GL Detailed Procedure
How to Delete Unposted Journals

How to Delete an Unposted Journal

Journals that have been created in error or that are no longer required can be deleted from
the system as long they have not been posted.

To delete a journal, you must follow the steps listed below after navigating to the correct
responsibility:

Responsibility:

CAPSA XX: GL User or GL Dept Supervisor

Navigate: Journals — Enter

1. Locate your journal by either searching by Journal name or Batch name or any of the
other fields available. After entering your search criteria click on Find.

O Find Journals

Batch

Journal |AGIAKLIZ%)|

Ledger

Source Period

Category Currency
Status Control Total

Paosting Batch

Funds Journal

tare

Clear /I Mewe Batch Mew Journsl ‘ i Find i |

2. You will now be in the Enter Journals screen. Here you will find the information about the
journal in question. Ensure the ‘Batch Status’ is Unposted and the details of the correct
journal have been located. Upon locating the journal click on Review Journal.

© Enter Journal

et of Books)

Category Period Batch Mame Journal Mame Currency Journal Dehit Journal Credit
Adjustment FEB-15  AGAKAZ 13-JAM-201 |AGIAKIZ GEP 1,000.00 100000 =
''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' | »
( Review Journal | Review Batch ) Post Reverse Batch Reguery
Mewe Journal | Mew Batch J Tax Batch Approve
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3. You will now be in the journal you wish to delete. To delete the journal you will need to

follow the steps below:

a) Go to the Edit menu (top of the screen)
b) Select Delete from options

m YWiew Folder Tools Window Help
g UndoTwing S B S P ADHER L DY ST
cut
Copy
Paste
Duplicate » Journal Conversion Reverse
Clear » Description |DEMO OF DELETIMG JOURNAL Cutrency |(GBP Date
@ Ledger (CAPSA Set of Book Category | Adjustment Date |01-FEB-2015 Petiod
Select All Period FEB-15 Effective Date |01-FEB-2015 Type |User Method | Switch DriCr -
Ceselect All Balance Type |Actual Budget Rate |1 Status Mot Reversed
EditFlele.. Clearing Company Tax Mot Reqguired Bl
Freferences * Contral Total 1,000.00 [ 1
Lines Other Information
2
Line Account Debit (GEF) Credit (GBP) Description []
1 U AG AGBE AS8AA ESFADOOD 1,000.00 DEMO OF DELETING JOURNAL =
2 LU AG AGBA AAAS ESFADDDD 1,000.00 |DEMO OF DELETING JOURNAL
1,000.00 1,000.00
1 »
Acct Desc |UC.Finance.Financial Transaction Pro.Chest Non Payroll. Photocopying Paper. Default
Post Approve Line Crilldowr.. T Accounts... )
T Check Funds | Reserve Funds | Wiew Results Change Period | Change Currency )I

4. Upon selecting Delete, you will see a message on screen stating ‘Are you sure you want

to delete this journal entry?’ Select Yes and then click the save icon @ .

5. This will remove all lines from the journal and the journal will be deleted off the system.
As well as the journal being deleted, the batch will be deleted on the basis that it was the

only journal entry within that batch.
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