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In the event that mistakes are discovered subsequent to sending a transaction through the system, corrective steps must be taken immediately.
 
You can correct a transaction that was made in error by entering a reversing entry. Should a transaction have multiple detail lines in it, the reversal will apply only to the specific detail line that was reversed, not the whole transaction. Because the system records each inventory transaction for accounting purposes, you cannot delete the record. A reversing entry enters a negative quantity and cost amount back into the item information.
 
The system automatically creates journal entries each time transactions are generated that will affect the general accounting system. However, please note that the general accounting system will not be affected until the journal entries are posted. Please refer to the work instructions to Review and Post Journal Entries.
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Procedure

In this lesson you will learn how to reverse an entry.


	Step
	Action

	1. [bookmark: T6_F55]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Inventory link.


	1. [bookmark: T6_F8]
	Click the Inventory - Agencies link.


	1. [bookmark: T6_F10]
	Click the Warehouse Item Transactions link.


	1. [bookmark: T6_F12]
	Click the Issues link.






	Step
	Action

	1. [bookmark: T6_F14]
	Click in the Document Number field.


	1. [bookmark: T6_F16]
	Enter the document number into the Document Number Field.

	1. [bookmark: T6_F18]
	Click the Find button.


	1. [bookmark: T6_F20]
	Choose the Document Number by Clicking the check box next to it.


	1. [bookmark: T6_F22]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F24]
	Choose the Item Number desired by Clicking the check box next to it, if not defaulted.


	1. [bookmark: T6_F26]
	Click the Row button.


	1. [bookmark: T6_F28]
	Click the Reverse menu.


	1. [bookmark: T6_F52]
	A red "X" should appear on the far left side of the grid row.

	1. [bookmark: T6_F30]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F32]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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