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InTejiylipo HOW-TO GUIDE

Voiding an A/P Check With No Bank Statement
Module [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 if you do not use the bank statement
module in InTempo.

Configuration, Training, and Reporting

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

Menu options to access:

Main Operations => Accounts Payable => Check Reversal

Training

Role Description

Reporting

. Open Contracts
« Revenue
« Utilization
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InTejlyipo HOW-TO GUIDE

Voiding an Accounts Payable (A/P) Check Without
the Bank Statement Module [RolePlay]

Process Steps

1. Log into the Roleplay Environment.
2. The Main Operations menu will populate upon log in.

Main Operations
Q, Search These Tasks

[

4= £ 2 =

2 Rental Rental File Tracker Maintenance Options
DA » a2 e s

& Create Rental “%  Customer Master File Maintenance “2%  Customer Authorized User

= Update Rental 2t Customer Job File Maintenance %2 Job File

=] £ Partial Rental Return [s) Cash Customer Master File Maintenance X3 Project File
(] ) Full Rental Return %  Category/Class File Maintenance 2 Customer Relationship

Main Operations
Q Search These Tasks

fou

2 Rental Rental File Tracker Maintenance Options
i) » - y

& Create Rental “e%  Customer Master File Maintenance Customer Authorized User

[N'ad 3 Update Rental Customer Job File Maintenance JobFile

B £ Partial Rental Return [5]  Cash Customer Master File Maintenance 33  ProjectFile
0Q 5] Full Rental Return 3  Category/Class File Maintenance % Customer Relationship

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

Accounts Payable

Q_ Search These Tasks

B

= :

- Master File Maintenance M File Listings
3 : ; ; :

3 G/L Account Master File 2 Enter/Edit Invoices . GIL Account Master File Listing

= % Vendor Master /% Print Invoice Entry Edit 2 Vendor Master Listing

B >  Post Purchase Journals Notes Payable Listing
0Q 22 Note Entry

y . Account Transfer .

R unctions
a Payment Selection
Print Checks / Disburse Cash 3§ OpenPayables/ Genersl

+ Open Payables by Cash Account

@ 5% Post Year End Vendor Totals Ipvaice Regitey

=3 Q. Invoice Inquiry “5  Vendor Status
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The Check Reconciliation screen will display.

Check Reversal

Check Reversal

18/84/24 10:53:29 Check Reconciliation Sys: DEMD W12
Cmp: RM Loc: BRM

Cash account numbers [ ]

From check number: 1
To check number: 999999999

To date: $9/99/99|

Print report: NoCv/N)

Repart options

Print outstanding checks: ¥ (Y/N)
Print reconcilied checks: ¥ (Y/H)
Print voided checks: ¥ OCY/N)
Print by Date Cleared: N YY)
From Clear Date:

To Clear Oate: 99/99/99

Enter the required parameters and press Enter to continue.

b. While your cursor is in the Cash Account Number field, press F4 on your
keyboard, or click on FO4 Search in the Display Functions menu to select the
GL Account. The G/L Account Number Look-Up box will populate.

Check Reversal

Check Reversal

10/04/24 10:53:29 Check Reconciliation Sys: DEMO V12
Cmp: RM Loc: BRM

Cash account number:

G/L Account Number Look-Up

Opt: 1=Select Filter
[ [ [
0 Account description Account #
|| CASH ACCOUNT WHATEVER I WANT- 10-0000-0000-01
|| CASH ON HAND 1900-0000-0000-00
|| CASH ACCOUNT BOFA EXTRA STUFF 1000-0000-8444-00
|| CASH ACCOUNT WELLS FARGO 1000-0000-0445-00
|| CASH ACCOUNT - CANDIAN BANK 1000-0000-0446-00
|| RNI-QUASI A/P - DMO 1000-0001-0005-00
| CASH ACCOUNT WELLS FARGO 1000-0001-0445-00
|| CASH ACCOUNT 2 1000-0002-0000-00
|| QUAST AP. 1000-0002-0005-00
More...

{{FKY:APCKRT1000}}
Enter the required parameters and press Enter to continue.
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c. To select the GL account, type 7 in the O (options) column to the left of the
account and press enter.

Check Reversal
Check Reversal

10/04/24 10:53:29 Check Reconciliation Sys: DEMO V12
Cmp: RM Loc: BRM

Cash account number:

L Account Number Look-Up
Opt: 1=Select Filter
I O

0 Account description Account #

[ CASH ACCOUNT WHATEVER I WANT- 10-0000-0060-01

|| CASH ON HAND 1080-0000-0000-00
A i B0 BA - =00

ASH A ML _BOEA _EXTRA
[ CASH ACCOUNT WELLS FARGOD 10600-0000-0445-00
Ten A

OUNT - CANDIAN BANK TO00 0000 0446 00
|| RNI-QUASI A/P - DMO 1000-0001-0005-00
| CASH ACCOUNT WELLS FARGD 1000-0001-0445-00
|| CASH ACCOUNT 2 1080-0002-8000-00
| QUASI AP, 1000-0002-0085-00

More...

{{FKY:APCKRT1000}}
Enter the required parameters and press Enter to continve.

4. After pressing enter, the screen will display unreconciled checks. Do not select any of
these checks. Press F10 on your keyboard or click on F10 Check Reversal in the
Display Functions menu to move to the next screen.

Check Reversal
Check Reversal

10/84/24 11:26:21 Check Reconciliation Sys: DEMO V12
Cmp: RM Loc: BRM

Cash account #: 1008-ABAR-A445-80 o ° 0

Selected total: Date Checks Cleared Bank: 10/84/24
Opt: 1,X=Select  4=De-select Changing filters will de-select all checks.
[

0 Check & Amount Vendor Vendor name Date Cur
] 3 346.75 888 ESSAVI DISTRIBUTORS 12/19/12  USD
0 5 3o0.00 888 ESSAVI DISTRIBUTORS 12/19/12 USD
0
ui

101 285.00 888 ESSAVI DISTRIBUTORS 12/19/12  usD
182 160.60 47 ARTS TRENCH SUPPLY 3/19/13 USD

5. The next screen will be for creating the Batch.

Check Reversal

Check Reversal

10/D4/24  11:33:27 Check Reversal Sys: DEMO Vi1Z
Cmp: RM Loc: BRM

Batch Humber Date:
Description

Batch Total H .08
No. of Invoices:
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a. While your cursor is in the Batch Number field, press Fé6 on your keyboard or
click on F06 Auto-Assign Batch Number under the Display Functions menu. The
batch number will be populated.

143 Check Reversal Sys: DEMD V12
Cmp: WS Loc: LGB

Batch Number  : [0088651879) Date:
escription o |

Control Total :

Batch Total : .00
No. of Invoices:

b. Next, type the Date, Description (write a description that is easy to reference),
and Control Total (the check amount being voided).

14:31:24 Check Reversal
Batch Number : 0000061881 ! Date: 9230224 l
Description : VOIDED CHECK
Control Total 352.12
Batch Total : .00
No. of Invoices:

c. Press enter.

6. 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 [ -08
I — .08
[ [ -00
[ E— [ E— -00
[ [ -08
1 .08
[ [ -00
[ E— [ E— -00
[ [ -08
1 .08
[ [ -00
[ E— [ E— -00
[ [ -08
[E— [E— -0
[E— [E— -00
Control Total: .08 No. of Invoices:
Batch Total .00
Enter vendor number and check number and press Enter to continue.
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a. If you don’t know the Vendor #, keep the Check Reversal tab open and click on
the Purchasing Operations [ig] menu button.

Check Reversal

Check Reversal

g 9/27/24 14:44:39 A/P Check Reversal
[
Vendor # Check # Check Date Check Amount ------- Vendor Name --------
= [E— [E— 00
=a [E— [E— 00
= [ [ 0o
= [E— [E— 08
— — 2

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

Check Reversal

Purchasing Operations

Q, Search These Tasks

¥ Additional Ph}’bi‘li\ Inventory R@CSWHIQ and Transfers
EiSh B Clear Found Equipment File Open Contract Report Z  Receipts
= [k Load Open Contract Equipment [E]  Open Contract by Job Location Q. Receipts By PO # Inquiry
B B Equipment Tag Range Entry E Open Contract by ltem Q. Receipts By Item Inquiry
L% Found Equipment Entry 24 Count Sheet Edit by Document # %, Transfer Request
¥3  Minimum Stock Level Entry 23  Count Sheet Edit by Item > Receipt Adjustment
3 Physical Count Sheets %3 Tag Edit by Tag # Sales to Rental Transfer
22 Update Quantity On Hand: ltem Count > Tag Edit by Cat/Class
23  Count Entry {53 Tag Edit by Rental #

Maintenance/Inquiry
2%  Count Compare/Update

2
24  Reprint Count Sheets 23 ltem Search

Purchasing Reports el
22 Inventory Adjustments 2o

24 Reorder Report By Warehouse

Item Master File

25 Item Item Location File

W i s 24 Reorder Report By Vendor

! Cycle Information Purchase Order Report 4 Vendor Cemments Maintenance

24 Requisition Report ¢ Vendor Comments Follow-Up

22 Cycle Exception Days

a. A Vendor Number field will populate.

Check Reversal |[“\WendorMaster

Vendor Master

9/27/24 14:59:23 Vendor Master Maintenance Sys: AW TRN D|Sp|ay Functions
Cmp: AW Loc: 0001

Mode Change o ° o
Vendor Nusber [
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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 Vendar Master Maintenance Sys: AW TRN
Cmp: AW Loc: 8081

Mode Change o ° o
Vendor Number @

8. The Vendor Search screen will populate.

Check Reversal SWVERdoRMaster

Vendor Master

o 9/36/24 14:55:53 Vendor Search Sys: DEWO W12
Cmp: WS Loc: LGB

%a Mode ALL Locs o ° 0
= Tube sption, prass Encer. EEI

1-Select 2-Change 4=Delete  5-Display &=Lt Addresses  7=Comments —
= 1 I [ | | ]
B Qyens s vendor oan e ot 57 Bon Lo 1 e o locsionTegge

] ACHE TOOLS 344 VIEST 5T, 77977 L HLO0BEEA0ODEDT
oa 1 49 ACTEK, CORP 17181 GALE AVE, UNIT € 91745 CA 160 DHO —
& a 22 ADP PAYROLL SERVICES 52123 BAYOU WAY 98881 CA _
i 1 59 AIR CONDITIONER.COM 4444 4TH STREET 99501 AK HLABTSBAS 78809
] | L +1rouck CELLULAR 9903 W BEVERLY BLVD 90882 CA _
.*‘ ] 21 ALLSTATE IMSURANCE 25256 WEST LN 32580 CA

1 50 ARROW MECK. CONTRACTOR 16338 SW TUALATIN RD 97062 OR
juf 1 & ARTS TREWCH SUPPLY 1234 MAIN STREET 92111 CA FED TAX 1D#
e a ATLAS COPCO COMPRESSORS PO BOX 79 22222 N

1 112 Belgische test leveranc HEMEGOUNSE KAAI 7 2008

a I BILLY'S EQUIPMEMT FLUID 5863 LONGLY AVE 71382 CA 156315

1 EE GLACK AND DECKER POWER 38257 WASKINGTON AVEWUE 12887 WA
= ] BOSCH PONER TOOLS 121 BOSCH AVE 90882 CA

1 [ soscH TooLs usa 1234 SOUTH FORK ROAD 63510 IL

Nare. ..
Make selections or change search criteria.

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 5=Display 6=Alt Addresses 7=Comments
—

(eente ) | [ [ 2
0 Vend # Vendor name Address ZipCd ST Rgn Loc IBAN VAT#
O 5y, GENIE UK LTD THE MALTINGS NG31 UK
H.SENIE INDUSTRIES 12506 COLLECTIONS CENTER 60693 IL
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b. Click back on the Check Reversal tab to return to the process.

@ Check Reversal || VMenderMaster
Q Vendor Master
w 9/30/24 14:58:34 Vendor Search Sys: DEMO V12
Cmp: WS Loc: LGB
o Mode ALl Locs
H
S Type option, press Enter.
> 1=Select 2=Change 4=Delete S=Display 6=Alt Addresses 7=Comments
=
[ BENIE [ 11 1 11

0 Vend # Vendor name Address ZipCd ST Rgn Loc IBAN VAT#

B] BENIE UK LTD THE MALTINGS NB31 UK
o ] 78 GENIE INDUSTRIES 12506 COLLECTIONS CENTER 68693 IL
Vi

9. 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 --------
- — 00
[E— -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.

S 7 Check Amount  ------- Vendor Name --------
B 1729 | 6/05/24 1,140.67 Genie Industries
‘ : : .00
‘ I .0p
| 99
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b. At the bottom of the screen, a message will appear to press enter again to
process the checks. Press enter if all the information is correct.

Vendor # Check # Check Date Check Amount  ------- Vendor Name --------
1729 6/05/24 1,1408.67
.00

78 Genie Industries

\

\ .68
[ .08
\ .68
\ .68
\ .68
\ .00
\ .88
\

\

\

\

[

\

.60
.80
.60
.00
.60
.00

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

IReview and press Enter to process checksl

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
F03 in the Display Functions menu to exit.

Control Total: .60 No. of Invoices: 4
Batch Total : 1,1468.67

Enter vendor number and check number and press Enter to continue.
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HOW-TO GUIDE

10. Click on the Accounts Payable button once more.

Q Search These Tasks

Master File Maintenancs
Y& GiL Account Master File

%3 Vendor Master

@
o}
w
1)
IS
P
5|
DQ
&
o

Accounts Payable

Transaction Processing

5 28888

Enter/Edit Invoices
Print Inveice Entry Edit
Post Purchase Joumals
Note Entry

Account Transfer

Payment Selection

Master File Listings
52 GIL Account Master File Listing
4 Vendor Master Listing

24 Notes Payable Listing

Report Functions

a. Under the Transaction Processing section,

Accounts Payable

click on Post Purchase Journals.

Q Search These Tasks

=] .

o ster File Maintenance Master File Listings
wE

a 4 GILAccount Master File %4 Gil Acoount Master File Listing
[lad % Vendor Master % Vendor Master Listing

B %% Notes Payable Listing
oQ

£ 32 Account Transfer

Repart Functions
a 54 Payment Selection

11. Once in Post Purchase Journals, unposted batches will be on the screen.

9/30/24 11:15:00

Post Purchase Journals

Created by [ ]

Sys: AW TRN
Cmp: AW Loc: 0001
Mode Single Loc

Post Dt. Batch# T _ Date Description Control Total Batch Total
[1[ | 0088080225 N 08/09/24 .00 .60
1 0080068242 N 09/27/24 .08 .68
0 0000000244 N 09/308/24 .00 .00
O 0000000245 N 09/27/24 1,140.67 1,140.67
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a. The batch that was just created will be on the screen. To submit, click in the
left-most field and type S for submitted and type the Post Date that batch is to

be posted.

Post Dt. _ Batch# T _ Date Description Control Total
0] APOARARZ25 N 08/09/24 .08
0 8000080242 N 09/27/24 .o

elclokTaele) Wng/an a8
[5'09 38 24 BOCOBAG24S M 09/27/24 1,148.67

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

Batch Total
.60

.68
1,140.67

b. Press enter. The date will be confirmed and another message will populate 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
[11 0008080225 N B8/0%/24 .00 .00
[T ] 0a00000242 N 09/27/24 .00 .00
[1[1 0000080244 N 09/30/24 .00 .0e
|5 | 9/38/24 0A00BAO245 N 09/27/24 1,140.67 1,140.67

[l’erify batches to be posted and press Enter to cuutmue.l
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InTejiipo

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
plo)

.00

. 60BBORO225 N 0B/09/24

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.

12. 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 Jaurnals Sys: AW TR
Created by Crp: A Loc: 0801

% Mode Zingle Loc ° ° 0

= Post Ot. _ 3atch# T _ Date Description Control Tatal Batch Total

o [ [ ] 6000808225 M B3/89/24 .60 .80
o w e o0 0 EE
& L 400BARA245 W B9/27/24 BATCH SELECTED 1,140.67 1,140.67

B EEE
oa I

o

s =

This process is now complete.

13| Page



	Voiding an A/P Check With No Bank Statement Module [RolePlay]
	Voiding an Accounts Payable (A/P) Check Without the Bank Statement Module [RolePlay]
	Process Steps


