How To Unpost Voucher Batch

Entry

Here are the steps on how to unpost vouchers by batch via Vouchers Batch Entry screen:

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

2. If vouchers included in the batch are not yet paid:

a. Batch Posting Detail screen will open showing that all vouchers were unposted.
b. Close Batch Posting Detail screen. Voucher Batch Entry record will be unposted. Posted status is removed from the screen. All toolbar

buttons and editable fields are again enabled.
3. If payment were already made on one or all of the posted vouchers:

a. Batch Posting Detail screen will open showing the vouchers that cannot be unposted.
b. Close Batch Posting Detail screen. Posted status will remain displayed from the screen. All toolbar buttons and editable fields will still be

disabled.

Here are the steps on how to unpost vouchers by batch via Vouchers Batch Entry screen:

1. After posting Voucher Batch Entry (see How To Post Voucher Batch Entry) , click Unpost button from the toolbar.
2. If bills included in the batch are not yet paid:

a. Batch Posting Detail screen will open showing that all vouchers were unposted.

Voucher Batch Entry

New Print Duplicate Pay Unpost Close
Detail
AP Account: Batch Total: 130.00 Batch Date:  01/27/2015
Voucher Batch No: | 88-6 Reference
Bl lajout  Q |Filter Records (F3)
Vendor No. Vendor Name | Invoice # Terms Date Voucher Date | Due Date
0001005078 Cracked Mug INV-24 Net 15 01/27/20.. 012712016 02/11/20..
0001005079 CClitters INV-25 Net 15 01/27/20.. 012712016 02/11/20..
Batch Posting Details
Close
Details
QOpen B8 layor  Q |Filter Rec
Record No Description
8L-00 Transaction successfully unposted
BL-91 Transaction suceessfully unposted.
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buttons and editable fields are again enabled.

Voucher Batch Entry

b. Close Batch Posting Detail screen. Voucher Batch Entry record will be unposted. Posted status is removed from the screen. All toolbar
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New Save Search Delete Undo Print Duplicate Post Close
Detail
AP Account: 20000-0000-000 ~ Batch Tetal: 130,00 Batch Date: |01/27/2016
Voucher Batch No: | BE-6 Reference:
+ Insert % Remove B8 Layout Q | Filter Records (F3)
Vendor No. VendorName | Invoice # Terms Date VoucherDate | DueDate | GLAccount< | Description Tax D Total | Posted
0001005078 Cracked Mug INV-24 Net 15 01/27/20.. 01/27/2016  02/11/20.. 60000-0000-003 75.00
10001005079 CC Jinters INV-25 Net15 01/27/20..  01/27/2016 02/11/20...  60000-0000-003 35.00
[0l +] =] Ready Page 1] oft

3. If payment were already made on one or all of the posted vouchers:
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a. Batch Posting Detail screen will open showing the vouchers that cannot be unposted.
Voucher Batch Entry
New Search Print Duplicate Pay Unpost Close
Deail
AP Account: 20000-0000-000 Batch Total: 130.00  Batch Date: |01/27/2016
Voucher Batch No: | BB-6 Reference:
B Layour Q| Filter Reco
Vendor No. Vendor Name Invoice # Terms Date Voucher Date | Due Date GL Account Description Tax ID Total Posted
0001005078 Cracked Mug. INV-24 Net 15 01/27/20..  01/27/2016 02/11/20..  60000-0000-003 75.00
0001005079 CC Jiters INV-25 Net 15 01/27/20..  01/27/2016 02/11/20..  60000-0000-003 55.00
Batch Posting Details
Details
Q Open B8 Layout  Q |Filte 3
Record No Description
BL-90 You cannot unpost this bill. PAY-55 payment was already made on this bill. You must delete the payable..
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Unposted =0 Failed =1
Qe =] Ready

Voucher Batch Entry

New Search Print Duplicate Pay Unpost Close
Detail
AP Account; 20000-0000-000 Batch Total: 130.00 | Batch Dater |01/27/2016
Voucher Batch No: | BB-6 Reference:
B8 Layour Q, |Filter Rec
Vendor No. Vendor Name Invoice # Terms Date Voucher Date | Due Date GL Account = Description Tax 1D Total Posted
0001005078 Cracked Mug INV-24 Net 15 01/27/20..  01/27/2016 02/11/20..  60000-0000-003 75.00 I
0001005079 CC Jitters INV-25 Net 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 unpost bills by batch via Bill Batch Entry screen:
1. After posting Bill Batch Entry (see How To Post Voucher Batch Entry) , click Unpost button from the toolbar.
2. If bills included in the batch are not yet paid:
a. Batch Posting Detail screen will open showing that all bills were unposted.
3 Bill Batch Entry NEIES
~ = =
Q =¥ = [V
New Save Search Delete Undo Print Post Close
AP Account: 26003-0000 :‘ Batch Total: 17.500000  Batch Date:  06/16/2015 6\
Bill Batch Number: BB-46990 o Batch Posting Detalls \kl@l\x
@ Insert (&) Remove =] Layout -
Vendor No. Vendor Name ﬂ‘ Total Posted
V-001 Juan Dela Cruz Close 10.00
V002 Testvendor || @ View | B Layout + 7 | Fiker Records (F3) 750
Record No Description
BL-45694 Transaction successfully unposted.
BL-45695 Transaction successfully unposted.
0!3\1‘ Ready Unp(:sled:Z Failed = 0 J 11| b P
10 % V| Ready

b. Close Batch Posting Detail screen. Bill Batch Entry record will be unposted. Posted status is removed from the screen

buttons and editable fields are again enabled.
3 Bill Batch Entry

Close Batch Posting Detail screen. Posted status will remain displayed from the screen. All toolbar buttons and editable fields will still be
disabled.

. All toolbar
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New Save Search Delete Undo Print Post Close
AP Account: 26003-0000 :‘ Batch Total: 17.500000 | Batch Date: | 06/16/2015 \
Bill Batch Number: | BB-46990 Reference: | testl
@ Insert {5 Remove = Layout v 7 |Filter Records (F3)
Vendor No. Vendor Name Invoice # Terms Date Bill Date Due Date GL Account Description Tax ID Total Posted
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
V-002 Test Vendor INV-02 Due on Receipt 06/16/20.. 06/16/20.. 06/16/20... '93000-0000 None 7.50
@ 1 ) Ready i Page tlorr| b b
3. If payment were already made on one or all of the posted bills:
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a. Batch Posting Detail screen will open showing that some or all bills failed to unpost.
3 Bill Batch Entry
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New Search Print  Unpost  Close
AP Account: Batch Total: Batch Date:
Bill Batch Number: Reference:
= Layout 7
[7] VendorNo. VendorName  Invoice #  Terms Date Bill Date DueDate  GL Account Description Tax ID Total  Posted
A voor e e _ancan R, ciicia  aciicina  oaicia  acasaasaa . g
Batch Posting Details £y
| vo0 3 Batch Posting Detai EIEI
a rgﬁ
J
Close
Q View | 2 Layout + 7
Record No Description
[C] BL-45694 You cannot unpost this bill. PAY-14725 payment was already made on this bill. You must delete the payable first.
Q@ D /| rd of 1
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b. Close Batch Posting Detail screen. Posted status will remain displayed from the screen. All toolbar buttons and editable fields will still be
disabled.
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New Search Print Unpaost Close
AP Account: Batch Total: Batch Date:
Bill Batch Number: Reference:
& layout+
D Vendor No. Vendor Name Invoice # Terms Date Bill Date Due Date GL Account Description Tax ID Total Posted
[ v-001 Juan DelaCruz ~ INV-01 5% 10 Net 30 06/16/20. 06/16/20.. 07/16/20. 93000-0000 None 10.00
[ v-002 Test Vendor INV-02 Due on Receipt 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 unpost bills by batch via Bill Batch Entry screen:
1. After posting Bill Batch Entry (see How To Post Voucher Batch Entry) , click Unpost button from the toolbar.
2. If bills included in the batch are not yet paid:
a. Batch Posting Detail screen will open showing that all bills were unposted.
| Bill Batch Entry EYI=1F
—
9 w =y EJ 4 ca) @
Newr Search Print Unpost  Close
AP Account: 25050-0000 Batch Total: 450.00
Bill Batch Number:  BB-2 Reference:
77} Batch Posting Details Pl i=1E3
[F] wendornNo. i ) Total  Posted
[F] 0000000001 S @ | 100.00
[[] 0000000001 S| Close 150.00
E 0000000001 S Open ,‘=, 200.00
Record No Description
[ BL9 Transaction successfully unposted.
[ BL1o Transaction successfully unposted.
@ 9 | Posted [ BL11 Transaction successfully unposted. page |1 of 1 &
Unposted =3  Failed = 0
@ Heb | Ready

b. Close Batch Posting Detail screen. Bill Batch Entry record will be unposted. Posted status is removed from the screen

buttons and editable fields are again enabled.

[l Bill Batch Entry
©
New  Save
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8ill Batch Number:
(@ Delete

Vendor Ho.

0000000001

0000000001

0000000001
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@ D /| Ready

>
N 1=k W
Search Delete

A

Undo Print

25050-0000

BB-2

Vendor Name  Invoice #
sample Co...
sample Co

sample Co.

Tools Post

¥ Batch Total:

Reference:

Terms
Due on Receipt
Due on Receipt

Due on Receipt

2 XY 0A

Close

Date

09/16/20...

09/16/20.
09/16/20.

450.00

Bil Date
09/16/20...
09/16/20
09/16/20

3. If payments were already made on some of the posted bills:

Due Date
09/16/20.
09/16/20.
09/16/20.

GL Account
66600-9099
66600-9099
66500-9099

Description

Tax ID
None
None

None

Page |1
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Total Posted
100.00
150.00
200.00

0.00
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a. Batch Posting Detail screen will open showing how many is unposted.

|ad Bill Batch Entry

~ ]
B W & Al — Wl |
New Search Print Unpost | Close
AP Account: 25050-0000 Batch Total 450.00
Bill Batch Number:  Bg-2 Reference:
| {4 Batch Posting Details
[C] wendorNo.  Vendor i
[F] | 0000000001  Sample q m
[F] 0000000001 Sample {| Close
0000000001  Sample ( =
€ P! open | T
Record No Description
[ N PAY-2 payment was already made on this bil.
[ sL10 Transaction successfully unposted.
@ 2 Q| posted ] sL11

Unposted = 2 Failed = 1

@ Help | Ready

b. Close Batch Posting Detail screen. Bill Batch Entry record will be unposted but the bills that were already paid will remain posted

Transaction successfully unposted.

a(x|

status is removed from the screen. All toolbar buttons and editable fields are again enabled.

il Bill Batch Entry

@

AP Account: 25050-0000 v Batch Total
Bill Batch Number:  BB-2 Reference:
© Delete

Vendor No.  Vendor Name Invoice # Terms

lal

[7] 0000000001 Sample Co
[C] 0000000001  Sample Co...
il

lal

Due on Receipt
Due on Receipt

0000000001 Sample Co... Due on Receipt

@ 3 U | Edted

New Save Search Delete Undo Print Tools Post

Close
: 450.00
Date BlDate  DueDate  GLAccount Description
09/16/20.. 08/16/20.. 09/16/20.. 66500-9039
09/16/20.. 09/16/20.. 09/16/20.. 66600-9099
09/16/20.. 08/16/20.. 09/16/20.. 66600-9089

4. If payment were already made on ALL of the posted bills:
a. Batch Posting Detail screen will open showing that all bills failed to unpost.

|aJ BiN Batch Entry

X _—
o w A & X (&3
New Search Print Unpost | Close
AP Account: 25050-0000 Batch Total 450.00
Bill Batch Number: | BB-2 Reference:
|l Batch Posting Details
[C] wendorNo.  Vendor N
[F| 0000000001  Sample ¢ m
[7]| 0000000001  Sample €| gloge
[¥] 0000000001 Sample C =
open |57
Recard No Description
O e PAY-2 payment was already made on this bill.
) 10 PAY-3 payment was already made on this bill.
@ D Q| posted B 1

Unposted = 0 Failed = 3

b. Close Batch Posting Detail screen. Posted status will remain displayed from the screen

@ Help | Ready
disabled.
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New Search print Unpost
AP Account: 25050-0000 Batch Total:
Bill Batch Number:  88-2 Reference:
Vendor No.  Vendor Name Invoice # Terms

0000000001 Sample Co.
0000000001 Sample Co.
0000000001  Sample Co.

Due on Receipt

Due on Receipt

oo@O

Due on Receipt

@ % 7| posted

PAY-3 payment was akeady made on this bil.

Close
450.00
Date Bill Date Due Date GL Account Description
09/16/20. /16/20..  66600-9099
09, 20. 66600-0099
09/16/20. 09/16/20. 66600-9099

Tax ID
None
None
Nane
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. All toolbar buttons and editable fields will still be
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