How To Post Voucher Batch Entry

Here are the steps on how to post bills by batch via Voucher Batch Entry screen:

1. After creating Voucher Batch Entry record (see How To Create Voucher Bach Entry), click Post toolbar button.

2. Batch Posting Details screen will open showing the corresponding voucher transaction created and its Description.
a. If posting is successful, 'Transaction successfully posted' description is displayed.
b. If posting fails, reason why transaction is not posted will be displayed.

3. Once a voucher batch record is posted, Posted will be shown in the Status Bar and toolbar buttons used for editing and other editable fields will
now be disabled.

Voucher Batch Entry
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Report BB View Filter (F3)
Vendor Na. Wendor Name”™ | Inuoice # Termz® Date Voucher Date | Due Date | GL Account Description Towl | Posted
1005472 SampleVender 1 5 DueonReceipt  10M&20.. 10/1&2017  10/1&20. €0000-0000-000 85.00
1005472 Ssmple Vendor 1 6 DueonReceipr  10A&20.. 10182017  101&/20.  60000-0000-000 £0.00
1005472 Sample Vendor 1 7 DueonReceipt  10M20.. 10ME/2017  1012/20.  £0000-000D-000 70.00
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Here are the steps on how to post bills by batch via Voucher Batch Entry screen:

1. After creating Voucher Batch Entry record (see How To Create Voucher Bach Entry), click Post toolbar button.

2. Batch Posting Details screen will open showing the corresponding voucher transaction created and its Description.
a. If posting is successful, 'Transaction successfully posted' description is displayed.
b. If posting fails, reason why transaction is not posted will be displayed.

3. Once a voucher batch record is posted, Posted will be shown in the Status Bar and toolbar buttons used for editing and other editable fields will
now be disabled.

Voucher Batch Entry A~ 0O X
New Save Search ste Undo Print Duplicate Pay Unpost Close
Desail
AP Account: 2 Batch Total: 130.00 | Batch Date: |01/2
Voucher Batch No: | BB-6 Reference:
88 layour Q| Filter Rec
Vendor No. Vendor Name | Invoice # Terms Date Voucher Date | DueDate | GLAccount+ | Description Tax ID Total | Posted
0001005078 Cracked Mug INV-24 Nex 15 01/27/20..  01/27/2016  0211/20..  60000-0000-003 75.00
0001005079 CC Jinters INV-25 Nex 15 01/27/20.. 01/27/2016  02/11/20.. 60000-0000-003 55.00
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Here are the steps on how to post bills by batch via Bill Batch Entry screen:

1. After creating Bill Batch Entry record (see How To Create Voucher Bach Entry), click Post toolbar button.
2. Batch Posting Details screen will open showing the corresponding bill transaction created and its Description.
a. If posting is successful, 'Transaction successfully posted' description is displayed.
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[7] BL-45694 Transaction successfully posted.
[] | BL-45695 Transaction successfully posted.
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b. If posting fails, reason why transaction is not posted will be displayed.
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Description

Unable to find an open fiscal year period to match the transaction date.
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3. Once a bill batch record is posted, Posted will be shown in the Status Bar and toolbar buttons used for editing and other editable fields will now
be disabled.
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AP Account: Batch Total: 17.50 Batch Date: 16/2015
Bill Batch Number: | BB-4 Reference:
2 Layout+ 7
[E] VendorNo.  VendorName  Invoice#  Terms Date Bill Date DueDate Gl Account Description Tax ID Total  Posted
[E v-001 Juan Dela Cruz ~ INV-01 5% 10 Net 30 06/16/20...  06/16/20.. 07/16/20.. 93000-0000 None 10.00
[E] v-002 Test Vendor INV-02 DueonReceipt  06/16/20.. 06/16/20.. 06/16/20.. 93000-0000 None 7.50
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Here are the steps on how to post bills by batch via Bill Batch Entry screen:

1. After creating Bill Batch Entry record (see How To Create Voucher Bach Entry), click Post toolbar button.
2. Batch Posting Details screen will open showing the corresponding bill transaction created and if transaction is successfully posted or if it fails
posting.
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D BL-45612

Unable to find an open fiscal year period ta match the transaction date.
D BL-45611

Transaction successfully posted.
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3. In case that there are transactions that failed to post, only the Posted check box of the posted transactions will be checked
[C] Vendor No.  Vendor Name

Invoice # Terms Date Bill Date Due Date GL Account

Description Tax ID Total Posted
D ZTIL ZURCHER TL. Due on Receipt 02/25/20... 02/25/20.. 02/25/20.. ©0140-3002 None 10.00 l:l
[ zea ZEHR & COM... NET 30 02/25/20... 02/25/20.. 02/25/20.. 60140-3004 None 15.00
4. The Bill Batch Entry record will remain unposted and users are allowed to edit the unposted transaction and then post again.
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AP Account: 22222-0000 v | Batch Total: 25.00| Batch Date: | 02/25/2015 3
Bill Batch Number: | BB-46981 Reference:
Delete
D Vendor No. Vendor Name Invoice # Terms Date Bill Date Due Date GL Account Description Tax ID Total Posted
D m ZURCHER TL. Due on Receipt 02/25/20.. 02/25/20.. 02/25/20. 60140-3002 None 10.00
[ zea ZEHR & COM... NET 30 02/25/20.. 02/25/20.. 02/25/20.. €0140-3004 None 15.00
]
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5. After madification, click again the Post button.
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6. Once all details of the bill batch record is posted, Posted will be shown in the Status Bar and toolbar buttons used for editing and other editable
fields will now be disabled.
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AP Account: 22222-0000 Batch Total: 25.00| Batch Date: | 02/25/2015
Bill Batch Number: | BB-46981 Reference:
[[] VendorNo. VendorName Invoice#  Terms Date BilDate  DueDate  GL Account Description Tax ID Total  Posted
H| zm ZURCHER TL DueonReceipt  02/25/20.. 02/25/20.. 02/25/20.. 60140-3002 None 10.00
[ zea ZEHR & COM... NET 30 02/25/20...  02/25/20... 02/25/20.. 60140-3004 None 15.00
a
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