How To Unpost Voucher

Here are the steps on how to Unpost Vouchers:

1

After posting Vouchers (see How To Post Voucher) , click Unpost button from the toolbar.

Voucher - Test Vendor
New Search Print  Duplicate Pay DebitMemo  Unpast Recurring  Export
Detalls | Prepaid and Debitmemos ~ Attachments (0)  Activities (0) ~ AuditLog(1) = Approval (1]  Additional Infe.
Type Post Date Contact [ Testvendor Voucher No BL-
Vendor Terms 4 CAD through banks «| ship From /pya AP Account + 20000000101
Invoice No testinvaice DueDate | 10/12/2017 B shipTe  4[go Withheld Amount 0.00
Invoice Date 10122017 = Recur Reference Location s Currency | usp
Check Commenis Ship Via | PayTo Test Vendor Ordered By irelyadmin
4 insert  Q Open  Q Tax Details Report BB view Filter (F3) -4
Load # Contrace Comractseq | PO# tem No, Deseription Misc Description | UOM Orgerse Billes Cos: | CostuoM | Grossm
~ Admin Margin Admin Margin ‘Admin Margin Bushels 200 200 10.00
4 »
Ship From Remarks Subrotal 2,000.00
Tax 0.00
Tota! 2,000.00
Amount Paid: 0.00
Ship T
'pTo Amount Due 0.00
Terms Discount 0.00, [ | Override
DugifPaid By: 2,000.00
? @ U [ Posted Page 1 of1

Voucher - Test Vendor
New Save Search Delets Undo Print Duplicata DebitMemo  Post Preview  Add Payables Export Import Close
Details | Prepaid and Debitmemos | Amachments (0] | Activicies (0} | AuditLog(2) | Approval (1) = Additional Info
Type PostDate 10/12/2017 Enable Fields™ |[con=a restvencor ~| Vouther No
Vendor TENTS = CAD tnrougn banks T<1[5hie From [ pya +| &P Account +|20000.0001-000 a
Invaice No testinvoice DueDate  10/12/2017 Z|[shieTo 40007 - Fort wayne + | Withheld Amount 0.00
Enable Fields
Invaice Date 10122017 o Recur Referance Location = 0001 - Fart Wayne < | Curren +lusp v
Check Comments Ship Via ~||payTe TestVendar ~| Ordered By irelyadmin Q
4 Insert L Open (L TaxDetsilz ¥ Remove Getprevious detsils  Report BB View Filter (F3) ! el
Load # Contract Contract Seq pO# Item No. Description Misc Description | UOM Ordered Billed Cest Cost UCM Gross/M
—» GRID AdminMargin  Admin Margin  Admin Margin  Eushels 200 200 1000
v
4 »
Ship From Remarks Subtotal 2,000.00
Tax 0.00
Totz 2,000.00
Amount Paid: 0.00
Ship T
ipTo Amount Due: 2,000.00
Terms Discount 000 [ Override
Cue If Faid By 2,000.00
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b. If voucher is partially or fully paid, the system will not let you unpost the voucher. You have to delete the payment first prior to unposting
of the transactions.

Voucher - Test Vendor

Search Print  Duplicate Delete Pay Debit Memo Recurring  Export  Import  Close
Prepaid and Debit memos | Amachments (0) | Activides (0) | AuditLog(5) | Approval (1} | Additional Info
Type # Voucher PostDate |10/12/2017 Contact Test Vendor Voucher No BL-20864
Vendor Terms [ CAD through banks Ship From 4/ AP Account <[ 20000-0001-000
Invoice No DueDate 10412, 7 Ship To withneld Amount 0.00
Invoice Date 1011202017 Recur Reference Location Currency <|usp
Check Comments Ship Via Pay To Qrdered By irelyadmin
 lnsers OL Open O Tax Dessils Report 33 View | Filter (F3) ol
Load # Coneract Coneract Seq PO# ftem No. Description Misc Description | UOM Ordered Billed Cast Cost UCM Gross/N
Bean FM M M Bushels 1 1 10.00
4 >
Ship From Remarks Subtota 10.00
Tax 0.00
Total 10.00
Amount Paid: 5.00
Ship T
ip To Amount Due: 5.00
Terms Discount 000 []Override
Due If Paid By 5.00
7T @ 0 = Posted page 1) o1

Here are the steps on how to unpost vouchers:

1. After posting Vouchers (see How To Post Voucher) , click Unpost button from the toolbar.
a. If voucher is not yet paid, Voucher will be unposted. Status will return to Ready.

Voucher - CRACKED MUG

New Save Search Delete Undo Duplicate Post Recap Add Payables Recurring  Close
Details  Prepaid and Debit memos ~ Attachments (0) Comments (0)  Audit Log (14)
Type: Voucher Post Date:  6/29/2016 [ Contact CRACKEDMUG v | Voucher No: BL-127
Vendor [ crackep Mus Terms 5% 10 NET 30 ~| shipFrom | cracKeD MUG ©| AP Account: |20000-0000-000 >
Invoice No: ‘CM—S Due Date: | 7/29/2016 | shipTo \oom - Fort Wayne v | Withheld Amount: \ 0.00
Invoice Date: 6/29/2016 | Recur: Reference: Location 0001 - Fort Wayne | currency |usp v
Check Comments: ShipVia | UPS | PayTo CRACKED MUG ~ | Ordered By: irelyadmin v
+ Insert Q Open Q TaxDetails X Remove [ Getpreviousdetails 88 Layout Q |Filter Records (F3) =l
Contract Item No. Description Misc Description | UOM Ordered Biled | CostCurrency | ExchangeRal  Cost | CoStUOM | Gross/NetUOM | NetWeight | Dis
v MISCPARTS Miscellaneous P... Miscellaneous P... 100 100 USD 0.00 20.00 0.00
Ship From: |123 MAIN ADDRES! Subtotal: 2,000.00
" ndianapolis, IN 46 Approval e oo
United States Require Approval: [ ] Status: Pping: o
Tax: 0.00
ShipTo: | 4242 Flagstaff Cove Approval Notes: Total 2,000.00
Fort Wayne, IN 46815 Paid: ‘ .
United States Amount Paid: 1,500.00
Amount Due: | 500.00
@6 ¢ Ready page | 1] of1
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b. If voucher is partially or fully paid, the system will not let you unpost the voucher. You have to delete first the payment before you can
unpost the transaction.

Voucher - CRACKED MUG

New Search Duplicate Delete Pay Recurring  Close
Details | Prepaid and Debit memos  Attachments (0) ~ Comments(0)  Audit Log (16)
Type: [voucher Post Date: | 6/29/2016 Contact | CRACKEDMUG Voucher No: BL-127
Vendor CRACKED MUG Terms 5% 10 NET 30 Ship From [ CRACKED MUG AP Account: Izuwu—
Invoice No: [ems Due Date:  7/29/2016 5] shipTo {0001 - Fort Wayne Withheld Amount: | 0.00
Invoice Date: 6/29/2016 [ Recur: Reference: Location 0001 - Fort Wayne Currency |uso
Check Comments: ShipVia  uPS v | PayTo CRACKED MUG Ordered By: irelyadmin
+ Insert Q Open Q Tax Details 2 Layout Q |k ords &2
Contract Item No. Description Misc Description | UOM Ordered Biled | CostCurrency | ExchangeRa  Cost | CostUOM | Gross/NetUOM | NetWeight | Dis
MISCPARTS Miscellaneous P... Miscellaneous P... 100 100 USD 000 2000 000
« >
Ship From: |123 MAIN ADDRESS Subtotal: 0.00
P Indianapolis, IN 46204 g . 2000
United States Require Approval: | | Status: Shipping 000
Tax: 0.00
ShipTo:  |4242 Flagstaff Cove Approval Notes: Total: 2,000.00
Fort Wayne, IN 46815
United States Amount Paid 1,900.00
Amount Due: 0.00
0 Posted Page 1) of1

Here are the steps on how to unpost vouchers:

1. After posting Vouchers (see How To Post Voucher) , click Unpost button from the toolbar.
a. If voucher is not yet paid, Voucher will be unposted. Status will return to Read

Voucher - Cracked Mug

New Save Search Delete Undo Duplicate Post Recap Add Receipt

Details | Prepaid and Debitmemos | Atachments{(0) = Comments(0) | Audit Log (3)
Type: Voucher Post Date: | 02/05/2016 Contact: Cracked Mug v | Voucher No: BL-50
Vendor Cracked Mug Terms Due on Receipt ~ | Ship From:  Cracked Mug «| AP Account: 20000-0001-000 | v
Invoice No: INV-1111 Due Date: |02/05/2016 Ship To 0001 - Fort Wayne ~ | Withheld Amount:
Invoice Date: 02/05/2016 Reference: |Test Location: 0001 - Fort Wayne v | Currency: usp v
Check Comments: Ship Vis | Truck ~ | Ordered By: | irelyadmin ~ | Recurring:
+ Insert Q Open Q TaxDetails X Remove [ Get previous details 8§ Layout Q
Contract Item No. Description Misc Description | Ordered Billed Cost | CostUOM | Gross/NetUOM | NetWeig..| Discou.. Tax
LABOR Labor Labor 500 500 15.00 0.00 5% 000
MISCPARTS Miscellaneous...  Miscellaneous .. 1 1 50.00 0.00 o% 0.00
LABOR Labor Labor 1 1 20,00 0.00 o% 000
< »
Ship From: A ] Subrotal:
" Indianapolis, IN 4621 - .
ited Crares ipping:
United Sates Require Approval: | | Stmws: FRing
Tax:
Ship T Approval Notes: Total:
Amount Paid:
Amount Dus:
C B[ Ready Page 1) of1

b. If voucher is partially or fully paid, the system will not let you unpost the voucher. You have to delete first the payment before you can
unpost the transaction.
Voucher - Cracked Mug

New Search Duplicate  Pay Delete Pay  Recap
Details | Prepaid and Debitmemos  Attachments{0) | Comments(0} | Audit Log (4)
Type: Voucher Post Date: | 02/05/2016 Cantact: Cracked Mug Voucher Mos BL-50
Vendor Terms Due on Receipt Ship From: | Cracked Mug AP Account:
Invoice No: Due Date: | 02/05/2016 Ship To 0001 - Fort Wayne Withheld Amount: 0.00
Invoice Date: Reference: | Test Location: 0001 - Fort Wayne Currency: uUso
Check Comments: ShipVia | Truck Ordered By: |irelyadmin Recurring:
+ Insert Q Open Q4 Tax Details B8 Layout Q F
Contract item No. Description Misc Description | Ordered Billed Cost | CostUOM | Gross/NetUOM | NetWeig.. | Discou.. Tax
LABOR Labor Labor 500 500 15.00 0.00 5% 0.00
MISCPARTS Miscellaneous ... Miscellaneous 1 1 50.00 0.00 0% 0.00
LABOR Labor Labor 1 1 2000 000 o% 000
< 1 »
Ship From: Approval Subrotal:
Shipping:
Require Approval: [ ] Status: FRInS
Tax:
Ship T Approval Notes: Total:
Amount Paid:
Amount Due:
J Posted Page 1 oft

Here are the steps on how to unpost bills:

1. After posting Bill Entry (see How To Post Voucher) , click Unpost button from the toolbar.
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a. If bill is not yet paid, Bill Entry will be unposted.

Sl NEIES

o w Q¥ &= o @

New Save Search Delete Undo  Print Post  Recap Add Receipt Close

Details | Attachments

Transaction Type: Vendor ID: Date: Invoice Date: Currency:  Invoice No: Bill No:
Bill V'100 06/26/2015 |3 |06/26/2015 B |USD | |INV-500 BL-45672
Ship From: | AP's Location v ship To: |AP's Compay Location ~ Ordered By: AGADMIN Vv Contact: AP's Contact i
P C Drive Ship Via: UPS Ground v Due Date: 07/11/2015 =
ed States Terms: 3% 5 Net 15 v AP Account: 22222-1099 ¥
Location: AP's Compay Location | ¥ Withheld Amount: 174
Reference: Approval Notes:
Q View (@) Remove | (] Get previous details = Layout » 7
D Item No. Description Misc Description Ordered Received Discoun. Tax Cost. Total Account ID Comments
D ‘Car Rentals ‘Car Rentals - O 1 1 0% None 25.00 25.00 85800-9099
[[] ‘Office Supplies  'Office Supplies. 1 1 0% None 9.99 9.99 75402-2004
o
»
Subtotal: 34.99
Shipping:
Tax:
Total: 34.99
@ o ) Ready Page 1) of1

b. If bill is partially or fully paid, the system will not let you unpo;t the bﬁl. This message will prompt instead:
lall iRely i21 bl

g You cannot unpost this bill. PAY-14720 payment was already made on this bill. You must delete the
payable first.

OK

Here are the steps on how to unpost bills:

1. After posting Bill Entry (see How To Post Voucher) , click Unpost button from the toolbar.
a. If bill is not yet paid, Bill Entry will be unposted.

i Bill EY([=1E3
| . [V == = .
AV |
ow A VB 2 A =3
New Save Search Delete Undo  Print Post  Recap AddRecsipt Approve Reject  Close

Details | Attachments

Vendor 1D: Date: Invoice Date: Currency:  Invoice No: PO Number: Transaction Type:
0000000001 02/26/2015 |[3 02/26/2015 |8 USD |+ Bil ~ | BL-
Ship From: Ship To:
P Ordered By: AGADMIN v | Contact: 01 %
Ship Via: UPS Ground v | Due Date: 03/13/2015 (|
Terms: 3% 5 Net 15 v | AP Account: 22222-0000 7
Location: 0t v | Withheld Amount: 0.00
Reference: Approval Notes:
& Remove 7 X
[] Description Ordered Received Discoun...  Tax Cost Total  Account ID Comments Weigh... Volume  Bin Location
[ | test 1 1 0% None 15.25 15.25 93000-0000 0 o
[ | test 1 1 0% None 12.30 12.30 93000-0000 o o
=
3
Subtotal: 27.55
Shipping: 0.00
Tax: 0.00
Total: 27.55
@ ¢ Q| saved page 1) of1 L

b. If bill is partially or fully paid, the system will not let you delete the bill. This message will prompt instead:
il iRely i21 X

@ You cannot unpost this bill. PAY-14720 payment was already made on this bill. You must delete the
payable first.

OK

Here are the steps on how to unpost bills:

1. After posting Bill Entry (see How To Post Voucher) , click Unpost button from the toolbar.
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a. If bill is not yet paid, Bill Entry will be unposted.

e el
= e o
0w Al ¥ & = L
New Save Search Delete  Undo Print Post Recap  Close
Details | Attachments
Bill No: Vendor ID: Date: Invoice Date: Currency: Invoice No: PO Number: Transaction Type:
BL-45600 | Testvendor > [12/10/2014 |3 12102014 |3 [usp | [mw-01 | | B 2
Ship From: Ship To:
123 Test Drive Ordered By: | AGADMIN ~ Contact: lconor |
De Graff, OH 43318 N
United States Ship Via: UPS Ground ~ Due Date: 01/09/2015 (3
Terms: 2/10 Net 30 ¥ AP Account: 22222-0000 |¥
a— oo | vl o
(&) Delete 7 |F\\ter Records (F3) |"‘
Description Qty Ordere...  Qty Receiv... Discoun... Tax Cost Total Account ID Comments Weig..
test 1 10 10 0% MNone 25.00 250.00 601004001
test 2 5 5 0% None 15.00 75.00 60100-4001
I ,
Subtotal: 325.00
Shipping: 0.00
Tax: 0.00
Total: 325.00
@ D | saved H 4 Page| l‘nf1|r W &Y

b. If bill is partially or fully paid, the system will not let you unpost the bill. This message will prompt instead:
--message still with issue
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