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Reverse Miscellaneous Receipts

Audience: Accounts Receivable Specialist

Purpose: The purpose of this job aid is to provide instruction on how to reverse a miscellaneous
receipt. A reason for doing this would be as a part of the process to correct an entry error in the
original miscellaneous receipt.

Step | Action

1. Ensure Setup data, Enterprise Structure and Organization structure should be setup
2. Ensure the user should have total; access and right over Receivables Module.

1 Click on the Navigator

2 Click on Receivables

Click on Accounts Receivables
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4 Click on Task Pane on right of your screen

Click on Manage Receipts
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Enter Search Criteria to find a Miscellaneous Receipt created above
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Manage Receipts

4 Search

Business
nit

** Batch Number

L)
&=

Advanced  Saved Search Al Receipts

** Atleast one is required

Business Unit | Lucas County v
** Recelpt Number Starts with v ** Receipt Method  Misc Manual
** Customer Name Q Status Equals v
** Customer Account Number Q Remittance Bank
** RecelptDate Equals v mm-ddyyyy [ state Equals v ~
Search  Reset  Save...
Actions v View v Reassign Receipts (&} Detach
Receipts
Receipt Number  Status Receipt Method  Customer Name. ﬁﬁ:::'“”“‘““'“ ’;’“'P‘ Batch Number E:l':“"'; “':""l':’"':: Business Unit
Submitted By

Select Row with Receipt to be reversed

B I

Manage Receipts @
» Search Advanced Saved Search All Receipts
Actions v View v 4 Reassign Recelpts 7 s Detach
Receipts
. Customer Account Receipt Entered Unapplied . .
Status Customer Name Number Date Batch Number Amount ‘Amount Business Unit
Submitted By
> o Confimed  Standard Manual  PITA 1010 08:21-2019 10,000.00 USD 0.00USD  Lucas County
> Confimed  Standard Manual 08-20.2019 100.00 USD 100.00 USD Lucas County
I » iz Confimed  Standard Manual  Chocolate Factory 1012 08202019 150,00 USD 0.00USD  Lucas County I
7 b 12345 Reversed ‘Standard Manual 08-20-2019 20.00 USD 0.00 USD  Lucas County Robert

Click on Action Menu and Select Reverse

..

Manage Receipts @
» Search Advanced | Saved Search Al Receipts
rd Reassign Receipts 5° = Detach
Receipts
Customer Account Receipt Entered Unapplied o .
Status. Receipt Method  Customer Name Euber Date Batch Number Amount it Business Unit .
Submitted By
- Confirmed ~ Standard Manual  PITA 1010 08212019 10,000.00 USD 0.00USD  Lucas County
Account in Draft Confirmed  Standard Manual 08-20-2019 100.00 USD 100.00 USD Lucas County
View Accounting
Confirmed ~ Standard Manual  Chocolate Factory 1012 08202019 150,00 USD 0.00USD  Lucas County
8 > s ST — osznaons 20U 000D Licsscomy  Foven

Enter the Reversal Information (Category, Date, Reason, Comments, Do not Select Debit
Memo Reversal)

Reverse Receipt: 1123 Example: 09-20-
2019

* Accounting Date  09-20-2019

*Date | 09202019 (i

* Category * Reason

Comments

Debit memo reversal

* Submitted By
Type v

Context Value
Distribution

Save and Close

10 Press Save and Close
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