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NAME OF PROCESS 

Use Case / Objectives 

Whether it’s due to unpaid invoices, disputes over equipment damage, or aged receivables, there are 
times when you’ll need to clear balances that are no longer collectable. Following this process helps 
keep your books accurate, ensuring your equipment rental business has a clear view of its financial 
standing.  

 

Configuration, Training, and Reporting 
 

Menu options to access:  
 

 Main Operations => Accounts Receivable => Cash Receipts 
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Process Steps 
1. Log into the Roleplay environment. 
2. Navigate to the Accounts Receivable menu         .  

a. Under the Transaction Processing section, click on Cash Receipts.  

 

 

 

 

 

 

 

 

3. While in the Cash Receipts screen, a Batch #: field will display.  

 

 

 

 

 

a. To assign a batch number click in the Batch #: field or press F6 on your 
keyboard or click on F06 under the Display Functions menu.  

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. A Batch Number is automatically assigned, and more fields will populate. The batch 
date, description, and payment code will automatically fill in. 

 

 

 

 

 

 

 

a. The Batch #: is greyed out and cannot be changed or adjusted.  
b. The batch date, description, and payment code can be changed. To adjust these 

fields click in the box, and delete the text. You can type in a different date for 
the batch or adjust the description to describe the batch. The payment code, for 
this instance, should remain as K for check.   

c. The control total does not need to be entered for this task.  
d. Press enter to move to the next screen.  
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5. In the next screen, the cursor will populate in the invoice #: field. No need to fill in the 
invoice number yet.  

 

 

 

 

 

 

 

a. Click in the Doc Number field and type a reference for this write off, example: 
write off abbreviation and the date of the invoice (WO091824).  

b. Next, click in the customer # or name field. Type in the customer name or 
number. If you need to search, press F4 or click on F04 in the Display Functions 
menu to search your database.  

c. Press enter. The customer name and address will populate. Press enter again to 
continue.  

 

 

 

 

 

 

 

6. The invoices for the selected customer will populate.  
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a. Click in the OP column (options) field. The options (abbreviations) to enter for 
this field are written in blue text.  

b. Since this process is for adjustments, type either an A (Multiple Adjustments) or 
PA (Partial Adjustment) in the Options column. Press enter. 

 

 

 

 

 

 

7. The Cash Receipts Adjustments box will populate. While in the CD (code) column, 
press F4 to search.  

 

 

 

 

 

 

 

 

a. The A/R adjustment codes will populate. Select the best code that applies to 
the scenario. In this example we will select Bad Debt. Type 1 in the O (options) 
column to select. Press enter. 
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8. The adjustment code will now be in the left column.  

 

 

 

 

 

 

 

 

 

a. In the amount column, type the amount that needs to be adjusted and press 
enter twice to verify.  
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9. The amount will now be populated in the Amount column.  
a. Press F10 to write the detail (batch).  

 

 

 

 

 

 

 

 

It will take you back to the batch screen to enter more document numbers, or customers for 
the batch. It is encouraged to just create one batch for write offs or credits to accounts. 
This way it can be organized and separate from other transactions.  

 

 

 

 

 

 

 

 

 

10. To verify the write off was applied to the invoice, keep the Cash Receipts tab open and 
click the A/R Menu button         .  
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11. Under the File Inquiry section, click on Customer Invoice Inquiry.  

 

 

 

It is encouraged, though not required, to keep write off’s separate from large batches. In this 
case, closing the batch that was just created for ‘bad debt’ should be closed. Since we’re in 
the same batch we started with, type a Y in the Close Batch field and press enter twice to 
verify.  

12. In the Customer Invoice Inquiry screen, the Customer # or name field will display.  

 

 

 

 

 

 

a. Type in the customer number or name. 
b. Press enter. 
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13. The customer invoices will populate on the screen.  

 

 

 

 

 

 

a. Type 3 for Pay/Adj in the Options column to look at the payments/adjustments. 
Press enter.  

 

 

 

 

 

 

b. The batch with the write off amount will be on the screen. Press F3 to exit and 
click on the Cash Receipts tab.  
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It is vital, though up to your company, to close the batch for a write-off. This is to ensure 
that there are no positive entries to offset the negative.  

14. To close the batch, type a Y in Close Batch. Press enter twice to verify. 

 

 

 

 

 

 

 

 

15. Back in the Customer Invoice Inquiry screen, look up the customer account once again 
and the invoices displayed will have the Payment/Adjustment taken from the invoice. 
Press F3 to exit.  

 

 

 

 


