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Adjusting and Deleting Posted AP Transactions 
Now that you know how to create and review various AP transactions, let’s get real.   

Once in a while, you will find that the distributions of a voucher were done under the incorrect account, or that 

you may have entered a duplicate voucher, or that the voucher you posted was created under the wrong vendor.   

Although you might start to panic when you realize you’ve made a mistake, there’s really no need to do so.   

In this class, you will learn how to modify, or adjust, the distributions of a posted Accounts Payable voucher, as 

well as delete any erroneously entered vouchers. 

Topics 

• Adjusting Distributions 

• Deleting Transactions 

Adjusting Distributions 

Adjustment and Cancellation vouchers, like Regular vouchers, are part of the New AP Transactions application.   

Because you are familiar with the screen by now, we will focus on the fields relevant to Adjustments and 

Cancellations in this lesson. 

Let’s say that we discovered a problem with the Distributions in a posted transaction.  

In order to correct the problem, you’ll need to create an Adjustment Voucher.  

To do this, select Adjustment voucher as the Transaction Type on the New AP Transactions screen.  

Select the correct vendor record and then move on to the Vendor Reference Number.   

This should be the same as the original vendor reference number in the invoice you are adjusting.   

As for the Voucher Date, use the date that you want the adjustment to be posted in the General Ledger.   

In the Applies To field, enter the same number as in the vendor reference number.  

You should be able to select it from the drop-down list.  

You have the option to enter the reason for this adjustment in the Voucher Reference Box, and we highly 

recommend that you take advantage of this. 

Since none of the other fields in the Main tab need to be modified, click Add, and you will be redirected to the 

Distributions Tab.  

Here you need to reverse the prior incorrect distributions and add the correct amount to the proper account(s).  

Therefore, it’s important that you identify the account or accounts under which the incorrect amount was posted.   

You can use the Posted AP Transactions viewer for this purpose.  

Back in the Distributions tab, under the Add Distribution prompt window, select the erroneous account and enter 

the incorrect amount with a negative sign.   
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Continue selecting the account and entering the corresponding negative amount if you need to modify more than 

one distribution.   

The next step is to enter the distributions under the correct account or accounts.  

Unlike with the erroneous account, this amount Must be positive.  

Continue doing so until you have fully distributed the entire amount.   

Make sure that when you are done, the Remaining Amount to distribute is zero.   

Hit Clear when done. 

It’s a good idea to print an edit list to review the changes.  

After making sure all the added vouchers are correct, post everything to the AP file via the Post Transactions to the 

A/P file report.  

Once this is done, the Adjustment voucher will appear in the Posted AP Transactions viewer. 

Deleting Transactions 

Adjustment vouchers do a fine job of fixing errors in posted transactions, but what if the transaction never 

should’ve been posted at all?    

In that case, a Cancellation voucher seems like the perfect solution.   

Keep in mind, though, that Cancellation vouchers make the transaction Disappear from the Posted AP Transactions 

Viewer as if it never existed.   

As a result, you lose traceability of the original transaction.   

For auditing and General Ledger balancing purposes, this is Not a good thing.   

For that reason, we suggest that you use either Debit or Credit vouchers to back out any erroneously posted AP 

transactions.   

A Credit voucher should be used to back out a Regular transaction, while a Debit voucher should be used to back 

out a Credit transaction.   

If you use this method, the original voucher and the Debit or Credit voucher will remain in the Posted AP 

Transactions file, and they will simply offset each other.   

If you are not comfortable with Debit and Credit vouchers, check out the Training on Demand lesson that covers 

their creation in detail. 

Despite our recommendation that you Not use Cancellation vouchers, I’m going to tell you about them so you will 

understand how to use them and the consequences of using them.  

In the New AP Transactions screen, select X –Cancellation voucher as the Transaction Type.  

Select the vendor record and Vendor Reference Number for the invoice or credit we are deleting.   

In the Voucher Date, enter the same date as that of the original voucher.  

We want to back this transaction out of General Ledger the same date as it was posted.  

The Applies To field needs to have the same number as in the Vendor Reference Number.  
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You should be able to select it from the drop-down list.  

Enter the amount of the original voucher in the Invoice amount field.   

However, remember that if the original voucher was a Credit voucher, this amount Must be negative.  

None of the other fields need to be modified, so click Add to add the cancellation voucher to the system.   

You will be redirected to the Distributions Tab.  

Here you will need to distribute the invoice amount the same way as you did with the original voucher.   

Go to the Posted AP Transactions viewer to verify the accounts and amounts under which the invoice distributions 

were recorded. 

In the Add Distribution prompt window, select the account and enter the amount that must be distributed to it.   

Continue selecting the account and entering the corresponding amount if the original amount was distributed 

under multiple accounts.   

Make sure that by the time you are done, the Remaining Amount to distribute is 0.  Then click Clear. 

Print an edit list and review it to make sure all the added vouchers are correct, then post everything to the 

Accounts Payable file via the Post Transactions to the A/P file Report.   

Once the Cancellation voucher has been posted, neither it nor the original voucher will be available in the Posted 

Transactions Viewer.  

That’s about it for Adjustment and Cancellation vouchers.  

Adjustment vouchers are a very handy tool to keep your posted transactions error-free.   

As we mentioned, though, Cancellation vouchers have more serious consequences, so make sure you understand 

them before using them.   

Credit and Debit Memos are a great alternative to Cancellation vouchers, with the added benefit of being able to 

maintain an audit trail. 
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