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AM.010.014 – Deleting a Transaction from the Pre AM Page
Concept

This topic demonstrates how to delete a transaction from the Load Preview Pre AM Page. If an asset is being manually added and the corresponding receiver and/or voucher has been interfaced, the receiver and/or voucher must be deleted from the Load Pre AM page to avoid duplication of the asset. 

This process may be needed when as asset has multiple chartstrings (or meets other criteria for a manual ‘ADD’) and must be entered directly into Asset Management. Accounting should notify Property Control that an asset has been received that must be added manually. Other manual asset additions into Asset Management include Land, Capital Leases, Donations, and Partial Payment Assets.

After deleting the transaction, you should verify the deletion by returning to Search and keying in the Voucher ID. No matching values should be found.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify why a transaction may need to be deleted from the Pre AM Page.
- Identify when this process may be necessary.
- Delete a transaction from the Pre AM Page.






	Assumptions

	[bookmark: cf_complex_string_name_requiredfields][bookmark: _GoBack]• Accounting will notify Property Control that an asset has been received that must be added manually because it meets one of the criteria for a manual 'ADD'.                                                                                         
• The voucher and receiver have been moved to the Asset Management Pre AM table.




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]


Additional Information






























Procedure

	Step
	Action

	1. 
	Click the Main Menu link.
[image: ]

	2. 
	Click the Asset Management link.
[image: ]

	3. [bookmark: ID0x000003A3] 
	Click the Send/Receive Information link.
[image: ]

	4. [bookmark: ID0x000003A4] 
	Click the Preview AP/PO Information link.
[image: ]

	5. 
	Enter your institution’s Business Unit in the AM Business Unit field.
[image: ]

	6. 
	Enter the Voucher ID in the Voucher ID field, then click the Search button.
[image: ]    [image: ]
You can enter either the Voucher ID or Receipt Number.

	7. 
	Make certain that the row that is to be deleted does not have a status of Loaded. You should only delete Pending or Errored rows.

	8. 
	Click the Delete row 1 (Alt + 8) button, click the OK button, then click the Save button.
[image: ]     [image: ] [image: ]

	9. [bookmark: ID0x000003CB] 
	Congratulations. You have just completed the Deleting a Transaction from the Pre AM Page topic. Below is a summary of the key concepts of this lesson:

- If an asset is being manually added and the corresponding receiver and/or voucher has been interfaced, the receiver and/or voucher must be deleted from the Load Pre AM page to avoid duplication of the asset.
- This process may be needed when as asset has multiple chartstrings (or meets other criteria for a manual ‘ADD’) and must be entered directly into Asset Management.
- After deleting the transaction, you should verify the deletion by returning to Search and keying in the Voucher ID. No matching values should be found. 
- Follow this process for each receiver or voucher that is to be deleted. If both a voucher and a receiver for a particular asset item have been loaded into AM, then both will need to be deleted in order to prevent an asset from being created.
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 End of Procedure.
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