ACCOUNTS PAYABLE COMPUTER PROCEDURES

TO CORRECT AP/PO INVOICES WITH WRONG INFORMATION
To correct AP/PO invoices posted with the wrong year 

1- Go to Purchase Order
2- Go to DAILY WORK.

3- Go to Enter Returns
4- Enter 2 for Goods Returned and Debited..

HEADER SCREEN

5- VENDOR ID: Enter the vendor ID or hit F2 to look up from the list.  If this is a new vendor fit F6 to enter the vendor, after vendor is added and you have paged down, fit F7 to go back to transactions.  You may also enter TEMP as the vendor ID, hit enter then enter the name and address for those one time vendors.  The system assigns each temporary vendor an ID that consists of a “+” sign and a five digit number.  When the temporary vendor has a zero balance they are removed from the vendor file.

6- Page down to the next screen
PURCHASE LINE ITEM ENTRY SCREEN (2ND SCREEN)

1. ITEM ID:  Skip this field, hit enter.

2. DESC:  Enter description of this transaction (ie: to correct AP history for invoice posted to wrong period)  After hitting enter, an additional 11 lines will appear to enter more description lines.

3. Hit enter until you get to the GL Account field.

4. GL ACCOUNT:  Enter the GL account number for this purchase just as it was entered for the original invoice

5. Hit enter until you get to the Quantity field.

6. QUANTITY:  Enter 1 for the quantity.  Do not enter as a negative.  Since you are already in misc credits the system knows this is a negative.

7. UNITS:  Hit enter to skip field.

8. UNIT COST:  Enter the amount of the original invoice.

9. EXT COST:  Quantity x Unit Cost will be extended cost. Hit enter

10. PAGE DOWN to accept the information. 
11. Return Authorization – Hit enter

12. Date – Hit enter.

13. GL Pd – Hit enter.

14. Page down.
15. Memo No- Enter the invoice number just as it was entered originally.
16. Date -  Enter the date just as it was entered originally – with the wrong date.
17. Page down.

18. You are now at the Item ID field, hit F7 to exit.
EDIT SCREEN (3RD SCREEN)

1. Hit T for totals, R for return.  This will take you to the Totals screen  PAGE DOWN. 

You have now zeroed out the invoice that was entered with the wrong date.

Print the purchase journal, misc credits journal, and post.

Now enter the invoice into the system just like it is supposed to be.  Run the purchase journal, misc credits journal, and post.  

What you have done is back out the invoice that was entered wrong and reentered correctly.  

