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InTejlylpo HOW-TO GUIDE

NAME OF PROCESS

Voiding an A/P Check [RolePlay]

Use Case / Objectives

Occasionally, mistakes happen—whether it’s a wrong amount, an incorrect payee, or other
issues—and voiding the check is the best way to correct it. This article walks you through how
to void an accounts payable (A/P) check in RolePlay.

Configuration, Training, and Reporting

This process assumes that the Bank Statement control record is turned on.

Menu options to access:

Main Operations => Accounts Payable => Check Reversal

Training
Role Description

Accounting

Reporting

« Open Contracts
« Revenue
« Utilization
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HOW-TO GUIDE

Voiding an Accounts Payable (A/P) Check [RolePlay]

Process Steps
1. Log into the Roleplay Environment using your credentials.

2. The Main Operations menu will populate upon log in.

Main Operations

Q, Search These Tasks

Customer Master File Maintenance
Customer Job File Maintenance

Cash Customer Master File Maintenance

Rental File
Create Rental 2ot
Update Rental 2o
Partial Rental Retun (O]
Full Rental Return 3

Category/Class File Maintenance

Tracker Maintenance Options

Customer Authorized User
%5 Job File

Project File

Customer Relationship

Main Operations

Q, Search These Tasks

Rental

P
&

3

Rental
Create Rental 2o
Update Rental Zat
Partial Rental Return (O]
Full Rental Return g

File

Customer Master File Maintenance
Customer Job File Maintenance

Cash Customer Master File Maintenance

Category/Class File Maintenance

Tracker Maintenance Options
e Customer Authorized User
%5 Job File

Project File

Customer Relationship

a. In the Transaction Processing section, click on Check Reversal.

Accounts Payable

Q, Search These Tasks

s

faintenance
G/L Account Master File e

Vendor Master 4

Transa

Enter/Edit Invoices

Print Invoice Entry Edit
Post Purchase Journals
Note Entry

Account Transfer
Payment Selection

Print Checks / Disburse Cash

Post Year End Vendor Totals

Invoice Inquiry

r File Listings

GIL Account Master File Listing

‘Vendor Master Listing

G Notes Payable Listing

Report Functions

Open Payables / General

Open Payables by Cash Account
Invoice Register

25 Vendor Status
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4. The A/P Check Reversal screen will display two fields.

9/27/24 13:23:43 A/P Check Reversal Display Functions

Account #: | Reversal date: o ° 0

a. While your cursor is in the Account # field, press F4 on your keyboard or click
on F04 Search under the Display Functions menu.

9/27/24 13:23:43 A/P Check Reversal Display Functions

lAccuunt #: lReverseﬂ. date: 0 ° e

—

b. The list of accounts will populate.

9/27/24 13:23:43 A/P Check Reversal

Account #: Reversal d_ate:

Bank Account Number Search
1=Select
[ I ]
0 Account number  Description
['] 1010000000000000

Account Description

Bottom

c. To select the account, type 7 in the O (options) column and press enter.

Account #: Reversal date:

Bank Account Number Search

1=Select

i |
0 JAccount number  Description
1010080000000000 Account Description
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d. The account number will now be populated in the Account # field.

9/27/24 13:23:43 A/P Check Reversal

Account #:{107000-0000-0000-00] | Reversal date: [ |

e. Type in the date you want the reversal to occur in the Reversal date field.

9/27/24 14:35:16 A/P Check Reversal

Account #: [101000-0000-0000-00| Reversal date:|[09 27 24

f. Press enter.

5. The next screen will populate fields for a Vendor # and Check #.

9/27/24 14:44:39 A/P Check Reversal
Vendor # Check # Check Date Check Amount  ------- Vendor Name --------
I [ -00
[ .00
[E— [E— -80
[E— [E— -60
[ [ -00
[ B .00
[E— [E— -80
[E— [E— -60
[ [ -08
[ B .00
[E— [E— -80
[E— [E— -60
[ [ -08
[ B .00
[E— [E— -08
Control Total: .00 No. of Invoices:
Batch Total : .00
Enter vendor number and check number and press Enter to continue.

a. If you don’t know the Vendor #, keep the Check Reversal tab open and click on
the Purchasing Operations E menu button.

Check Reversal

Check Reversal

W 9/27/24 14:44:39 A/P Check Reversal
201
Vendor # Check # Check Date Check Amount  ------- Vendor Name --------
= o — .00
—] —] -89
Bl 1 00
= [E— [E— .00
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HOW-TO GUIDE

6. Once in the Purchasing Operations menu, under the Maintenance/Inquiry section
click on Vendor Master.

Purchasing Operations

Q, Search These Tasks

Physical Inventory Additional Physical Inventory Receiving and Transfers
=a
Ch  Clear Found Equipment File 5] Open Contract Report 2 Receipts
- = , i <
= B Load Open Contract Equipment =/ Open Contract by Job Location Q) Receipts By PO # Inquiry
B B Equipment Tag Range Entry [5]  Open Contract by ltem ) Receipts By Item Inquiry
DQ Ch  Found Equipment Entry 24 Count Sheet Edit by Document # 24 Transfer Request
&1, 22 Minimum Stock Level Entry 24 Count Sheet Edit by ltem Receipt Adjustment
Py %}  Physical Count Sheats 3  Tag Editby Tag # Sales to Rental Transfer
+ 34 Update Quantity On Hand: Item Count 24 Tag Edit by Cat/Class
%  Count Entry 8} Tag Edit by Rental #
w Maintenance/Inquiry
24 Count Compare/Update
+ 3
2 32 Reprint Count Shests X} Ham.Search

Purchasing Reports 73 Item Master File

24 Inventory Adjustments

4 Reorder Report By Warehouse Item Location File

e X3 ltem

64 o3h
% Truck Stock %4 Reorder Report By Vendor
22 Cyole Information 22 Purchase Order Report 2 Vendor Comments Maintenance
5 Cycle Exception Days 4 Requisition Report 3 Vendor Comments Follow-Up

a. A Vendor Number field will populate.

Check Reversal [Wendor Master

Vendor Master

9/27/24 14:59:23 Vendar Master Maintenance Sys: AW TRN Display Functions
Cmp: AW Loc: 8081

Mode Change ° ° o
Vendor Number [ ]

b. To search for the Vendor Number, while your cursor is in the Vendor Number
field, press F4 on your keyboard or click on FO4 Search under the Display
Functions menu.

Check Reversal Vendor Master

Vendor Master

9/27/24 14:59:23 Vendor Master Maintenance Sys: AW TRN
Cmp: AW Loc: 08001

Mode Change o ° o
Vendor Number @

Display Functions
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7. The Vendor Search screen will populate.

9/27/24 15:83:49 Vendor Search Sys: Al TRN Display Functions
Cmp: AW Loc: 8081

Mode ALL Locs Q o 0

Type option, press Enter.
1=Select 2-=Change 4=Delete S ﬂjip1ﬁv 6=Alt Addresses 7-Comments

|
il

0 Vend #  Vendor name Address ZipCd ST Rgn Loc IBAN VAT#
0 7028 A & A Concrete Sawing C P.0.BOX 59858 75229 TX ooo1
M 5 A - 7 HEATING & AC 1821 CORRAL RD. 75052 TX 0001
o 6ATET AT&T 30348 GA oee1
O 46 AT & T MOBILITY (6171) P.0. BOX 6463 60197 IL 0001
o 7 A. GONZALEZ INVESTMENTS A. GONZALEZ INVESTMENTS, 75225 TX 0001
o 8 A.G. INSURANCE 6100 WESTERN PLACE DR 76107 TX 0001
(] 151 A-1 ELECTROSTATIC PAINT eee1
0 4 A-1 LOCKSMITH 0801
(] 7034 Accelerate Tax 1430 BROADWAY 10018 NY oeel
0 7018 Allied Fence 266 W.COMMERCE STREET 75288 TX 8001
(0] 7043 Austin Hose 644 W. MOCKINGBIRD LANE 75247 TX oee1
(] 7015 Auxilior Capital Partne P.0.BOX 7410520 60674 IL 801
[ 7002 AA Fire Extinguisher LL P.0.BOX 586 75126 TX [e:}
[

9 AARP SUPPLEMENTAL & HEA AARP SUPPLEMENTAL & HEALT 75266 TX 8801
More...

a. Your cursor will automatically be in the Vendor Name column. Type the Vendor
Name in this field and press enter. The vendor details will populate. This
provides you the Vendor Number.

Type option, press Enter.
1=Select 2=Change 4=Delete Display 6=Alt Addresses 7=Comments
\ | GRAINGER ) I I | Il

Of Vend # ﬁendor name Address ZipCd ST Rgn Loc IBAN VAT#
155 JGRAINGER DEPT. 859867301 64141 MO 0001

b. Click back on the Check Reversal tab to return to the process.

Check Reversal Vendor Master

Vendor Master

w 9/27/24 15:07:43 Vendor Search Sys: AW TRN
Cmp: AW Loc: 0061
G Mode ALl Locs
B
Type option, press Enter.
DS . . . 0 _ .
1=Select 2=Change 4=Delete 5=Display 6=Alt Addresses 7=Comments
= [ | GRAINGER Il ) o | I
0 Vend # Vendor name Address ZipCd ST Rgn Loc IBAN VAT#
[ 155 GRAINGER DEPT. 859867301 64141 MO 0001
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8. Now, in the Vendor # column type the vendor number.

Check Reversal Vendor Master

Check Reversal

9/27/24 14:44:39 A/P Check Reversal
Vendor # Check # Check Date Check Amount  ------- Vendor Name --------
K I — .08
.00
.00

a. Click in the Check # field and type the check number to be voided. Press enter
and the Check Date and Check Amount will populate.
NOTE: The voided check must be in PAID status to be voided. Any check that
has already been reconciled will not be voidable.

Mgnggc & ;hggs E Ezhggs Emg Dt _______ VEDQQE Damg ________
155| [ 1729 | 6/05/24 1,140.67  GRAINGER
| T T .00
| [ .08
| [ .08

b. At the bottom of the screen, a message will appear to press enter again to
process checks. Press enter if all information is correct.

Vendor # Check # Check Date Check Amount ------- Vendor Name --------
155 1729 6/05/24 1,140.67  GRAINGER
| .80
[ .00
[ .e@
I .88
[ .00
[ .00
I .80
[ .00
[
[
[
[
[
[

.60
.60
.00
.00
.60
.00

Control Total: .00 No. of Invoices:
Batch Total : .0

IReview and press Enter to process checks!
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c. The Vendor Number and Check Number will disappear but there will now be a
Batch Total display and No. of Invoices. Press F3 on your keyboard or click on
FO3 in the Display Functions menu to exit.

Control Total: .00 No. of Invoices: 4
Batch Total : 1,140.67

Enter vendor number and check number and press Enter to continue.

9. Click on the Accounts Payable button once more.

Accounts Payable

Q, Search These Tasks
O
B A P
Master File Maintenance Transaction Processing Master File Listings
[ i , N
3 Gil Account Master File 22 Enter/Edit Invoices 22 GiL Account Master File Listing
a-> 54 Vendor Master > Print Inveice Entry Edit & Vendor Master Listing
3¢  PostPurchase Joumals 32 Notes Payable Listing
DA % Mote Entry
& 24 Account Transfer
| Report Functions
o 24 Payment Selection

a. Under the Transaction Processing section, click on Post Purchase Journals.

Accounts Payable

Q, Search These Tasks

£

=]

= Master File Malntenance Transaction Processing Master File Listings
[ | "

24 GIL Account Master File 3¢ EntedEdil Invoices 2 GiL Account Master File Listing

a- 7 Vendor Master 2 vendor Master Listing

B %2 Notes Payable Listing
DA

» 3¢ Account Transfer

Repfllt Functions
o 24 Payment Selection
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10. Once in Post Purchase Journals, unposted batches will be on the screen.

9/30/24 11:15:00 Past Purchase Journals Sys: AW TRN
Created by [ ] Cmp: AW Loc: 0801
Mode Single Loc

Post Dt. Batch# T _ Date Description Control Total Batch Total

0060868225 N 08/09/24 .00 .6e

0000060242 N 89/27/24 .00 .00

0000000244 N 09/30/24 .00 .00

0000000245 N 09/27/24 1,140.67 1,140.67

a. The batch that was just created will be on the screen. To submit, click in the
leftmost field and type S for submitted and type the Post Date that batch is to

be posted.
Post Dt. _ Batch# T _ Date Description Contral Total Batch Total
A00ARA0Z25 N 08/09/24 .08 .80
8000080242 N 09/27/24 .o .00
2800000 WL0g/a0 eg .0
[5'89 38 24 ©OOOBOE2AS N 09/27/24 1,140.67 1,140.67

Select a batch to be posted ("I" = interactive, "S$" = submitted).]

b. Press enter. The date will be confirmed and there will be another message
populated at the bottom of the screen to verify the batches to be posted. Press
enter again to post.

Post Dt. _ Batch# T _ Date Description Control Total Batch Total
0008080225 N B8/89/24 0 a8
0000BEE242 N B9/27/24 .80 .08
0008080244 N 89/38/24 .60 .8

S | 9/30/2¢4| BOBEOBO24S N 09/27/24 1,140.67 1,140.67

[llerify batches to be posted and press Enter to Em\tlnue.l
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InTejilipo

c. A print box will populate confirming to submit the job (the batch). Press enter
again.

_Past Dt. Batch# T _Date _ Descrdption ~_ Contral Total __ Batch Total

. 60BBORO225 N 0B/09/24 .00 .80
B 00 .00
B 00 .60
<\ Printer/Outy: WATRNLD ] Copies: | 1 Hold: N Save: W &7 1,140.67

Submit job. . . : ¥

{{FKY:P23010 1
Verify batches to be posted and press Enter to continue.

11. The batch will submit and the description will now say Batch Selected.

Post Purchase Jou_ ..

Post Purchase Journals

w 9/30/24 11:44:27 Post Purchase Journals
Created by

= Post Ot. _@atcng T _ Date Descrigtian Cantrol Total Batch Total ° o 0

o [ [ ]80dpapazas M B8/89/24 .80 :lil

= [N w0 0 EE

B L 0080ADAZ45 W £9/27/24 BATCH SELECTED 1,140.67 1,160.47

pa rees
> EEEECI
&

This process is now complete.
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