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NAME OF PROCESS

Viewing and Posting AP Invoice Batches

Use Case / Objectives

This process document will walk you through how to view and post A/P invoice Batches.

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 Payable->Transaction Processing->Print Invoice Entry Edit
Accounts Payable->Transaction Processing->Post Purchase Journals
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Print the Invoice Entry

Process Steps

1. Log into the RolePlay environment using your credentials.

2. If the Accounts Payable menu screen is not display, click on the Accounts Payable
option in the left menu bar.

3. In the Transaction Processing section, select the Print Invoice Entry Edit option to
display the available batches.

Transaction Processing
> Enter/Edit Invoices
> Print Invoice Entry Edit h
>4 Post Purchase Journals
>2  Note Entry
>4 Account Transfer
>0 Payment Selection
(#]  Print Checks / Disburse Cash
> Check Reconciliation

a. The Invoice Edit Register screen opens.

10/22/25 11:00:54 Invoice Edit Register

Created by [ |
Batens Description Date Control Total Baten Total
[] 6008661814 R TEST 7/02/24 166.00 166.00
[] seeBes1865 N 7119424 .68 o8
[ acoses1866 N 7/19/24 .60 .08
[] 6666661868 N VOID CHECK 7119424 1.660.00 1.660.00
[ ovoees1869 N TEST 8/29/24 .60 .08
[ ocoses1888 N TEST 9/30/24 .60 .08
[] 000841904 N VOID CHECK FOR VIDEO DEM 12/18/24 137.49 .08
[] 6806661965 N VDID CHECK VIDED DEMO  12/16/24 500.60 .08
[] seeBes1967 N TEST 12/16/24 156.00 o8
[] ae08641908 N TEST 12/16/24 2,060.00 .08
[] 6068861989 N TEST 12/16/24 2,860.00 K
[] 6808641913 N TEST 12/11/24 156.00 .08
[] 0666661924 N ROLEFLAY TESTING 1/08/25 38,500.00 38,500.00
[] o00ee61925 N TESTT 1/08/25 160.00 160.00
[ 0008661959 N DATE 7/09/25 .60 .08
Total UsD 39,700.00 39,766.00

Select a batch to be printed ("I"=interactive, "S"zsubmitted, "D"=delete).

4. Type S next to the batch you want to work with and press Enter. This will create a
report that is sent to your PUSH file. From there, you can print or view the document.

Print Invoice Entry Edit

18/17/25 18:41:42 Invoice Edit Registes
createa oy
astehs Date control Total sateh Total
[0 09000268004 N LL 10.18.23 DEFT OF TREA 10/18/23 .00 .00
6 90836114 N 121924 TK 127182 o o
00030837 N DELETE 3/28f25 oo 00
Total Usp o o

Select a batch to be printed (*I"=interactive, "S==submitted, "D"=delete).
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5. Open your PUSH file window by clicking on the Manage My Files icon.

Lozation Selection
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6. This will show your current PUSH files, sorted by date. Locate the file and then click
the view icon to view the file.

"™ ip220rpf-000001.pdf
PDF  a025-11-10 124657
— -

7. The Invoice Edit Register opens for the batch you selected above.

Capy-Loc
Vandor
hsgn. e

00DCO32107 Date: 8/26/26 Type: N Currercy: LSO
DELETE

8. Once the batch has been reviewed and any errors have been corrected you are ready
to post the batch invoices to the general ledger.

9. From the Accounts Payable menu, click on the Post Purchase Journals option in the
Transaction Processing section.

Transaction Processing
5 Enter/Edit Invoices
>4 Print Invoice Entry Edit
%2 Post Purchase Journals h
>4 Mote Entry
>4 Account Transfer
>4 Payment Selection
[#]  Print Checks / Disburse Cash

10. On the Post Purchase Journals screen, type S next to the batch you want to post and
type your username is in the Created By field.

Post Purchase Journals

10/17/25 18:53:49 Posi Purchase Jognnal

[ createa vy T |

Post Dt. Batch# T Date Description Control Total Batch Total
[1[ | ooeep20266 N B4/28/20 TEST .08 .ee
8008020267 N 08/20/19 TEST 100.00 .80
[ W] 08600830522 N B2/18/25 BATCH SELECTED .80 .88

Total USD 100.08 .00
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11. Press Enter.
12. Verify the batch.
13. Press Enter again to post the batch.
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