Voiding/Reversing Vendor Disbursements
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There are a few different scenarios of voiding/reversing Vendor disbursements.

e Scenario 1- The Bill is correct and the disbursement exists in the current Agvance data.

Scenario 2 - The Bill is correct and the disbursement does not exist in current Agvance data.

Scenario 3 - The Bill needs to be changed, the User wants to change it only in the current year, and the

disbursement exists in the current year.

Scenario 4 - The Bill needs to be changed, the User wants to change it only in the current year, and the

disbursement does not exist in the current year.

Scenario 5 - The disbursement was posted to the next fiscal month.

The following are the steps to correct each instance:

Scenario 1

The Bill is correct and the disbursement is in the current Agvance data.

1. Onthe Vendor's Activity tab, highlight the check to be reversed and select Void.
o Edit A Vendor - ABC ABC Trucking o] B[]

Profile Balance 1099/Payment Info Activity

Invoices
List List [ show voided
Check * | Invoice | Date ‘ Amount‘
51801 121 OF24/2023 531.86
51823 25 08/0712023 37339

51823 147862 08072023 468.75
51823 14785... DB/OT2023 -468.75

10/31/2024 575, |:-|:-|
< >
| | o —
= Show Open = = =
Edit Show Paid WVoid View Reprint

M 4 » M Save

2. When the Disbursement screen appears, select Void again.



a5 Void a Vendor Disbursement =

Vendor D |ABC

This process wil mark as voided the
Date | 10/31/2024 disbursement for each bill listed below and
= open up all of bille paid by this check You
Check Number | 51941 must find the journal entry created by this

Check Amount  575.00 disbursement and reverse .
Source |(Ap
JE # |
Void Reason | |
‘ Invoice#‘ Inv Diate | Amt Paid| DiscTaken‘
1 p| 852 10/24/2024 575.00 0.00
Cancel

3. Awindow will display to reverse the Journal Entry created by the payment of the Bill. SelectReverse. This
will debit the account credited in the original payment (probably checking) and credit A/P.
4. The Bill may now be paid.

Scenario 2

The Bill is correct and the disbursement was entered in a prior year's Agvance dataset.

1. Void the disbursement from the Vendor's Activity tab in the current year’s dataset.

o= Edit A Vendor - ABC ABC Trucking E’

Profile Balance 1089/ Payment Info Activity

Invoices
List List [ show Voided
Check / | Invoice | Date ‘ Amount‘
519301 111121 .0 07r24/2023 £31.86
51923 25 08/0TI2023 37339
51923 147852  08/0T/2023 488.75
51923 14785 08/07/2023 -458.75
5.75.|:-|:-|
< >
| | cnee ]
Show Open
'oid Edit Show Paid Void View Reprint

M4 4 » M Save

2. Inthe current year’s dataset, create a Vendor-type JE, debiting the account credited in the original payment
(probably checking) and crediting the Accounts Payable GL account.
3. The Bill may now be paid.



Scenario 3

The Bill needs to be changed, the User wants to change it only in the current year, and the disbursement exists
inthe current year.

1. Void the disbursement from the Vendor's Activity tab.
s Edit A Vendor - ABC ABC Trucking == EcR=

Profile Balance 1089/ Payment Info Activity

Invoices
List List [ show Vaided
Check / | Invoice | Date ‘ Amount‘
519301 111121 .0 07r24/2023 £31.86
51923 25 08/0TI2023 37339

51823 14rgk2 08072023 488.75
51923 14785... 08/I07/2023 -468.75

10631/2024 5.75.DD|
< >
| | ceck |
= Show Open = = =
'oid Edit Show Paid Void View Reprint

M4 4 » M Save

2. This will trigger a Vendor-type JE debiting the account credited in the original payment (probably checking)
and crediting A/P.

3. Void the A/P Bill.

4. Re-enter the corrected A/P Bill.

5. The Bill may now be paid.

Scenario 4

The Bill needs to be changed, the User wants to change it only in the current year, and the disbursement was
entered in a prior year's Agvance dataset.

1. Void the disbursement from the Vendor's Activity tab in the current year’s dataset.



a2 Edit A Vendor - ABC ABC Trucking =N =

Profile Balance 1089/ Payment Info Activity

Invoices Pavments
List List [ show Vaided
Check / | Invoice | Date ‘ Amount‘
519301 111121 .0 07r24/2023 £31.86
51923 25 08/0TI2023 37339

51823 14rgk2 08072023 488.75
51923 14785... 08/I07/2023 -468.75

10631/2024 5.75.DD|
< >
| | ceck |
= Show Open = = =
'oid Edit Show Paid Void View Reprint

M4 4 » M Save

2. Inthe current year’s dataset, create a Vendor-type JE, debiting the account credited in the original payment
(probably checking) and crediting the Accounts Payable GL account.

3. Void the A/P Bill.

4. Re-enter the corrected A/P Bill.

5. The differences in expense amounts from the corrected A/P Bill will be contained in the current year, not the
prior year.

6. The Bill may now be paid.
Scenario 5

The disbursement was posted to the next fiscal month.

1. At File/ Open / Vendor, edit the Vendor and select theActivity tab.
2. Choose List under Payments. This will list the payments for the Vendor.

3. Highlight the check to be reversed and select Void.



o= Edit A Vendor - ABC ABC Trucking E’

Profile Balance 1089/ Payment Info Activity

Invoices Pavments
List List [ show Vaided
Check / | Invoice | Date ‘ Amount‘
519301 111121 .0 07r24/2023 £31.86
51923 25 08/0TI2023 37339

51823 14rgk2 08072023 488.75
51923 14785... 08/I07/2023 -468.75

| | e ]

Show Open
o - Show Paid

Void View Reprint

M4 4 » M Save

4. When the Disbursement screen appears, select Void again.

a5 Vaid a Vendor Disbursement *

Vendor D |ABC
This process will mark as voided the

Date |[10/31/2024 disbursement for each bill listed below and

= open up all of bills paid by this check.YWou
Check Number | 51341 must find the journal entry created by this

Check Amount  575.00 disbursement and reverse it.
Source (AP
JE# o
Void Reason | |
‘ Invoice#‘ Inv Date | Amt Paid| DiscTaken‘
1 p 882 1002412024 575.00 0.00

Cancel

5. A message will display stating the program cannot find the Journal Entry for that check. This is because the

Journal Entry is a Future Journal Entry not yet posted to the General Ledger.

Agvhicct d

There is no current known journal entry to reverse for this check, This may be
because the check was posted to the future journal entry area when it was written,
If it was posted to future, you should find the future journal entry that was created
when this check was written and delete it. You will have to manually reverse the
journal entry in all other cases,

6. Proceed to G/L / Future Journal Entries and delete the corresponding Future Journal Entry.




100312024 51941

7. Review and make sure the appropriate Future Journal Entry was selected then choose Delete.

Future JE Num | 1 [ prepay JE. Type Predefined Split

e Qomes s

(®) Wendor A/P

FETITES () Customer AR O Debt O Cred

— . —

Description | ABC Trucking A
Y]
=Accounts= Account Name Debit S Credit S| Comment
1 p 2000000-00 Accounts Payable 575.00
2 1010000-00 Checking Account- 15t Mational 575.00

Totals | 575.00 575.00
s
| Future Journal Entry | Delete | | Cancel |
Reverse Next Month [] show Quantity

If the fiscal month has been closed, the Future Journal Entry has been posted and no longer exists. In this case,
amessage will display indicating the Journal Entry cannot be found when trying to void the check. A manual
Journal Entry for the void of the check will need to be added.

In the current year's dataset, create a Vendor-type JE debiting the account credited in the original payment
(probably checking) and crediting the Accounts Payable GL account.



