How to Unpost Bank Deposit

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like
it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

There is no Fiscal Year created for the date you are trying to unpost the transaction .

You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

The transaction you are to unpost is not originally created by you and Only Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

blocked URL

The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.

1.

Open the posted Bank Deposit you want to unpost.

Bank Deposit - BDI

New Search Print  Unpost Duj Info  Unpast Preview

Detsils | Audit Log (2)
Bank Account + 02531020 Balance 655450 Currency #USD | Record No | BDEP-98
Date 12/27/2017 Payor: | Google Amount 6,500.00000
Location +/0001 - Fort Wayne Short GL Account Short Amount 0.00000
Description | Test Deposit Recur
Report Filter (F3) b4
Date GL Account™ Description Record No Payment Method | Card Type Name Amount
12/27/2017  76000-0002-004 Contract Sales Gain/Loss - Indianapolis - Petro 6,500.00000
Total $6,500.00
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2. Unpost the transaction. There are 2 ways to unpost a bank deposit.

a. On Bank Deposit screen, click Unpost toolbar button.
Bank Deposit - BDEP-98

New Search Print Unpast Duplicate Info  Unpast Preview Recurring  Close

b. On Bank Deposit screen, click Unpost Preview toolbar button to open Unpost PreviewTransaction screen. Click Unpost toolbar
button.

Bank Deposit - BDEP-98

New Search Print Unpost Duplicate Info  Unpost Preview Recurring  Close

Details | AuditLog(2)
Bank Accouns = 02531030 " |Belence 6554.50| Currency = USD | RecordNo | BDEP-98
Date 0000
Unpost Preview Transaction o x
Locatiq o000
Unpost  Close
Descri
Details -
of e 1212702017 Description | Test Deposit Currency |USD | Rate 1.00| fume
1 Filter oooo
Batch ID Record No. Account 1D Descripion Accaurt Group Debic Credic
1 BATCH-5126 BDEP-38 141521206116 Test Deposit Cash Accounts 0.00 6,500.00

2 BATCHS126 BDEP.OE 4 [< Loss - Indi or o 650000 000

00.00
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3. The bank deposit is unposted. These changes will then be applied.

Bank Deposit - BDEP-98
New Save Searcn Delete= Undo Print Post Dupiicate Info PostPreview Undeposted Recuring Close
Details | AuditLog (3)
Date 12/27/2017 || Payor: | Google Q Amount 6,500.00000
Location = 0001 - Fort Wayne ~ | Short GL Account Q| Short Amount 0.00000
Description  Test Deposit Recur
X Remove Report G5 View | Filter (F3) el
Date GL Account™ Description Record No Payment Method | Card Type Name. Amount
12/27/2017  76000-0002-004 Contract Sales Gain/Loss - Indianapolis - Petro 6,500.00000
Total £,500.00
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a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.
c. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.
4. The bank deposit transaction that was unposted then updates the following areas in i21.
a. Inthe GL Account Detail. You may open any account used from the bank deposit, click Transaction Detail button that will open the GL
Transaction Details screen, where accounts affected by the unposting of bank deposits are shown.
i. Account ID of Bank Account

GL Account Detail - 14152-1206-116

Print Search Transaction Detail journal Report v Close

Doz
hccountld: 141521206116 Descripion | CM Smoke GL Account-CM Smoke -CM Smoke Tese | Currency USD  Dere Range v
Account Group: | Cash Accounss Wy From Dares | 12/1/2017 ) ToDate [123172017 E
[l GL Transaction Detail 0 x 2
02 [
Close
Dz posted entry
QoOpen Report BB View |Filter (F3) unposted entry 52
Date Betch Number | Accour 1D Descipton RecordNo Dedit Credit
030207 BATGHSOE2 141521206116 i Smatke GL Aczount.CM Smoke Ch. STFR10 000 9550
030207 BATGHS0SS 141521206116 M Smake GL Account.CM Smoke Cl.. BDER7 10000 000
0302017 BATGHSOSS 141521206116 Stk GL Account.CM Smoke ChL. BTRN-42 000 10000
0302017 BATGHSOSS 141521206116 M Smake GL Account.CM Smoke CiL. BTRN-43 15000 000
1227207 BAGHS1ZE 11521208116 M Smake GL Account.CM Smoke Cl.. BDER-S8 650000 000
1227207 BAGHS1ZE 11521208116 M Smake GL Account.CM Smoke Cl.. BDER-S8 000 550000
« »
3 4 0.00
2?2 @ O Ready 5450
Net Change 0.00]
Ending Balance 5450
Budget 0.00]
Varisnce 5450
Budget Cade o
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ii. Account ID of Depositor

GL Account Detail - 76000-0002-004

Print  Search TransactionDetail Journal Report - Close

Decais
Account Group: | Other Expenses 3 From Date: [12/1/2017 | ToDate 127312017 ]
[l GL Transaction Detail =1 by
Close
e | posted entry
Q Open Report 83 View  Filter (F3) unposted entry 57
Dace Batch Number | AccountID Description Record No Deoic Credic
7m20ls BATCHAS 760000002004 Contract Sales Gain/loss BTRN-IS 10000 000
1227207 BATCHS126 c soepcs 000 550000
1227207 BATCHS126 c sDER.28 650000 000
‘ ,
< | T3
2 @ Q Ready o
Net Change 000
Ending Balance 000
Budget 000
Variznce 000
Budget Code v
? Pege 1] or1




b. If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the unposted bank deposit.

Bank Deposit - BDEP-98

Search Delete Undo Princ Post Duplicate Info PostPreview Undeposited Recurring Close

[currency « uso | Recora N0 BDEP0E

Transaction Detail Journal Report - Close

Account Id: 14152-1206-116. Description | CM Smoke GL Account-CM Smoke -CM Smoke Test | Currency | USD Date Range. ~
KcoeGrovp: o i 212017 o] Toome 12312017 =
Qo e ven e x
o0 o0
SegrngBorce s
s e o
frarsseens ool
o &0
- 0
vt ose .
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c. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.

Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank CheckAudit Recondliation Register Close

Details | Audit Log (1)

Bank Name | Fifth Third Bank Electronic Bank File Information Check Number Range

Account Holder Company ID Starting Check No 1
AccountNo  + 02531030 Currency+| USD Bank Name Ending Check No 2
| Balance 54.50000 |"‘ﬂ"= = Transit No 042000314 Next Check No 1
Conzact [ ) Next EFT/ACH No 0|| | CheckNo. Length H

d. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.
Bank Account Register

Print Reconciliation ExportTo Excel Close

Details

Bank Accoun: | 02531030 ~ | Bank Name | Fifch Third Bank Belance 5450000 |
Report | Filter (F3) 5| ‘
Check Date| Location Number RecordNo | PayeearPayor | OpeningBalance| Payment | Deposit |EndingBalance | Clear | Clear Date | Transaction Type hMemo
10/30/2... BTFR-10-WD 0.00 9550 9550 Bank Transfer_.  test smoke 4..
10/30/2... 0001 - Fort Wayne BDEP-79 8550 100.00 450 Bank Deposit
10/30/2... 0001 - Fort Wayne BTRN-45 450 100.00 8550 Bank Transact . Test Payment
10/3072... 0001 - Fort Wayne BIRN-49 9550 150.00 5450 Bank Transact. Test Deposit
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e. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

Bank Recan:

onclle Print Search Clear Range Import

Detais | Atachments (0)
Bank Account StatementDate  Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
02531030 ~| (121272017 [ [Fen Third Bank 5450000 0.00000.
2 Payments and Debits 2 Deposits and Credits
Clear Al [ Unclear All + Add Report 88 View  Filter (F3) b4 Clear Al [J Unclear All + Add Report B8 View  Fier (F3) b4
Clear [ Dates | RecordNo | Number Payee Descripton | Transaction Type Payment | | Clear |Date s | RecoraNo | Number Payor Descripton | Transaction Type Deposic
103020, ETRNAS TescPayment  Bank Transaction 10000 103020, BTRNA3 TescDeposit  Bank Transaction 15000
103020, ETERAOND testsmoke 4/ Bank Transfer (W. 9550 103020, BDEPTS Bank Deposic 10000
0Payments Cleared 000000 0Deposics Cleared 000000
Prior Reconciliation Ending Balance Cleared Payments - Cleared Deposits - Ending Balence Per Reconciliztion
000000 000000 000000 000000
Bank Statement Ending Balance Undleared Payments - Uncleared Deposics Bank Account Balance Difference
3 195.50000 250.00000/ 5450000 000000
? @ O B Ready




Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like

it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

There is no Fiscal Year created for the date you are trying to unpost the transaction .

You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

The transaction you are to unpost is not originally created by you and Only Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

blocked URL

The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.

1. Open the posted Bank Deposit you want to unpost.

Bank Deposit - BDEP-41

New Search Print Unpost Du Info  Unpast Preview Recurring  Close
Details  Audit Log(2)
Bank Account + 07072017 Balance 4204350 Currency +|UsD | Record No | BDEP-41
Date 7118/2017 Payor: Amount 4,500.00000
Location = 0001 - Fart Wayne Short GL Account Short Amount 0.00000
Description Recur
Filter (F3) el
Date GL Account™ Description Record Mo Name Amount
7H8/2017  28200-0004-000 State Withholding - South Bend - Admin 4,500.00000
Total 54,500.00
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2. Unpost the transaction. There are 2 ways to unpost a bank deposit.
a. On Bank Deposit screen, click Unpost toolbar button.
Bank Deposit - BDEP-41

MNew Search

Print  Unpost Duplicate Info  Unpaost Preview

Recurring  Close

b. On Bank Deposit screen, click Unpost Preview toolbar button to open Unpost PreviewTransaction screen. Click Unpost toolbar
button.

Print Unpost Duplicate Info  UnpastPreview
Detils | AuditLog (2}

Bank Account + Balanc 42,043.59 Currency +|USD | Record No | BDEP-41

Date Amount
Short GL Accous

4,500,00000

Location -

Short Amount 0.00000

Unpost Preview Transaction A O x
Unpost  Close.

Detsils

Date  7/1872017 Description Currency |USD | Rate 1.00
Filter
Baten ID Record No. AccountID Description Account Group. Debit Credic
1 BATCH3444 BDEP-41 14140-0000-000 Asset 0.00 4500.00
2 BATCH3444 BDEP-41

28200-0004-000 State Withholding - South Bend - A Payroll Tax Lia.. 450000 000
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3. The bank deposit is unposted. These changes will then be applied.

Bank Deposit - BDEP-41
New Save Search Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close
Dewmils | Audit Log(3)
Bank Account = 07072017 « [|Balance 37,543.50 |Currency + USD | RecordNo | BDEP-41
Date 7/18/2017 Payer: Q| Amount
Location * 0001 - Fort Wayne | Short GL Account ~ | Short Amount
Description
X Remove B3 View  Fileer (F3)
Date GL Account™ Description Record No Name
7H8/2017  25200-0004-000 State Withholding - South Bend - Admin
ol
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4,500.00000

0.00000
Recur

ey
Amount

4,500.00000

$4,500.00

a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.

c. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.

4. The bank deposit transaction that was unposted then updates the following areas in i21.
a. Inthe GL Account Detail. You may open any account used from the bank deposit, click Transaction Detail button that will open the GL

Transaction Details screen, where accounts affected by the unposting
i. Account ID of Bank Account

of bank deposits are shown.

GL Account Detail - 14140-0000-000 A0 x
Print Search  Transaction Detail Journal Report v Close
Decais
Account 14140.0000.000 Description | Test Cash Account-Home office-Admin Currency [USD Date Range v
Account Group: | Asset Opening Balance 0.00] From Date: [7/112017 & ToDae 77312017 El
Rkl GL Transaction Detail ~ O x Y
Dace Ending
Close.
720
Deis posted entry
720 Y
unposted entry 2
Qopen g8 view x 2
720 BpEP-41
Dae Batcn Number | Accounti Descripton Record No Deit Creat 0e
720
T80T BATCH.3444 Test Casn B0Ep.41 450000 000
720
T80T BATCH.3444 Test Casn B0Ep.41 000 450000
720
720
720
720
‘ »
‘ ,
? @ Q9 E Ready 4350
Budger 000
Variznce 3754359
Budget Code v
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. Account ID of Depositor

GL Account Detail - 26200-0004-000

Print Search TransactionDetail Journal Report - Close

Detalls

Account g 28200-0004-000 Descripsion | State Withholding - South Bend - Admin Currency |UsD Date Range v
Account Group: | Payroll Tax Liabilies Opening Balance 0.00] From Date: [7/112017 & ToDae 77312017 El
Q Open BBView |Filter (F3) b4

Dace Source System | Batch Numeg | Record No enizy Transaction Description | Beginning Balance Devic Credic Ending
GL Transaction Detail A0 x
Close.
e | posted entry
Qopen B3View | Filter (F3) unposted entry

oz Basch Number | Accouncip Descripan Recora No oesc Creais Deviunis | Creait
TNB07 BATCH3444  26200-0004000 State Witholding - South Bend - Admin  BDEP-41 000 450000 00000
TNB07 BATCH3444  26200-0004000 State Witholding - South Bend - Admin  BDEP-41 450000 000 00000
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b. If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the unposted bank deposit.

SR Eankc Deposit - BDEP-41

e

Record No Mew Save Search Delete Undo Print Post Duplicate Info PostPreview Undeposied Recuming Close Amoy
30eP-13 —
Details | AuditLog(3)
308020
Bank Account + 07072017 urrency +| UsD | Record No | BDEP41
30EP-21 127,83

Date 7/18/2017 B Payor: Q| Amount 4,500.00000

GL Account Detail - 14140-0000-000

Princ Search Transaction Detal

Tomwiz |
Accourcldh[14140.0000-000 Description | Test Cash AccountHome office-Admin Currency [ysD | Dae Range ~
Account Group: | Asset Opening Balance 0.00] From Date: | 71172017 o ToDse 7212017 El
Q 0pen  B3View | Filter (F3) &2
Dste Source System | Baten Numser | Recerd No ey Transsetion Deseription | Beginning Balance Desit Cer | neing
72017 eoep BATCH3423  BDEP40 reysamin 000 5450000 000 -
2007 ETRN BATCH3S24  BTRN32 ireyaamin 5450000 23000 000
207 Bwo BATCH342S  BWD3 reysamin 5473000 000 6500
0 MeHK BATCH342E  MCHK2 ireyadmin 5466500 000 000
7207 voio BATCH342S  MCHK2Y reysamin Test Casn Account o 5457500 5000 000
7207 s BATCH343  PAY-295 reysamin Test Casn Account o 5466500 000 4500 -
‘ >
5487500 1727681
Ending Balance 37,59359”
Budger 000
Variance 37.598.59)
Budger Coce -
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c. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.
Bank Accounts - US BANK NA

Mew Save Search Delete Undo Bank CheckAudit Recondliation Register

Details Check Layout | AuditLog (4)

Bank Name  * S BANK NA GL Accounts
Account Holder GL Account * 14140-0000-000 a
AccountNe  » 07072017 Currency=| sD
Check Number Range
Balance 3750850000 [pctive [

d. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.

Bank Account Register

Print Reconciliation ExportTa Excel Close

Details

Bank Account | 07072017 | Bank Name | Us BANK NA Balance 37,598.59000 ”
Filter (F3) =z
Check Date | Location Number Record No Payee or Payor Payment | Deposit Balance Clear | ClearDate | Transaction Type | Memo
7772017 0001 - Fort Wa. BDEP-40 54,500.00 54,500.00 Bank Deposit
772017 0001 - Fort Wa. BTRN-32 230.00 5473000 | 71002017 Bank Transaction
7472017 0001 - Fort Wa. BWD-3 65.00 5466500 |/ 701002017 Bank Withdrawal
7712017 Voided-000000..  WMCHK-2 90.00 v WT2NT Misc Checks void
77 Voided-000000..  MCHK-2V v 772017 Void Misc Check  Void Tr.
717 00000002 PAv-285 Fort Wayne Offic 4500 54,620.00 AF Fayment
7017 BAY-285 Fort Wayne Offic 65.00 5455500 [V 7102017 ACH
7017 PAY-297 Salman Cresk .. 14,250.00 40.305.00 AF Payment
72017 PAY-298 Office 276141 5754359 AF Fayment
7/18/2017 0001 - Fort Wa. BDEP-23 55.00 57,598.59 Bank Deposit

=)




e. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

Bank Reco ion

Recondlle Print Search Clear Range Import Open «

[Detaiis | Amachments(0)
Bank Account Statement Date  Bank Name GIL Account GfL Balance Bank & G/L Balance Difference
07072017 v | 7182017 || Us BANKNA 14140-0000-000 37,598.59000 0.00000
3 Payments and Debits 2 Deposits and Credits
ClearAll [ ClearNone + Add BB View | Filter (F3) b3 Clear All [ ClearNone + Add BB View | Filter (F3) ol
Clear | Date Numaer Payee Descripon | Trensaction Type Peyment Ceer | Date Numoer Peyor Description | Transaction Type Deposit
Q 77712017 00000002 Fort Wayne Offic AP Payment 4500 Q. 712017 Bank Deposic 5450000
Q 7702017 Saimon Creek AP Payment 1425000 | |Q e Bank Deposic ss.00
Q 702017 offce 4P Payment 276141
0 Payments Cleared 000000 0Deposics Clesred 0.00000
Prior Reconcliztion Ending Balance Cleared Payments + Cleared Deposis = Ending Balance Per Reconciliztion
100.00000 0.00000 0.00000 100.00000
Bank Statement Ending Balence - Uncleared Payments + Uncleared Deposits - Difference
0 17,056.41000 54,555.00000 37,598.59000 10000000
?2 @ Q BJ Ready

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like

it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to unpost the transaction .
® You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

® The transaction you are to unpost is not originally created by you and Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

Entity - IRELY ADMIN

New Save Search Refresh Delete Undo Additional - Archived Reports APl Key

Entity | User | Comments (0} = Attachments{0) =~ Custom | Audit Log (3)

Detail | UserRoles | External Module | Registered Computers

Username irelyadmin

Title: Add Photo
Contact Method:

Department:

User Options

Maximum Number of Origin Screens Allowed 3

Allow User to only Post Transactions they created

+| Administrator User
Disable User

User cannot change password

User must change password on next login

® The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.



. Open the posted Bank Deposit you want to unpost.
Bank Deposit - BDEP-1

New Search Print Unpost Duplicate Info Recap
Details | Audit Log (2)
Bank Account: | 1215 Balance: 1,685.31 | Currency: |USD Record No: | BDEP-1
Date: Payor: Amount: I 150.00
Location: Iak;‘ - Fort Wayne Short GL Account: Short Amount: I 0.00
Description:
Q [Fite b4
Date GL Account Description Record No Name Amount
8/4/2016  18000-0002-004  Supplies 150.00
Total 5150
@ G O &= Posted Page | 1 ot

2. Unpost the transaction. There are 2 ways to unpost a bank deposit.
a. On Bank Deposit screen, click Unpost toolbar button.
Bank Deposit - BDEP-1

New Search Print

Unpost Duplicate

Info  Recap

Bank Deposit - BDEP-1

New Search Print Unpost Duplicate Info  Recap

Details | AuditLog(2)

Bank Account: | 12152015

Balance: 71'535 31| Currency: |USD Record No: | BDEP-1
Date: 8/412016 Payor: Amount: |
Location: | 0001 - Fort Wayne Short Amount: |

Recap Transaction

Unpost  Close
Details
Date: | 8/4/2016 Description: Currency: | USD Rate: 1.00
Filter:
Batch ID Record No. Account ID Description Account Group Debit Credit Debit Units
1 BATCH-1020 BDEP-1 10718-0000-000 Payroll Checking ~ Cash Accounts 0.00 150.00 0.00
2 BATCH-1020 BDEP-1 18000-0002-004 Supplies Inventories 150.00 0.00 0.00
4 »
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3. The bank deposit is unposted. These changes will then be applied.
Bank Deposit - BDEP-1

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

[Detais | Audit Log (3)

Bank Account: |121520|5 ~ Currency: IUSU ~ | Record No: | BDEP-1

Date: 8/4/2016 E| Payor: S ~ | Amount: | 150.00
Location: Inom - Fort Wayne ~ | Short GL Account: ~ | Short Amount: I 0.00
Description:

X Remove B3 layout Q Fileer 52
Date GL Account Description Record No Name Amount
8/4/2016  18000-0002-004  Supplies 150.00

Total 5150
@ @ O 0 Ready Page | 1 of

a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.

c. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.

4. The bank deposit transaction that was unposted then updates the following areas in i21.



a. Inthe GL Account Detail. You may open any account used from the bank deposit, click Transaction Detail button that will open the GL
Transaction Details screen, where accounts affected by the unposting of bank deposits are shown.

GL Account Detail - 18000-0002-004

Print Search Transaction Detail Journal Export Close
ol petis posted entries unposted entries
Q Open E8layour Q |F 3 Clear All Filters t Record
X Date v | Between v | 832016 |E|and g/4n016 |E
Date « Batch Number Account ID Description Record No Debit Credit Del
v  B42016 BATCH-1020 10718-0000-000 Payroll Checking BDEP-1 150.00 0.00 -
~  BM/2016 BATCH-1020 18000-0002-004 Supplies BDEP-1 0.00 150.00
842016 BATCH-1020 10718-0000-000 Payrall Checking BDEP-1 0.00 15000
&/4/2016 'BATCH-1020 18000-0002-004 Supplies BDEP-1 150.00 000
8/4/2016 BATCH-1022 10718-0000-000 Payroll Checking BDEP-1 150.00 0.00
“ 8/4/2016 BATCH-1022 18000-0002-004 Supplies BDEP-1 0.00 150.00 3
8/4/2016 BATCH-1022 10718-0000-000 Payroll Checking BDEP-1 0.00 150.00 -
4 »
= 0.00
@ @ U B Ready
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b. If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
E,ame amount shown in the unposted bank deposit.

Bank Accounts - Commerce Bank

. New Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close I
o] pesis | auditiog o)
3| BankName: [ Commerce Bank GL Accounts
AccountNo: 12152015 correney: [usn [+] | 6t accouns [10718-0000-000 i 4
J||Bstance: [ 1,535.31 |Acive: [
6L Account Det =1
Print Search Transaction Detail Journal Expart  Close
Details
Accountld: | 10718-0000-000 Description: Payroll Checking Currency: |UsD Date Range: v
Account | Cash Accounis Opening Balance: | 153531 From  B/12016 HffoDate:  [a/3172016
Q Open BH Layout QU Filter Records (F3)
Date Source System | Batch Number | Record No Transaction Description Debit Credit Debit Units.
‘ ,
0.00 0.00 0.0000
| Ending Balance: lﬁ"
@ O O K Resdy Page | 1| ot I

c. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.

Bank Accounts - Commerce Bank

Mew Save Search Delete Undo Bank MICR Check Audit Recondiliation

Register

Close

Details

Audit Log (0)
Bank Name: I Commerce Bank GL Accounts
Account No: | 12152015 Currency: | USD 1| | GLAccouns: | 10718-0000-000 M
Balance: |l 1,535.31 tive: &

d. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.

Bank Account Register

Print Reconciliation Export To Excel Close

Details

Bank Account | 12152015 ~ | Bank Name:  Commerce Bank |Ba\anc2: | 1,535.31 ”
Q [Fitte
Check Date | Numiber Record No Payee or Payar Payment Deposit Balance Clear | ClearDate | Transaction Type | Memo
3102016 00000047 BCHEA49 Billy S Quintana 147264 -1,472.64 Paycheck =
3/10/2016 ‘00000046 PCHK-48 Tyler M Kennedy 988.22 -2,460.86 Paycheck
3102016 00000045 PCHK-AT Carol Lowe 147755 393841 Paycheck
3/10/2016 00000044 PCHK46 Ruth R Laurence 1,24268 -5,181.09 Paycheck
3/10/2016 00000043 PCHK-45 Rebecca K Berends 1,24530 -6,426.39 Paycheck
3/10/2016 00000042 BCHICA4 Ramona H Ortiz 147755 -7,903.84 Paycheck




e. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

Bank Reconci n ~ 0O X

Reconcile Print  Search Clear Range  Import

Details |~ Attachments (0)

Bark Account Statement Date:  Bank Name: G/L Account G/L Balance: Bark & G/L Balance Difference;
12152015 v| 8472016 @ |Commerce Bank [ 153531 | 0.00
109 Payments and Debits 1 Deposits and Credits
ClearAll [ ClearNone + Add B8 Layour Q e C Clear Al []ClearNone + Add B Layour Q

Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit

Q 1197207, covo0nz2 Bilys Quincana  Paycnec 1202 & Q P Sank Transrer (DF 11000000
q 11/19/201... 00000021 Tyler M Kennedy ~ Paycheck 815.00
q 11/19/201... 00000020 Carol ] Lowe Paycheck 122555
Q 11/19/201... 00000019 Ruth R Laurence  Paycheck 1,088.86
Q 197207, cono0ms Rebecca K Bere.. Paycheck .

q 11/19/201... 00000017 Ramona H Ortiz ~ Paycheck 122555
q 11/19/201... 00000016 Mary C Morales  Paycheck 815.00
Q 11/19/201... 00000015 Julia D Patrick Paycheck 1,171.40
Q 19207, cono0ons Linda) Obrien  Paycheck 0z

1 Payments Cleared: 901.19 0 Deposits Cleared: | 0.00!
Prior Reconciliation Ending Belance Cleared Poyments + Cleared Deposits - Ending Belance Per Reconciliation
0 so1.19) | 0.00
Bank Statement Ending Balance Uncleared Payments + Uncleared Deposits Difference

[ 0 10756350 | 110, 901.19

® 0 9 Resdy

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like
it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to unpost the transaction .

® You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

® The transaction you are to unpost is not originally created by you and Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

Entity - IRELY ADMIN

New Save Search Refresh Delete Undo Additonal ~ Archived Reports APl Key

Entity | User | Comments (0} = Attachments{0) = Custom Audit Log (3)

Detail | UserRoles | External Module | Registered Computers

Username irelya

Title: Add Photo
Cantact Method: ~

Department:

User Options

Maximum Number of Origin Screens Allowed 3

Allow User to only Post Transactions they created

v Administrator User
Disable User

User cannot change password

User must change password on next login

® The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.



1. Open the posted Bank Deposit you want to unpost.
Bank Deposit - BDEP-59

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details | AuditLog{1)
Bank Account: | 113322 ~ | Balance: -1,062.54| Currency: |USD ~  Record No: |BDEP-59
Date: 04/26/2016 Payor: | ABC Trucking ~ | Amount: 6,000.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00
Description: | ABC test
X Remove BE Layout Q |Filter R s (F3)
Date GL Account Description Record No Name Amount
04/26/20.. 400000001004  Sales < Add New > 5,000.00
04/26/20.. 420000000000  Interestincome < Add New > 1,000.00
Select a GL Accou < Add New >
Total $6,000
@ © O B Ready Page 1 af1

2. Unpost the transaction. There are 2 ways to unpost a bank deposit.
a. On Bank Deposit screen, click Unpost toolbar button.

Bank Deposit - BDEP-59

New Search Print Unpost Duplicate Info Recap

Bank Deposit - BDEP-59

New Search Print  Unpost Duplicate Info Recap

Details | Audit Log (2)

Bank Account: | 113322 " 4,037.46| Currency: |USD | Record Noi | BDEP-50

Date: 04/26/2016 Payor: |ABC Truc Amount: 6,000.00

Short Amount:

Location: 0001 - Fort Wayne

Description: | ABC test

Recap Transaction

Unpost  Close
Date: | 04/26/2016 Description: | ABC test Currency: |USD | Rate: 1.00
Fileer:
Bawh ID Record No. Account ID Description Account Group Debit Credit

1 BATCH-515 BDEP-59 10001-0001-000 ‘Wells Fargo - Payroll Asset 0.00 6,000.00

2 BATCH-515 BDEP-59 42000-0000-000 Interest Income Other Income 1,000.00 0.00

3 BATCH-315 BDEP-59 40000-0001-004 Sales Sales 5,000.00 0.00

. .
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3. The bank deposit is unposted. These changes will then be applied.
Bank Deposit - BDEP-59

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details | Audit Log (3)

Bank Account | 113322 v urrenty: USD v | Record No:  BDEP-39

Date: 04/26/2016 Payor: | ABC Trucking - ~ | Amount: 6,000.00

Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description: | ABC test

X Remove BB Layout Q. |Filter Rex x
Date GL Account Description Record No Name Amount
04/26/20. 40000-0001-004 Sales < Add New > 5,000.00
04/26/20..  42000-0000-000 Interest Income < Add New > 1,000.00
Select a GL Account < Add New >
Total: $6,000
[~ Ready Page 1) of1

a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.
c. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.
4. The bank deposit transaction that was unposted then updates the following areas in i21.



a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit transaction by clicking
the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL Transaction Detail screen, where
accounts affected by the unposting of bank deposit are shown.

GL Account Detail - 10001-0001-000

Print Search Transaction Detail Journal Export + Close

pals GL Transaction Decail
Account Id: ~
Close
Account Grfup: =]
Demie Posted Entries Unposted Entries
Qopen Blyowr Q |Fie
uon
Date Batch Number Account ID Description Record No Debit Credit
04/26/2016 BATCH-515 10001-0001-000 Wells Fargo - Payroll BDEP-59 6,000.00 0.00
04/26/2016 BATCH-515 42000-0000-000 Interest Income BDEP-59 0.00 1,000.00
04/26/2016 BATCH-515 40000-0001-004 Sales BDEP-59 0.00 5,000.00
D 04/26/2016 BATCH-515 10001-0001-000 Wells Fargo - Payroll BDEP-58 ©.00 6,000.00
D 04/26/2016 BATCH-515 42000-0000-000 Interest Income BDEP-58 1,000.00 0.00
D 04/26/2016 BATCH-515 40000-0001-004 Sales BDEP-58 5,000.00 0.00
« »
) [ Ready
BDEP BATCH-515 BDEP-59 Wells Fargo - Payroll 0.00 6,000.00 0.0000 0.0000 J
»
1,515.20 2,577.74 0.0000 0.0000
Ending Balance: 41,062.54
® ¢ ) 5 Ready Page 1 of1

If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the unposted bank deposit.

Bank Deposit - BDEP-59
New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details | AuditLog (3)

Bank Account: | 113322 Currency: |USD |~ | Record No: | BDEP-59

GL Account Detail - 42000-0000-000

Print  Search Transaction Detail Journal Export ~ Close

Details
Accountld 42000-0000-000 Description: Interest Income Date Range: ~
Account Group: | Other Income Opening Balance -223.00 From Date: |04/01/2016 B ToDate: 04/30/2016 ]
Qopen Biayour Q Filter
Date Source System | Batch Number | Record No Transaction Description Debit Credit Debit Units CreditUnits | AuditRecord | UON
041132016 BDEP BATCH476 BDEP-50 InterestIncome 0.00 15.00 0.0000 0.0000
04/26/2016  BDEP BATCH-515 BDEP 59 Interestincome 000 1,000.00 00000 0.0000 v
04/26/2016  BDEP BATCH.515 BDEP.55 Interestincome 1,000.00 000 0.0000 0.0000 v
« >
000 15.00 00000 0.0000
Ending Balance is not the same since GL Account | [ o0
has opening balance -223
@ @ O E Ready Page 1] o1

b. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR CheckAudit Reconciligtion Register Close
Details Audit Log (2)
Bank Name: Wells Fargo Indiana GL Accounts
AccountMo: | 113322 Currency: [USD [~ | | 5| accouns: 10001-0001-000 v
Balance: -1,062.54 ||Active: "

c. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.
Bank Account Register

Print Reconcilistion ExportTo Excel Close

Details

Bank Account: v | Bank Name: |Wells Fargo Indiana Balance: -1,062.54 ‘
a [k )
CheckDate | Number Record No Payee or Payor Payment Deposit Balance Clear | Clear Date Transaction Type Memo
0471372016 BDEP-50 1,515.20 1,515.20 Bank Deposit

0471372016 MCHK 17 100.00 141520 Misc Checks

0471372016 PCHKAT Jacob & Costa 2,467.74 1,082.54 Paycheck

04152016 00000002 MCHE18 10.00 -1,062.54 7 0442172016 Misc Checks




d. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

Bank Recon on

Reconcile  Print  Search

Details | Attachments
Bank Account: Statement Date:  Bank Name: G/L Account: GIL Balance: Bank & G/L Balance Difference:
04/26/2016 ||| Wells Fargo Indiana 1062.54 0.00

2 Payments and Debits 1 Deposits and Credits

Clear All [ Clear None + Add BB Layout a Clear All [J Clear None  + Add B3 Layout Q

Clear | Date Number Payee TransactionType | Paym¢ | Clear | Date Humber Payor Transaction Type | Depos

Q 040137201 Mise Checks 100 || Q 041131201 Bank Deposit 151
Q 040137201 JacobBCosta  Paycheck 246

0 Payments Cleared:

0 Deposits Cleared: 0.00

Prior Recondiliation Ending Balance - Cleared Payments Cleared Deposits

= Ending Bslance Per Reconciliatic

Bank Statement Ending Balance - Uncleared Payment: + Uncleared Deposits - Bank Account Balance Difference
0 2,567.74 1. -1,062.54 10.00

@ O [ Ready

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like

it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to unpost the transaction .
® You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

® The transaction you are to unpost is not originally created by you and Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

Enti User | Comments {0} @ Attachments({0) | Custom Audit Log (2)

Detail | UserRoles | External Module | Registered Computers

Username: irelyadmin

Title: Add Photo
Conract Method: v

Department:

User Options

Maximum Number of Origin Screens Allowed 3

Allow User to only Post Transactions they created

~| Administrator User

Disable User
® The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.



1. Open the posted Bank Deposit you want to unpost.

Bank Deposit - BDEP-2

~ 0O
New Search Print Unpost Duplicate Info Recap Close
Deails |
Bank Account: | 253624530656 Balance: 2,000.00| Currency: |USD | Record Ne: | BDEP-2
Dare: 01/29/2016 Payor: Amount: 1,400.00
Location: 0001 - Fort Wayne Short GL Account: Short Amount: 0.00
Description:
Fil
Date GL Account Description Record No Name Amount
01/25/20.. 29000-0000-000  Freight Payable 1,400.00
Total: $1,400
@ @ U K Posted Page 1] af1

2. Unpost the transaction. There are 2 ways to unpost a bank deposit.
a. On Bank Deposit screen, click Unpost toolbar button.

Bank Deposit - BDEP-2

Print

Print

Unpost  Duplicate

Unpost Duplicate Info  Recap

Info

Recap

Recap Transaction
Unpost  Close
Details
Date: 01/29/2016 Description: Currency: | USD Rate: 1.00
Filter:
Batch ID Record No. Account ID Description Account Group Debit
1 BATCH-332 BDEP-2 10004-0000-000 Three Rivers - Operating - Gr Cash Accounts 0.0
2 BATCH-332 BDEP-2 29000-0000-000 Freight Payable Other Payables 1,400.0
< 1 »
@D © O Ready

New Save Search Delete Undo Print Post Duplicate Info

Recap  Undeposi

Details
Bank Account: 253624539656 + | Batance: 1,500.00 [Currency: [USD] | Record No: [BDEP-2
Date: 0112012016 [ Payor: ~ | Amount: 1,400.00
Location: 0001 - Fort Wayne + | Short GL Account: + | Short Amount: 0.00
Descriptian:
X Remeve BB Layout Q |Fike x

Date GL Account Description Record No Name Amount

01/20/20.. 29000.0000000  Freight Payable 1,400.00

Select a GL Accou.
Total 51,400
G ¢ = Ready' Page 1 ot

a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.

c. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.

4. The bank deposit transaction that was unposted then updates the following areas in i21.



a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit transaction by clicking
the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL Transaction Detail screen, where
accounts affected by the unposting of bank deposit are shown.

GL Account Detail - 29000-0000-000

Print Search Transaction Detail Journal Export~ Close

Details

Account I, 29000-0000-000) Description: Freight Payable Date Range: v
Account froup: | Other Payables Opening Balance: 0.00 From Date: |01/01/2016 | ToDate: 01/31/2016 ]

Q opfn 89 Layout Q |Filte]

e Source Syst.. | Hatch Number | Record No Transaction Description Debit Credit Debit Units Credit Units Audit Record
01/29/2016  BDEP BRTCH-332 BDEP-2 Freight Payable 0.00 1,400.00 0.0000 0.0000 ~
- 01/29/2016  BDEP BATcH232 BDEP-2 Freight Payable 1,400.00 0.00 0.0000 0.0000 =

GL Transaction Detail

Close
Detais Posted Entries
Unposted Entries
Q open Bilayout  Q |[Filter Records (F3)
Date Batch Number | Account ID Description Record No Debit Credit
01/29/2016  BATCH-332 10004-0000-000 Three Rivers - Operating - Gr BDEP-2 1,400.00 0.00
[] 01/29/2016  BATCH-332 29000-0000-000 Freignt Payable BDEP.2 0.00 1,400.00
2l 01/29/2016  BATCH-332 10004-0000-000 Three Rivers - Operating - Gr BDEP-2 0.00 1,400.00 >
[] 01/29/2016  BATCH-332 29000-0000-000 Freignt Payable BDEP.2 1,400.00 0.00
4 » 0.00
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If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the

same amount shown in the unposted bank deposit.
! Bank Deposit - BDEP-2

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close -

| Balance: 0.00 |Currency: | USD| v | Record No: | BDEP-2

Print  Search Transaction Detail Journal Bxport ~ Close

Details
Account ID: 29000-0000-000 Description: Freight Payable Date Range: v
Account Group: | Other Payables Opening Balance 0.00| From Date: [01/01/2016 | To Date: 0173172016 [E]
Q Open  BHlayout  Q Filte
Date Source Syst.. | Batch Number | Record No Transaction Description Debit Credit Debit Units. Credit Units Audit Record
01/29/2016 BDEP BATCH-332 BDEP-2 Freight Payable 0.00 1,400.00 0.0000 0.0000 v
01/29/2016 BDEP BATCH-332 BDEP-2 Freight Payable 1,400.00 0.00 0.0000 0.0000 v
« 0172972016 BDEP BATCH-334 BDEP-2 Freight Payable 0.00 1,400.00 0.0000 0.0000 4
v 01232016 BDEP BATCH-334  BDEP-2 Freight Payable 1.400.00 000 0.0000 00000 v
< ] ,
0.00 0.00 0.000 0.000
Ending Balance: | ooo‘r
@ 0 0 E Ready Page 1] of1

b. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.
Bank Accounts - Three Rivers Federal Credit Union

MNew Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details

Bank Name: Three Rivers Federal Credit Union GL Accounts

Account Ne: Currency: USD [~ G| Account: 10004-0000-000 v
Balance: f 0.00 |Active: ™

c. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.
Bank Account Register

Print Reconciliation ExportToExcel Close

Details

_———
Bank Account: | 253624539656 [ ] Bank Name: | Three Rivers Federal Credit Union Balance: 0.00

Q |[Filter Records (F3)

CheckDate | Number Record No Payee or Payar Payment Deposit Balance Clear | ClearDate | Transaction Type Memo



d. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

Bank Reconciliation

Reconcile Print  Search )

Details | Atmachments
Bank Account Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
253624539656 01/29/2016 | Three Rivers Federal Credit Union 0.00 0.00
0 Payments and Debits 0 Deposits and Credits
Clear Al [] ClearNone + Add 8§ Layout Q Clear All [] ClearNone + Add 8§ Layout =%
Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit
0 Payments Cleared: 0.00 0 Deposits Cleared: 0.00
Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00 0.00
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits g Bank Account Balance Difference
0 0.00 0.00 0.00 0.00
@ @ 9 B Ready

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like
it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.
Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to unpost the transaction .

® You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

® The transaction you are to unpost is not originally created by you and Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

| {5 User Security
= ¥ & g @
Save Search Undo Change Password Owemride Password — Close
Settings | BExternal Module
Username: | AGADMIN Full Name: | AGADMIN

User Options

Maximum Number of Origin Screens Allowed 5

Allow User to only Post Transactions they created

® The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.



1. Open the posted Bank Deposit you want to unpost.
£ Bank Deposit

E [~ =] >

1 ‘A " P =
O o Y D) &= [ Wl s il
New search Print  Unpost Info  Recap Closs

Bank Account: | 08 Balance: | 2,400

Currency: | USD Record No: | BDEP-3

Date: 06/16/2015 Payor: | Your Company User Amount:
Description: deposit Location:
Filter: %[

] pate GL Account Description Name

[E] | 08/16/2015 398« MEMBER EQUITY AG PLUS INC

[F] | 06/16/2015 398 MEMBER EQUITY AG PLUS LLC -

Total: 1,500.00
@ 3 | posted Pags 1| of1

2. Unpost the transaction. There are 2 ways to unpost a bank deposit.
a. On Bank Deposit screen, click Unpost toolbar button.
£ Bank Deposit

v ae@le e B @

New Search Print

¥
u]

*

Unpost Info Recap Closs
b. On Bank Deposit screen, click Recap toolbar button to open Recap Transaction screen. Click Unpost toolbar button
£ Bank Deposit 2|3l
- "] S
5 w | 2% = 7
New Search Print Unpost Info Recap Close
Bank Account: Balance: )| Currency: | USD Record No: |BDEP-3
Date: 16/16/2015 Payor: Amount: 1,500.000000
Description: | deposit Location:
£ Recap Transaction BEIE3
|
o) (A
Unpost | Close
Date: | 06/16/2015 Description: | deposit Currency: |USD | Rate: 1
Filter:
Batch ID Record No. Account ID Description Account Group Credit
1 BATCH-443 BDER-3 10122-1002 Sample Cash Account A-Warsaw Grain Cash Accounts
2 BATCH-443 BDEP-3 0 MEMBER EQUITY AG PLUS INC - Equity
3 BATCH-443 BDEP-3 0 MEMBER EQUITY AG PLUS LLC - Equity

3. The bank deposit is unposted. These changes will then be applied.
) Bank Deposit

2|[E)%
3 [~} S =
) B =1 o e @]
o w Q & ¥ E i o
New  Save Search Deletz Undo  Print Info  Recap Undepositsd Close
Bank Account: 08 ¥ | Balance: ) |Currency: |USD | ¥ Record No: |BDEP-3
Date: 06/16/2015 Payor: Your Company User ¥ | Amount: 1,500.000000
Description: | deposit Location: i
@ remove | Filter: L3N
[F] | Date GL Account Description Name

[E] 06/16/2015 308
[ | 06f16/2015 358!
[ 08/16/2015 &

MEMBER EQUITY AG PLUS INC -
MEMBER EQUITY AG PLUS LLC -

Total: 1,500.00
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© 3 | Ready

. Ready is shown at the left part of the Status bar.
. The previously Unposted toolbar button is now labeled as Posted.
The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance
The entire screen is back as enabled allowing the user to make necessary changes.
4. The bank deposit transaction that was unposted then updates the following areas in i21.

oo o



a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit transaction by clicking
the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL Transaction Detail screen, where
accounts affected by the unposting of bank deposit are shown.

£ GL Account Detail BIEIES

Account ID: Description: Sample Cash Account A-Warsaw Grain Date Rangs: >

Account Group: G Opening Balance: )| From Date: |12/31/1899 | To Date: 12/31/2099 fu]

Q View
Record No. Transaction Description Debit Credit Debit Units CreditUnits  Audit Record
MCHK-2 Sample Cash Account A 0.00 ]
MCHK-3 Sample Cash Account A &
MCHK-4 Sample Cash Account A ]
MCHK-S Sample Cash Account A ]

E0EP BDEP-2 Sample Cash Account A &

B0EP e0EP2 Sample Cash Account A
=) eDEP2 Sample Cash Account A.
) E0EP3 Sample Cash Account A
B0EP e0EP3 ‘Sample Cash Account A. 1,50000
5 GL Transaction Detail 2/ 0)x
m bank deposit's posted entries
>
s bank deposit's unposted entries
Qview | =yt T boo
@ % 7| Ready Date Batch Number  Account ID Description Record No Debit Credit
[F1] o/16/2015 | matcra43 39800-0000 MEMBER EQUITY AG PLUS INC - E0EF-3 000 1,00000
] lsf1sj2015 | BATCH43 398000000 MEMBER EQUITY AG FLUS INC - B0EP-3 100000 a0
[E| 0s/16/2015 | BaTCH-443 39850-0000 MEMBER EQUITY AG PLUS LLC - B0EP-3 000 500.00
[ os/16/2015 | BATCH-443 39850-0000 MEMBER EQUITY AG PLUS LLC - B0EF-3 50000 000
[ os/16/2015 | BaTcH443 10122-1002 ‘Sample Cash Account A-Warsaw Grain | BDEP-3 1,50000 000
[ osjssj015 | matcH443 10122-1002 ‘Sawple Cash Account A-Warsaw Grain | BDEP-3 o0 1,50000

If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the unposted bank deposit.

£ Bank Deposit DI=IES
ow A=l e iz B O3

New Search Delete Undo Print | Post Info  Recap Undeposited Close

Bank Account: |08 urrency: |USD | | Record No: |BDEP-3

Date: 06/16/2015 || Payor: | Your Company User | Amount:

Description: | deposit Location: v

) 6L Account Detail EN[=IES
24 3 83
Print Search TransactionDetail Joumal | Close

Account:  |10122-1002 Description: Sample Cash Account A-Warsaw Grain Date Range: =

Account Group: | Cash Accounts Opening Balance: 0. 0| From Date: | 12/31/1899 | To Date: 12/31/2099 (]

Quiew | Hizyor- T

Date Source System  Batch Number  Record No Transaction Description Debit Credit Debit Units Credit Uit Auit Record
[ oefe2015 | moc BaTCHa7 | MorK2 Sample Cash Account A ]
[ 0662015 | MerK BATCH8 | MCHKD Sample Cash Account A. [}
0 merc BATCH33 | MCHK+ Sample Cash Account A [}
0 MCHC BATCH40 | MCHKS Sampl Cash Account A [}
B = BTCHa2 | BDEP2 Sample Cash Account A B
] e0ep BaTCHas | BDEP2 Sample Cash Account A
] e0ep ) Sample Cash Account A
0 e0ep BTCHa3 | BDEP3 Sample Cash Account A
o6/162015  BDEP BTCHa3 DER3 ‘Sample Cash Account A
3
100000 10000
Ending Balance:
@ 3 | Ready Page 1] of1

b. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.
£ Bank Accounts BI=IES

o ‘P EE [6] v f““"" Q { @

New Save Search Delete Undo Bank MICR  Check Audit Reconciliation Register Close

Details | Origin

Bank Name: ABC Bank] ¥ | | GLAccounts

Account No: 1500326210C Currency: |USD | GL Account: 10122-1002 .
Balance: Q00.000000 |Active:

c. Inthe Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.
£ Bank Account Register 2o

= 4

Print  Reconciliation Close

Bank Account: |08 | Bank Name: | ABC Bank Balance:
Filter: I
CheckDate  Number Record No Payee or Payor Payment Deposit ClearDate  TransactionType  Memo
05/18/2015 BDEP-2 Bank Depasit initial dep...
06/16/2015 MCHK-2 10.00 Misc Checks
06/16/2015 MCHK-3 20.00 Misc Checks
06/16/2015 MCHK-4 30.00 Misc Checks
06/16/2015 MCHK-5 40.00 Misc Checks




d. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

£ Bank Reconciliation CIES
|
Q & |\,
Reconcile  Print  Search Import Close
Details | Attachments
Bank Account  Statement Date Bank Name G/L Account GJL Balance Bank & G/L Balance Difference
08 ¥ |06/17/2015 | | ABC Bank 9
4 Payments and Debits 1 Deposits and Credits
Clear All [[] Clear None | @ Add | 2 layout - 7 Clear All [[] Clear None | @ Add |25 Layout~ T

Clear  Date Number Payee Transaction Type Payment Clear Date Number Payor Transaction Type Deposit

06/16/2015
06/16/2015
06/16/2015
06/16/2015

Misc Chacks 104 A B oefsi015 initial deposit Bank Deposit 1,000.00
Misc Checks

Misc Checks

ooog

20
30
0.0

Misc Chacks

0 Payments Cleared:

0 Deposits Cleared:

Prior Reconciliation Ending Balance - Cleared payments + Cleared Deposits = Ending Balance Per Reconciliation
Bank Statement Ending Balance - Uncleared Payments Uncleared Deposits Differsnce
0.000000 100, 1,0

@ & | Ready

Unposting a transaction means reversing the previously posted transaction and such reverses the entries posted in the GL Account Details. This allows
you with a way to make a correction on the posted transaction at a later time. In essence, this backs out the transaction from your GL Account Details like
it was never there to begin with. The difference is that the GL Account Details will still keep a record of the posted and unposted transactions so that you
have a type of audit trail showing the history of that transaction.

Under certain circumstances you may not be able to unpost a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to unpost the transaction .

® You have closed your periods in the Fiscal Year screen for the date you are trying to unpost the transaction .

® The transaction you are to unpost is not originally created by you and Allow User to only Post Transactions they created checkbox is
checked in the User Security screen.

i Usar Sacurity
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® The Bank Deposit had been cleared.

The following will guide you on how to unpost a previously posted bank deposit.



1. Open the posted Bank Deposit you want to unpost.
|| Bank Deposit

BICIES
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Mew Save Search Delete  Undo Print  Unpost Recap Undeposited  Close
Bank Account: |DS ‘ Balance: | 1,500.00|Currenqr: |USD | Record Mo: |BDEP-6
Date: |05/28/2014

| Payor: | Company

| Amount: 1,500.00
Description: |in'rtia| deposit

oo ||
@ Delete || Fiter: | |C\|
Date GL Account Description MName Amount
05/28/2014 538000-00 RAYMOND TO PRINSBURG ACCOUNT -ADMIN 1,000.00
05/28/2014 538000-10 RAYMOND TO PRINSBUR.G ACCOUNT -PRINSBURG 500.00
Total: 1,500.00
@ 2 ) | Posted I4 ‘J|Page‘1 |cF1|v Ml | &
2. Unpost the transaction. There are 2 ways to unpost a bank deposit.

a. On Bank Deposit screen, click Unpost toolbar button.
Bank Deposit

cwaLNBIW R B 8 O

Mew Save Search Delete  Undo Print

Unpost Recap Undeposited  Close

b. On Bank Deposit screen, click Recap toolbar button to open Recap Transaction screen. Click Unpost toolbar button
| Bank Deposit

EHJQRI_::-‘%' @|

= Save Search Delete Undo Print

Unpost Infa Recap |Undeposited  Close
Bank Account: |UB | Balance: | 1,5EjU.EIEI| Currency: Re
|
Date: |I35J"28,f2014 | Payor: |C|3r|'|pzm§,r i |An
Recap Transaction

v |

Unpost | Close




3. The bank deposit is unposted. These changes will then be applied.

|l Bank Deposit

o A =¥

New Save

Bank Account:

Search Delete

08

Unda

Date:

Description: inicial deposit

@ Delete | Filter:

[F] | Date GL Account

[[] 0s5/28/2014  538000-00

[T] 05/28/2014  538000-10

[ | 05/28/2014  Selecta GL Account
@ v '/ | Ready
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Print Post Info Recap

A

Close

hd |Ealance: [ Currency: (USD |v Record Mo: BDEP-G

05/28/2014 [3 Payor: Company

Q

Description

RAYMOND TO PRINSBURG ACCOUNT -ADMIN
RAYMOMD TO PRINSBURG ACCOUNT -PRINSEURG

a. Ready is shown at the left part of the Status bar.
b. The previously Unposted toolbar button is now labeled as Posted.
¢. The Balance field is now updated with the reverse of transaction, thus taking out the amount of bank deposit from the existing balance.
d. The entire screen is back as enabled allowing the user to make necessary changes.
4, The bank deposit transaction that was unposted then updates the following areas in i21.
a. In the GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit transaction by clicking
the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL Transaction Detail screen, where

accounts affected by the unposting of bank deposit are shown.
el 6L Account Detai

w

Amount:

Location:

Name

Page |1

= Ll
Print SEar; Transaction Detail | Jounal | Close
Account 1d: 1DGD4D4DJ Description: STATE BANK CLARA CITY Date Range: | All Dates
Account @roup: | Cash Acqounts Opening Balance:  0.00 From Date: | 01/01/1900 [3 To Date: 01/01/2100
4 Dgtais | F
Date Batch Humber Record No Debit Credit Debit Units. Credit Units Unposted

05/28/2014 | BATCH-157

BDEP-6

1,500.00 0.00

0,000

0,000

»

Amount
1,000.00
500,00
0.00

Total: 1,500.00

of 1 =

uom

157

[ &/ Jostzsfani=

EDEP-6

0.00 1,500.00

0,000

0,000

BATCE

@l GL Transaction Detail

&

Close

4 Details | F
Date

05/28/2014
05/28/2014
05/28/2014
05/28/2014
05/28/2014
05/28/2014

Batch Number
BATCH-157
BATCH-157
BATCH-157
BATCH-157
BATCH-157

lal]
lal
il
]
o
|

BATCH-157

Account Id
106040-40
533000-00
533000-10
106040-40
533000-00
533000-10

Description

Record No
EDEP-6
EDEP-6
EDEP-6
EDEP-6
EDEP-6
EDEP-6

Debit
1,500.00
0.00
0.00
0.00
1,000.00
500,00

Credit
0.00 ||
000,00 & ———bank deposit's posted enties
500.00
1,500.00
0.00 v——bank deposit's unposted entries
0.00



If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the

same amount shown in the unposted bank deposit.

\j Bank Deposit
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New Save Search Delete  Undao Print Past Info Recap Close
Bank Account: 08 v |Balance: 0.00||Currency: |USD |v | Record Mo: |BDEP-6
Date: 05/28/2014 [F| payor: Company ~ | Amount: 1,500.00
Description: initial deposit Location: v
(S Delete | Filter: Q
[[] | Date GL Account Description Name Amount
[C] 05f28/2014 538000-00 RAYMOND TO PRINSBURG ACCOUNT -ADMIN 1,000.00
D 05/28/2014 538000-10 RAYMOMND TO PRINSBURG ACCOUNT -PRINSBURG 500.00

lll GL Account Detail EY[=1E

=aq 3 YA
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Print  Search Transaction Detal  Journal Close

Account Id: | 10604040 Description: STATE BANK -CLARA CITY Date Range:  All Dates >

Account Group: | Cash Accounts Opening Balance:  0.00 From Date: 01/01/1900 (3 To Date: 01/01/2100 =

_., Details \?

Date Batch Number Record No Debit Credit Debit Units Credit Units Unposted uoM
[C] 05f28/2014 BATCH-157 BDEP-6 1,500.00 0.00 0.000 0.000
05/28/2014 BATCH-157 BDEP-6 0.00 1,500.00 0.000 0.000
2
1,500.00 1,500.00 0.00 0.00
Ending Balance: |0.00
@ 2 | Ready

Page |1 of 1 .fE‘
b. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted Bank Deposit. That same
amount matches that of the unposted Bank Deposit > Balance field.

| Bank Accounts
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Mew Save Search Delete Undo Bank MICR  Check Audit Recondliation Register Close
Details Origin
Bank Name: ABC Bank ¥ | | GL Accounts
Account Mo: 1500326210C Currency: |USD v 6L Account: 10604040 -
Balance: 0.00 If-\ct'r\fe:
Contact: James Brown Check Number Range

C.

In the Bank Account Register for the Bank Account used, it backs out the bank deposit as if it was never there to begin with. Balance
field matches that of the unposted Bank Deposit > Balance field.
|l Bank Account Register

E=]IE3
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Print RE\:DnUT\;th Close
Bank Account: |08 | Bank Name: |ABC Bank Balance: 0.00
Filter: aQ
Check Date Number Record No

Payeeor Payor  Payment Deposit Balance  Clear ClearDate  TransactionType  Memo



d. Inthe Bank Reconciliation > Deposits and Credits panel for the Bank Account used, it backs out the bank deposit as if it was never
there to begin with. Bank Account Balance field matches that of the unposted Bank Deposit > Balance field.

i) Bank Reconciiation

EENERD

Recondle  Print  Search Import Close:
Details | Attachments
Bank Account  Statement Date Bank Name
08 | 05/28/2014  |[3| ABC Bank
0 Payments and Debits
Clear Al [[] Clear None | € Add | Filter: X
Clear Date Number Payee Transaction Type
0 Payments Cleared:
Prior Reconcilztion Ending Balance Cleared Payments
0.00 0.00
Bank Statement Ending Balance Uncleared Payments
0.00 0.00

@ 20 ) | Ready

G/L Account G/L Balance
10604040 0.00
1Deposts and Credits
Clear Al [ Clear None | ) Add | Filter: X
Payment Clear Date number Payor Transaction Type
0.00 0 Deposis Clearad:
Cleared Deposits = Ending Balnce Per Recondiiation
0.00 0.00
Uncleared Deposits Difference

- Bank Account Balance
0.00 0.00

NI

Bank & G/L Balance Difference

0.00

Deposit

0.00

0.00



	How to Unpost Bank Deposit

