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AP.020.115 Unposting Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to unpost a voucher. After a voucher has been posted, you can no longer modify any information on that voucher that would affect financial information. Vouchers that have already been posted have limited fields that can be modified. If you want to make changes to accounting information, you can unpost the voucher, close the voucher or create an adjusting voucher.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the appropriate component to unpost a voucher.
- Select a voucher to unpost based on your criteria.
- Unpost the voucher so the Chartfields can be corrected.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, your vendor, Ward’s has a posted voucher that you have been asked to change. You need to change a Chartfield, so you first will have to unpost the voucher. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000724] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000725] 
	Click the Vouchers link.

	3. [bookmark: ID0x00000726] 
	Click the Add/Update link.

	4. [bookmark: ID0x00000727] 
	Click the UnPost Voucher link.

	5. [bookmark: ID0x00000728] 
	Enter "WARD'S" in the Short Vendor Name field. 

	6. [bookmark: ID0x00000729] 
	Click the Search button.


	7. [bookmark: ID0x0000072A] 
	Click an entry in the Voucher ID column.


	8. [bookmark: ID0x0000072B] 
	Click the Voucher Details tab.


	9. [bookmark: ID0x0000072C] 
	Click the Go To Address link.


	10. [bookmark: ID0x0000072D] 
	Click the Cancel button.


	11. [bookmark: ID0x0000072E] 
	Click the UnPost Voucher tab.


	12. [bookmark: ID0x0000072F] 
	There may be times that you will want to use a specific date rather than the Business Unit Default (i.e. End of Fiscal Year).

Click the Use Specific Date option.


	13. [bookmark: ID0x00000730] 
	Enter "06/29/2006" in the Accounting Date field. 

	14. [bookmark: ID0x00000731] 
	Click the Unpost button.


	15. [bookmark: ID0x00000732] 
	Click the OK button.


	16. [bookmark: ID0x00000733] 
	Click the OK button.


	17. [bookmark: ID0x00000734] 
	Enter "06/26/2007" in the Accounting Date field. 

	18. [bookmark: ID0x00000735] 
	Click the Unpost button.


	19. [bookmark: ID0x00000736] 
	Click the OK button.


	20. [bookmark: ID0x00000737] 
	Click the OK button.


	21. [bookmark: ID0x00000738] 
	Congratulations. You have just completed the Unposting Vouchers topic. Below is a summary of the key concepts of this topic:

Following are certain points that need to be considered before you unpost a voucher:
- You can unpost a voucher only after it has been posted.
- You should have the authorization to unpost vouchers. 
End of Procedure.
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