?,-«CARD'NW Accounts Payable Job Aid

Unposting/Close a Voucher

About UnPosting a Voucher

Cardinal allows you to unpost and close vouchers that have not been paid. When you unpost a
voucher, Cardinal automatically creates reversing accounting entries. If the accounting
distribution is incorrect, you can modify the distribution lines and repost the voucher. If you do
not want to process a posted voucher, you can close it (a voucher must be posted in order to
close it). Cardinal automatically removes the associated liability and restores the associated
budget amount.

Unposting a Voucher:

1 Navigate using the following path:
Accounts Payable > Vouchers > Add/Update > UnPost Voucher

The Voucher UnPost search page appears.

Fa\fovr'rtes MainvMenu > Accounts Payable » Vouchers » Add/Update » UnPost Voucher

] New Window @)Help .jhﬁp
Voucher UnPost

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximurn number of rows to return (up to 300); [300

Business Unit: = v k0100 @,
IVoucherID: begins with I
Invoice Number; beqgins with |+

Short Vendor Name: | begins with v

Vendor ID: begins with @

Name 1: beqins with |+

Voucher Style: = v v
[Jcase Sensitive

Search Clear |Basic Search [5F Save Search Criteria

2 Enter the Voucher ID (or Invoice Number) of the voucher you would like to unpost (voucher must be
posted but not yet paid). If the Voucher ID is unknown, the Short Vendor Name, Vendor ID or
Name 1 can be entered to display a list of vouchers that can be selected for unposting.

3 Click the Search button.
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Unposting/Close a Voucher

Favorites Main Menu > Accountgpayable » Voughers > Add,l'uvpdate » UnPost Voucher

UnPostVoucher [T o a0 e =

Business Unit: 50100 Voucher: 00004401
Vendor
Vendor ID: 0000044009 Universal Companies Inc

ShortName: UMIVERSAL -182

Voucher Information

Invoice: 123-UP Origin: OMNL
Date: 09/08/2011 Group:
Gross Amount: 50.00 USD
Update Voucher Reversal Accounting Date

@ Business Unit Default
*Accounting Date: 09/08/2011 (O Use Current Date

) Use Specific Date

Accounting Date: I:I
' Unpost |

[Sh Return to Search | |[=] Notify |

LInPostVoucher | Voucher Details

4 The Unpost Voucher page appears. A second tab entitled Voucher Details can be selected to view
additional voucher details.

5 Click the Unpost button.

Warning -- Proceed with Process? (703013}

Press Ok to continue with the process. Press Cancel ifyou do notwish to
proceed.

- ok | cancel

6 A warning message displays. Click the OK button.
| Message

Waucher 00000416 for business unit 50100 has heen unposted. (T030,89)

Thiz Youcher has been unposted.

7 A confirmation message displays indicating the voucher is unposted. Click the OK button.
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Unposting/Close a Voucher

Closing a Voucher:
1 Navigate using the following path:

Main Menu > Accounts Payable > Vouchers > Add/Update > Close Voucher

The Voucher Close search page appears.

Fa*.ﬂlr'rtes MainvMenu b AccnuntEPaﬁbIe b 'I.ﬁ:nughers b AddjLipdate »  Close Voucher

Voucher Close

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 200} |300
Business Unit: = 50100 @,

Voucher ID: beqgins with |+ |
Invoice Humber: beqgins with |+ |
Short Vendor Name: | begins with w |
Vendor ID: beqgins with |+ |

Hame 1: |beginswith v||
Close Statuslndicaton|= v| | W
[ case Sensitive

Search || Clear Basic Search [3f Save Search Criteria

2 Enter the Voucher ID or Invoice Number of the voucher you would like to close (voucher must be
unposted and not paid).

If the Voucher ID is unknown, the Short Vendor Name, Vendor ID or Name 1 can be entered to
display a list of vouchers that can be selected to close.

3 Click the Search button.
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Unposting/Close a Voucher

Fa\ro'r'rtes Main_Menu b Accountgpayable b VouEhers > Add,‘vadate > Close Voucher

" Voucher Details |

Business Unit: 50100 Voucher: 00106783

Vendor: 0000034211 Abernathy Construction Corp
ShortName: ABERMATHY -001

Voucher Information

Invoice: 317-5EP-20120183404 Origin: ~ SIT Header Budget Status: Valid
Date: 09M2/2012 Group: Non-Prorated Budget Status: Valid
Gross Amount: 52282418 USD Entry Status: Postable
Related Voucher Close Status: Open

Process Manual Close

Manual Close Date: D Mark Vioucher for Closure

[5) save | |[ch Returnto Search | =] PreviousinList | 4| Nextinlist | ] Notify |

Close Voucher | Youcher Details

4 The Close Voucher page displays. There is a second tab, Voucher Details, which can be selected
to view additional voucher details.

5 Click the Mark Voucher for Closure box.
6 Click the Save button. The voucher is now marked for closure.

The updates will be made once the Post Voucher runs in batch during the night.
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