How to cancel a journal entry using today as posting date?
Note 1304853

The utility of the tick box 'Reverse' in the header area of a journal entry is designed to semi-automate and facilitate
the easy and reliable reversal of manual journal entries at a later date. This functionality is primarily used in the
period end/year end process. Once the tick box is checked, the application will display a date field below the tick box
where the user is prompted to enter a date for reversal of the current journal.
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If the entered date is the same or prior to the posting date of the original journal, the error message 'Reversal date
must be later than posting date' is displayed in a red bar at the bottom of the screen and the journal cannot be
updated.
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The journal entries for reversal will be displayed in the ‘Reverse Transactions’ function on its reversal date. In the
screenshot below, Journal Entry 1125 is shown in the window when the system’s current posting date equals the
Journal Entry’s reversal date (e.g. 24.02.2009).

Clicking the ‘Execute’ button will set the reversing entry’s posting date as 24.02.2009. The user will not be able to edit
the reversing entry prior to posting it.
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In order to reverse a manual journal entry where the posting date is to be the same as the one on the original journal,
follow the steps below:

1. Open the journal entry to be reversed.

2. Right-click in the header area and select 'Cancel’ or go to 'Data’ in the Menu and select 'Cancel'.
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3. The system message 'Create reversal for this transaction' is displayed, click on 'Yes'.
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4. The reversal of the original journal is now displayed in 'Add' mode, the posting date of the reversal defaults
to the posting date of the original journal and the 'Remarks' field is populated with the text '(Reversal) -' and
the original journal number. Click on 'Add".
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5. As aresult of this action, the original journal is updated with new information. The checkbox 'Reverse' is
replaced by the checkbox 'Cancelled' and a tick is placed in the box. The box is greyed out.

3110 -l
e ‘La |

[«"‘ IS INES Q‘\ =~

- ¥ i
PUSINESOED

RUN

Vision33, Inc.



Series rHurnber Posting Dake  Due Drate Doc, Date Ref 1 Ref, 2 Trams, Code Rermnarks

Prirnary F07 09.02.09 09,0209 09.02.09 bl

Origin Origin Mo, Trans. Ma, Terplate Type  Templata Indicatar Project

JE o7 707 bl b

[ Fixed Exchange Rate Cancelled | [ Adi. Trans. (Period 12) [] EU Repart [ sutamatic waT

In order to find the exact journal that cancelled a particular journal entry, the General Ledger report may be used.
Click on the ‘Expanded’ button in the ‘General Ledger Report — Selection Criteria’ window. Enter the text ‘Reversal -
XXX’ , where XXX’ is the original journal entry number, into the ‘Details contain’ field & place a tick in the checkbox in
the ‘Expanded Selection Criteria’ window, here using the example of finding the reversal of journal entry 707:
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Click on ‘OK’ & then again on ‘OK’ in the main selection criteria window. The result clearly shows that the original
journal 707 had been reversed by journal entry 708:
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This journal entry can be directly accessed from this window by clicking on the yellow navigation arrow next to the
transaction number to access the journal.

Alternatively, a query may be executed as follows:

1. Goto 'Tools' Menu and select 'Queries' and then 'Query Generator'.
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2. Inthe 'Query' window click on the button 'Execute’ and ignore the red error message displayed at the bottom
of the screen.
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3. Click on the pencil icon in the top left corner of the upper window to activate the query syntax field, it will
change colour from grey to white.
4. Click in the syntax field, it will now change colour from white to pale yellow.

¥ SELECT * =]
¥4

X

5. Copy and paste the following query into the syntax field:

SELECT
TO. [Number],
TO. [TransId],
TO. [RefDate]
FROM
OJDT TO
WHERE
TO. [Memo] = ' (reversal) - XXX'

6. Replace 'XXX' with the number of the journal that had been cancelled and click on 'Execute’'.
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The result will display the cancelling journal. Click on the yellow navigation arrow next to the transaction number to
access the journal.
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