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AR.020.070 Canceling a Maintenance Worksheet
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to cancel a maintenance worksheet. Maintenance worksheets are a way to match payments received from customers with open items. It is a two-step process by which first the Worksheet is created, then actions are taken with the worksheet. In this topic, you are taking the action of canceling the Worksheet. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Search a Maintenance worksheet.
- Cancel a Maintenance Worksheet.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, you will use the Search functionality to find an existing Worksheet in the system for Deposit ID 2001116611. You will then cancel the worksheet. 

	Step
	Action

	1. [bookmark: ID0x00000101] 
	Click the Accounts Receivable link.


	2. [bookmark: ID0x00000102] 
	Click the Payments link.

	3. [bookmark: ID0x00000103] 
	Click the Apply Payments link.

	4. [bookmark: ID0x00000104] 
	Click the Update Worksheet link.

	5. [bookmark: ID0x00000078] 
	Click the Search button.


	6. [bookmark: ID0x00000079] 
	Click an entry in the Payment Status column.


	7. [bookmark: ID0x0000007A] 
	Click the Worksheet Action link.


	8. [bookmark: ID0x0000007B] 
	Click the Delete Worksheet button.


	9. [bookmark: ID0x0000007C] 
	Click the Save button.


	10. [bookmark: ID0x0000007D] 
	Congratulations. You have just completed the Canceling a Maintenance Worksheet topic. Below are the key concepts of this topic:

- Maintenance worksheets are a way to match payments received from customers with open items. 
- Using maintenance worksheets is a two-step process whereby first the worksheet is created, and then actions are taken using the worksheet, including canceling the worksheet.
End of Procedure.
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