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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to access and review General Ledger (G/L) journal 
entries within a specified date range and account scope using the G/L Journal Inquiry screen. 
You can view matched and unmatched transactions, update analysis codes, and access linked 
invoices and display details for further financial insight. 
 
 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:  

General Ledger => G/L Journal Inquiry 
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Process Steps  

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

the left toolbar. 
3. In the Transaction Processing section, click on the G/L Journal Inquiry option. 

 

 

 

 

 

 

 

 
 

 

 

a. The G/L Journal Transaction Inquiry screen opens displaying journal entries for 
the date range displayed in the From date and To date fields. 

 

 

 

 

 

 

 

 

 

 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. Type 1 in the O column next to an entry to update the analysis codes. 

 

 

 
 

 

5. Press Enter. 
a. The G/L Journal Inquiry – Analysis Code Update screen opens. 

 

 

 

 

 

 

 

 

 

6. Enter or select new Analysis codes if desired or press F12 to return to the G/L Journal 
Transaction Inquiry screen. 

7. In the O column, type 2 next to an entry to view its associated accounts payable invoice. 
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8. The Invoice Inquiry - Review screen opens.  

 

 

 

 

 

 

 

 

 

9. Press Enter to return to the G/L Journal Transaction Inquiry screen. 
10. In the O column, type 5 next to an entry to open the G/L Journal Transaction Display 

screen. 

 

 

 

 

 

11. Press Enter. 
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a. The G/L Journal Transaction Display screen displays. 

 

 

 

 

 

 

 

 

 

 

 

 

12. Review the journal information and press enter to continue. 
a. You are returned to the G/L Journal Transaction Inquiry screen. 
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Field Definitions for Tasks 
G/L Journal Transaction Inquiry 

• From Date - Enter or accept the starting date for the G/L transactions you want to 
review. 

• To Date - Enter or accept the ending date for the G/L transactions you want to review. 
• From Account - Enter or accept the starting G/L account number for the transactions 

you want to review. Leave this field and the To Account field blank to review the 
transactions for all G/L accounts in the date range. Example: You can also enter certain 
segments of the account number in conjunction with those same segments in the To 
Account to review all transactions in a range of accounts. For example, you could enter 
001240 in the first segment and 0010 in the third segment; then in the To Account field, 
also enter 001240 in the first segment and 0025 in the third segment to review a list of 
transactions for all G/L accounts starting with 001240 that have natural class accounts 
starting with 0010 and ending with 0025. If you accessed this program from the Bank 
Account Journal option, you cannot change the account number. NOTE: Press F4 to 
open the G/L Account Number Look-up pop-up window. 

 

 

 

 

 

 

 

• To Account - Enter or accept the ending G/L account number for the transactions you 
want to review. Leave this field and the From Account field blank to review the 
transactions for all G/L accounts in the date range. If you accessed this program from 
the Bank Account Journal option, you cannot change the account number. 

• Analysis Codes - Enter up to six analysis codes by which to focus the list of G/L 
transactions. NOTE: Press F4 to open the G/L Analysis Code Search pop-up window. 
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• Invoice Number - If applicable, enter the number of the invoice for which you want to 
review G/L transactions. 

• Type - Enter a code such as EX for Expenses to filter the list for that account type only. 
• Movement Number - Displays the number assigned by the system to every transaction 

that affects the general ledger. 
• Journal Reference - Displays the journal reference assigned to the transaction. The 

journal reference is a concatenation of the transaction's journal code and a system-
assigned journal number. 

• Date - Displays the date of the transaction. 
• Account Number - Displays the G/L account number for which you are reviewing 

transactions. 
• Account Description - Displays a brief description of the G/L account. 
• Debit - If applicable, displays the debit amount for the transaction. 
• Credit - If applicable, displays the credit amount for the transaction. 
• Lettrage Number - When you toggle the display using F8 to review all or matched 

transactions, displays system-assigned lettrage/matching number for the transaction. 
• Description - Displays a brief description of the transaction. 

G/L Journal Inquiry – Analysis Code Update 

• Location - Displays the location where the transaction took place. 
• G/L Number - Displays the G/L account number for which you are updating analysis 

codes. 
• Amount - Displays the amount of the transaction. 
• Posting Month/Period - Displays the month/period in which the transaction was posted 

to the general ledger. 
• Date - Displays the date of the transaction. 
• Time - Displays the time of the transaction. 
• Invoice Number - If applicable, displays the number of the invoice associated with the 

transaction. 
• Customer/Vendor Number - Displays the number of the customer or the vendor 

associated with the transaction. 
• Type - Displays the type code for the G/L transaction. 
• Batch Number - Displays the number of the batch in which the transaction was posted 

to the general ledger. 
• Currency Code - Displays the code of the currency used for the transaction. 
• Journal Type - Displays the code that represents the journal type associated with the 

transaction. 
• Journal Number - Displays the system-assigned number for the journal transaction. 
• Journal Code - Displays the journal code assigned to the transaction. 
• Lettrage Number - Displays the system-assigned lettrage/matching number for the 

transaction. 
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• Movement Number - Displays the number assigned by the system to every transaction 
that affects the general ledger. 

• Description - Enter or accept a brief description of the transaction. 
• Analysis Codes - Enter or change up to six analysis codes to classify the G/L transaction. 

NOTE: Press F4 to open the G/L Analysis Code Search pop-up window. 

 

 

 

 

Invoice Inquiry – Review  

• Vendor Number - Displays the number of the vendor who sent the invoice. 
• Invoice Number - Displays the number from the vendor invoice. 
• Purchase Order Number - Displays the number of the purchase order associated with the 

vendor's invoice. 
• Recurring Quantity - If applicable, displays the quantity ordered on a recurring basis on 

the purchase order. 
• Paid - Indicates if the invoice has been paid. 
• 1099 Income - Indicates if the payment to the vendor is considered 1099 income for that 

vendor. 
• Check Number - Displays the number of the check used to pay the invoice. 
• Discount Percent - Displays the discount percentage given by the vendor. 
• Invoice Date - Displays the date on the vendor invoice. 
• Invoice Description - Displays a brief description of the vendor invoice. This is system-

generated and is typically the vendor’s name followed by the invoice number. 
• Name - Displays the vendor's name. 
• Type - Displays a code that represents the type of invoice. Valid codes are: 

o I - Debit invoice 
o C - Credit invoice 
o N - Note payable 
o D - Delete or reversal invoice 

• Purchase Order Reference - Displays a reference number that was entered on the 
purchase order. 

• Multiple Invoices - Indicates if there are multiple invoices associated with the purchase 
order. 

• Prepaid Code - Indicates prepaid details, if applicable, for the invoice. If this displays 
as Y, enter 9 in the Option field for any of the listed disbursements associated with the 
invoice to open the Prepaid Expense popup window and review the prepaid expense 
details. 
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• Check Date - Displays the date of the last check disbursed for the invoice. 
• Discount Date - Displays the date by which the invoice needs to be paid to take 

advantage of any early pay discounts offered by the vendor. 
• Due Date - Displays the date the invoice is due. 
• Location - Displays the location that received the vendor invoice. 
• Invoice Code - Displays the user-defined code assigned to the invoice to categorize it for 

reporting purposes. 
• Currency Code - Displays the currency of the invoice. 
• Original Amount - Displays the amount of the invoice and the status of that payment. 
• Current Balance - Displays the amount remaining to be paid on the invoice. 
• Check Amount - Displays the amount of the check that was disbursed to pay the invoice. 
• Sequence Number - Displays the sequential number the system assigned to the invoice. 

Use this number to delete an invoice or transfer an invoice to another vendor using 
Account Transfer. 

• Payment Select Number - Displays the sequential number the system assigned to the 
payment of the invoice. Use this number to reverse a check if needed. 

• Batch Number - Displays the number of the batch in which the invoice was posted. 
• Employee - Displays the name of the user who entered the invoice. 
• Date - Displays the date the invoice was entered. 
• Clear/Void - Displays the date the check was cleared or voided. 
• Disbursements Account Number - Displays the number of the G/L account affected by 

the invoice payment disbursement. 
• Disbursement Amount - Displays the amount that was posted to the G/L account. 
• Disbursed/Cleared - Indicates whether the payment was disbursed (D) or has been 

disbursed and cleared (C). 
• Discount Account Number - Displays the number of the G/L account affected by the 

discount taken. 
• Discount Amount - Displays the amount of the discount taken on the invoice. 
• Equipment ID Number - If applicable, this field displays the equipment number 

associated with the purchase order and invoice. 

G/L Journal Transaction Display 

• G/L Number Description - Displays a description of the G/L account. 
• G/L Number - Displays the number of the G/L account. 
• Location - Displays the location where the transaction occurred. 
• Amount - Displays the amount of the G/L journal transaction. 
• Source - Displays the code that represents the source of the transaction (e.g., AP for 

Accounts Payable or JE for Journal Entry.) 
• Date - Displays the date the transaction was entered. 
• Time - Displays the time the transaction was entered. 
• Invoice Number - Displays the number of the invoice associated with the transaction. 



 

11 | P a g e  
 

• Type - Displays the code that represents the type of G/L journal transaction such as PJ 
for Purchases Journal. 

• Description - Displays a brief system-generated description of the transaction. 
• Customer/Vendor Number - If applicable, displays the number of the customer, or the 

vendor associated with the transaction. 
• Check Number - If applicable, displays the check number associated with the 

transaction. 
• Employee - Displays the name of the user who entered the transaction. 
• System Date - Displays the date of the journal transaction. 
• Time - Displays the time that the journal transaction was entered. 
• Batch Number - Displays the number of the batch in which the transaction was entered. 
• Batch Date - Displays the date the batch was created. 
• Journal Date - Displays the date the transaction affected the journal. 
• Journal Type - Displays the user-defined code that represents the type of journal entry. 
• Reference - Displays the reference number associated with the journal transaction. 
• Accounting Month - Displays the month in which the transaction occurred. 
• Pay Code - If applicable, this field displays the pay code associated with the transaction. 
• Posted Date - Displays the date that the transaction batch was posted. 
• Time - Displays the time that the transaction batch was posted. 
• Posted By - Displays the name of the user or the name of program that posted the batch. 
• Posting Month - Displays the month in which the transaction was posted. 
• Analysis Codes - Displays up to six analysis codes associated with the G/L journal 

transaction. 
• Lettrage Number - Displays the system-assigned lettrage/matching number for the 

transaction. 
• Movement Number - Displays the number assigned by the system to this transaction. 
• Tax District - Displays the number of the tax district associated with the transaction. 
• Link Sequence Number - Displays the G/L journal sequence number that links this 

transaction to another. 
• Lettrage Date - Displays the date the system lettraged/matched this transaction with 

its associated transactions. 
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