd L

B ip250rpf-000002.pdf W  ip250rp2-000003.pdf

PDF 20250026 19:35:20 PDF 20250226 192247

)

R
™™ glberrpf-000002.pdf
PDF  2025.02.18 13:08:09

arbchrpf-000001.pdf
2025-02-13 10:02:36

-
(=]
-

(
(
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10. To view the file, click the Open icon.

2/26/25 19:46:33 WYNNE SYSTEMS, L TP250R Page: 1
Cash Disbursements Jcurnal Cmpy: RM
By: RM0001DA Loc. :DMC
Jend#-Adr# Vendor Name Pay Gross -Journal-
“mpy-Loc. Invoice No. Seq.# Invoice Description sel.# Amount Reference Cmpy-Account G/L Amount
)00000C34 LINCOLN ELECTRIC COMPANY
RM-DMO 12039L121L 2184 LINCOLN ELECTRIC CO;}1203% 1558 100.00HA0000-0313
CD0024-0001 RM 0048500001000100 1.50-
CD0024-0002 ’RM 002120 0000002000 100.00
CD0024-0003 RM 001120 0000001000 98.50~-
* Prepaid * Check Total: 98.50 Check #: 21425
Total Amount : 98.50
Prepaid Amount 98.50
Discount Amount 1.50CR
Reversal Amount: .00
Payment Amount : 98.50
Brocess Prepaid Checks : ¥
Prepaid Check Date 1 2/26/25
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Reference Glossary

Field Definitions for Tasks

Cash Disbursement - Launch

e Print Checks - Indicate whether you want to use the program to print checks for the
invoices selected in the Payment Selection program.

e G/L Cash Account Number - Enter or accept the G/L account number to which the checks
are posted. The default is the account number in the Cash in Bank - A/P field set up in
Default System G/L Values Maintenance, but it can be changed by typing in the correct
number or pressing F4 on the keyboard or clicking on the FO4 Account Number Search in
the Display Functions menu to open the G/L Account Number Look-up pop-up window.

6/L Account Number Look-Up
Opt: 1=Select Filter
[ ] I
0 Account description Account #
[] CASH ON HAND 1000-0000-0000-00
[] CASH ACCOUNT WELLS FARGO 1000-0000-0445-00
[] CASH ACCOUNT 2 1000-0002-0000-00
[] CASH IN BANK - CHECKING ACCOUN 1120-0000-0010-00

e Pay Method - Enter a payment method code in this field to limit the invoices selected
for check printing to those that match that code. NOTE: Press F4 to open the Vendor
Pay Methods pop-up window.

VENDOR PAY METHODS
1=Select
O |
0 Cd Description
[1AM  AMEX
0k CHECK
[JE FEFT

e Starting Check Number - After entering Y to Print Checks and entering or accepting the
G/L cash account number, press Enter. The system defaults to the next check number in
the sequence of checks to be printed. If this number is correct, press Enter again to
continue. If it is incorrect, type in the starting check number for this run; press Enter.

e Check Date - Enter or accept the date to print on all checks in the run.

e Submit Job - Enter N to print the checks interactively. When you print interactively, you
cannot do any other processing until the print job is finished. Enter Y to submit the
printing of the checks. Submit the print job to run in the background while you continue
other activities. You can also schedule a submitted print job to run at a specific time.
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e Post/Print Disbursements - Indicate whether you want to use the program to post cash
disbursements after checks have been printed. When you enter Y, the system also prints
a Cash Disbursement journal and a Cash Disbursement recap. Ensure checks have been
printed correctly before posting cash disbursements. Once cash has been disbursed,
checks cannot be re-printed. You can also use this field to post cash disbursements for
prepaid checks. Ensure regular checks have already been disbursed before disbursing
prepaid checks.

e Disbursement Date - Enter the posting date of the cash disbursements.

e Submit Job - Enter N to post cash disbursements interactively. When you post
interactively, you cannot do any other processing until the job is finished. Enter Y to
submit the posting of cash disbursements. Submit the posting job to run in the
background while you continue other system activities. You can schedule a submitted
job to run at a specific time.

e Process Prepaid Checks - Indicate whether you want to post cash disbursements for
prepaid checks.

e Prepaid Check Date - Enter the posting date for prepaid checks cash disbursement.
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