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NAME OF PROCESS 

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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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. 
 

 
 
 
 
 
 
 
 

a. The Invoice Edit Register screen opens. 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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5. Open your PUSH file window by clicking on the Manage My Files icon. 

 

 

 

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

 

 

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

 

 

 

 

 

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. 

 
 
 
 

 
 
 

 

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. 
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11. Press Enter. 
12. Verify the batch. 
13. Press Enter again to post the batch. 
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