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About Unposting, Deleting or Closing a Voucher
In Cardinal you can unpost, delete or close vouchers that have not been paid.

Unposting is typically used when you want to make a correction to the voucher distribution
ChartFields, since vouchers cannot be modified once they have been posted. When you unpost
a voucher, Cardinal automatically creates the reversing accounting entries to undo the effects of
the posting and open the fields for editing. Unposting enables you to modify the distribution
lines and repost the voucher.

Deleting a voucher is typically used when a voucher has been denied and will not be updated, a
voucher is entered in error, or if entry errors are made on the voucher and it is easier to correct
by starting over. Deleting a voucher marks it as deleted in the database. A voucher can only be
deleted if it has not been posted, selected for payment, or paid. Cardinal automatically removes
the associated liability and restores the associated budget amount at voucher deletion.

Closing a voucher is used when you want the vendor’s balance to be written off and the voucher
to be considered complete. Close the voucher to credit the expense accounts and debit the
liability accounts on the voucher accounting line. Closing a voucher prevents it from being
processed. A voucher must be posted in order to close it. Cardinal automatically removes the
associated liability and restores the associated budget amount at voucher closure.
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Unposting a Voucher:
You can unpost a posted voucher when:
* It has not been selected for payment (by the payment processes).

* It has not been paid.

1 Navigate to the Voucher Unpost page using the following path:

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

Favgrites MainvMenu > Account3 Payable > Voushers > Add/L‘deate > UnPost Voucher

Maximum number of rows to return (up to 300): 300

Business Unit: = v [15100 Q,
Voucher ID: begins with | v \

Invoice Number: begins with | v \

Short Vendor begins with | v |

Name:

Vendor ID: begins with | v | <
Name 1: begins with | v \

Voucher Style:

= v v

00 case Sensitive

Clear |Basic Search D;‘] Save Search Criteria

Search Results

View All First 4] 1303 |p| Last
Business Unit Voucher ID Invoice Number Invoice Date Short Vendor Name VendorID  Name 1 Voucher Style
15100 00000262 3398-000-71 08/21/2013 PROJECT PERFOR 0000027555 Project Performance Company LLC Regular
15100 00000261 AR056372 08/16/2013 COMPUTER AID | 0000022627 Computer Aid Inc Regular
15100 00000259 8952 01/1572014 |J&J TELEPH-001 0000025988 J&J TELEPHONE WIRING INC Regular

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 and select your voucher.
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IFavgrite.s Main Menu > Accounts Payable > Voughers > Add,flipdate > UnPost Voucher

UnPost Voucher I e E |

Business Unit: 15100 Voucher:

ShortName: J&J TELEPH-001

Voucher Information

[oh Retumto Search | |t | Previous in List
<

Vendor ID: 0000025988 J&J TELEPHONE WIRING INC

Invoice: 8952 Origin: ONL
Date: 01/15/2014 Group:
Gross Amount: 480.00 USD
® Business Unit Default
| *Accounting Date: 01/23/2014 | Q Use Current Date

00000259

© Use Specific Date

Accounting Date: I:I

Nextinldst-| |[=] Netify

additional voucher details.

The Unpost Voucher page displays. A second tab entitled Voucher Details can be selected to view

Select the Accounting Date. This date defaults from accounting date on the original voucher, but

can be changed as needed. This field is required.

Select the Reversal Accounting Date. This date represents the date of the accounting reversal:

a. Business Unit Default — This is the default option, which defaults to the current date.

b. Use Current Date — This option is the same as selecting the Business Unit Default.

c. Specific Date — Use this option is used if you want to enter a specific accounting date to

which reversals will post.

7 Click the Unpost button.
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Warning -- Proceed with Process? (7030,13)

Press OK to continue with the process. Press Cancel if you do not wish to
proceed.

8 A warning message displays prompting you to confirm the unposting. Click the OK button to
continue. Unposting happens immediately when you click the OK button, saving the Unpost action.

9 You can review the unpost accounting entries in Cardinal. Navigate to the Accounting Entries
page using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting
Entries

Once you have unposted the voucher, you can update it using the Voucher Add/Update page. All
voucher fields are available for updating on the voucher, but Unpost should only be used for changing
ChartFields on distribution lines. ChartField updates will cause the voucher to be resubmitted through
budget checking and approvals. Corrections must be made the same day or the voucher will re-post
with the same information.

Once the voucher is approved, it will process through the nightly voucher post batch process.
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Deleting a Voucher:

You can delete a voucher when:
* It has not been posted at any time.
* It has not been selected for payment (by the payment processes).
* It has not been paid.

1 Navigate to the Voucher Delete page using the following path:

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

Fa'.ruvrites Main_l‘-ﬂenu »  Accounts Payable » Vouchers : Add/Update : Delete Voucher

Voucher Delete

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

Maximum number of rows to return (up to 300} (300
Business Unit: = - [15100 @

Voucher ID: begins with - |UUUUUU48

Entry Status: = - -

Invoice Number: begins with - |1'1—12354|

Short Vendor Name: begins with v|

Vendor ID: begins with ~ | &,

Hame 1: begins with - |

[[1case Sensitive

Search Clear |Basic Search @'.3' Save Search Criteria

2 Enter the Voucher ID or Invoice Number of the voucher you would like to delete (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.

When searching for vouchers, only vouchers that are eligible for deletion display.
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Favorites Main Menu > P\ccountsv Payable > Voucvhers 3 Add{vadate s+ Delete Voucher

L.ElNewWindow @Help E,)Customize Page

DA ol Voucher Details |

Business Unit: 15100 Voucher: 00000048
Vendor
Vendor: 0000003662 XEROX Corp

Shorthame: XERDX CORP

Voucher Information

Invoice: 11-12364 Origin:  ONL Header Budget Status: Mot Chi'd
Date: 071022012 Group: Non-Prorated Budget Status: Valid
Gross Amount: 500.00 USD Entry Status: Postable
Related Voucher

4 The Delete Voucher page displays. Confirm the voucher that displays is the one that should be
deleted.

5 Click the Delete button.

Warning — Delete Confirmation (¥030,12)

Press OK to delete the voucher. Press Cancel if you do notwant to delete the
voucher.

6 A confirmation message displays to confirm that the voucher should be deleted. Click the OK button.

This steps marks the voucher for deletion, but a batch process actually deletes it. Cardinal
automatically removes the associated liability and restores the associated budget amount.

Once you delete a voucher, you cannot retrieve it or undo the deletion.
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Closing a Voucher:

To close a voucher, the voucher must be:
o Posted.
o Not selected for payment.
¢ Not paid.

1 Navigate to the Voucher Close page using the following path:

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

Favorites = Main Menu > AccountstayabIe > Voucvhers > Addeydate > Close Voucher

Voucher Close

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

Maximum number of rows to return (up to 300): 300
Business Unit: = 15100 2

Voucher ID: begins with |+ |
Invoice Number: begins with | |
Short Vendor Name: | begins with + |
Vendor ID: begins with | v |
Name 1: begins with | v |

Close Status Indicator:

v | .

O case Sensitive

Clear |Basic Search [ Save Search Criteria

2 Enter the Voucher ID or Invoice Number of the voucher you would like to close (voucher must be
posted 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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Favorites Main Menu > Accounts Payable > Vouchers > Add/Update : Close Voucher

Close Voucher Voucher Details

Business Unit: 15100 Voucher: 00000929
Vendor
Vendor: 0000025983 J&J TELEPHONE WIRING INC
ShortName: J&J TELEPH-001
Voucher Information
Invoice: 0696 Origin: QML Header Budget Status: Valid
Date: 03/10/2015 Group: Non-Prorated Budget Status: Valid
Gross Amount: 80.00 UsD Entry Status: Postable
Related Voucher Close Status: Open
Process Manual Close

Manual Close Date: 07/07/2015 IMarkVoucherforCIosureI

[5F Return to Search | #] PreviousinList | 4] NextinList | |[=] Notify |

Close Voucher | Voucher Details

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

5 Select a Manual Close Date. This date represents the date on which the expense will be credited
and the liability debited. The current date defaults, but can be changed as needed.

6 Click the Mark Voucher for Closure box.

7 Click the Save button. The voucher is now marked for closure. Saving a voucher marked for closure
is irreversible; you cannot undo this action.

The voucher is closed once the Post Voucher process runs in batch overnight. Cardinal automatically
removes the associated liability and restores the associated budget amount.

8 You can review the voucher close accounting entries in Cardinal. Navigate to the Accounting
Entries page using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting
Entries
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