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If a transaction in the system is incorrect, it can easily be corrected by editing the original transaction. This document provides

three options for editing any type of existing transactions.

Option A: Edit a Transaction using Transaction Search

Option B: Void an Open Invoice Using Transaction Search

Option C: Edit a Transaction using Report Drill Downs

Option A - Edit a Transaction using Transaction Search:

1. Select Reporting Tools > Transaction Search.
2.
Definitions would normally be Summary.
3. Click on Search. All transactions with that date will be displayed.
4,

Using the Date Selection or From/To fields, select the date of the transaction to be corrected. The Format & Filter

If there are many transactions listed, you can further define what to display in the screen by clicking on the Filter tab on

the left side of the screen. The Filter tab allows you to select additional criteria, such as the Transaction Name (Customer,
Vendor, etc.), Entry Screen (Payments, Receipts, etc.) or Account. After entering the additional criteria, click Search to

update the Transaction Search screen

::\::| Columns | Group/Sort | General - SRt _s o <] From [02/01/2010 To [02/28/2010
Search Selections Format Definition | Summary
Ttem selected Criteria Filter Definition |Summary B
Entry Sareen <All> T I=] Transaction Date ! Transaction Number | Entry Sereen | First Name, Last Name | Tota =
Transaction Name <all> 5 Spp— ' Iﬂccmad — " "
ol B 2 22010 007160 Payments Steven King
Transaction Number | <All= 3 Ep— 07161 Pt pE—
Transaction Status Posted
4 | (22200 007162 Payments Tim King =
5 2200 007163 Payments Ed King
6 | 272010 Receipts Fioneer Hi-Bred
7 | 242010 007164 Payments Area Ag Center
8 2/4/2010 007166 Payments Upper Midwest Telecom
9 | 2a2010 007167 Payments JJ Nichols
10 272000 007168 Payments Kevin Malloy
11| 2m/2m0 007163 Payments Johnson Auto Parts
12 ss20m0 Recsipts Commodity Credit Comor:
13 | 2102000 Receipts Commodity Credit Comor
14 | 2102010 Vendor Invoices{A/F) Hadley Hardware
15 | 2m12000 General Joumal Entries RM Rickles LLC Futures
16 | 2m112000 Receipts Cargil Com Ingredietns
17 | 211720010 Recsipts Commodity Credit Comor:
18 | 2m112000 Vendor Invoices{A/P) Area Ag Center
19 | 2122010 007170 Payments RM Rickles LLC Futures
20 2/16/2010 Wendor InvaicesiA/P) Ken's Auto Repair
21 216/2010 Vendor Invoices{A/P) Ken's Auto Repair
2 | 216/2010 Vendor Invoices{&/F) Midland Fuels
23 2/17/2010 Vendor Invoices{4/F) C&W Disposal Service
24 | 2192010 Vendor Invoices{A/F) Area Ag Center
||"; | Il
Gomh | [ Pint Iv][ Epot |[ & ] [opiom -] 12}

(

5. Double-click on the transaction to be edited and the original transaction screen will be displayed.

6. Make any needed corrections and click Save.

Red Wing Software « support@redwingsoftware.com « www.redwingsoftware.com « 800-732-9464

This documentation is for informational purposes only. For specific accounting guidance, please contact your accountant.

Page 1 of 3

Last Updated 8/30/2024



Option B - Void an Open Invoice Using Transaction Search

—_

Select Reporting Tools > Transaction Search.

2. Using the Date Selection or From/To fields, select the date of the transaction to be corrected. The Format & Filter
Definitions would normally be Summary.

3. Click on Search. All transactions with that date will be displayed.

4. If there are many transactions listed, you can further define what to display in the screen by clicking on the Filter tab on

the left side of the screen. The Filter tab allows you to select additional criteria, such as the Transaction Name (Vendor),

Entry Screen, or Account. After entering the additional criteria, click Search to update the Transaction Search screen.

53 Transaction Search SiErE=]
Filters | Columns | Group/Sort | General | e~ e~
T Dte Selection From 12042010  [B| To 12/3y/2014 [
Filters ~ 3 = e
Search Selections Format Definition | Summary [~][=]&

Item Selected Criteria Falter Dfiition |Summary M)
Entry Screen §<M> E‘ B Tmrlvjs:‘t:inn T'im_af;n Entry Screen First Name, Last Mame | Total Jou
Transaction Name | <All> | = L B L B e MR, 1L T L R
A Al | [ 1272172011 Vendor Invoices(&/P]  Cingular Wirelsss
Transg @, VendorInvoices(&/P) [EI=EE]
Transg
| Company |CenterPoint Farms |Z| Current Batch
Wendor :Ciﬁgu\ar Wirelsss |Z| B Credit Card Balance 45,062.01
Vendor Address Business Address [Fg Reference # =]
P.0. Box 3837 Date 127242011 [EE|
Ry, NY 1058 $287.66

°VdidVendm]rwdfce = | = |

= 12/21/2011  [EE)
oo 1oiy1s8s  [FE)

AP Account Platinum Plus f
[ On Hald

Original Inveice Date

.. Void Inveice Date|| F]
More, Account Invaice / Rs Notation
Ea Phone- Mobile ﬂ
Memo Line 1 Total s287.66
Line 2 Available Terms Discount ride
{ Save J I Delete I [ Void J | Recurring ] (7]

5. Double-click on the Vendor Invoice (A/P) transaction to be voided and the original transaction screen will be displayed.
6. ClickVoid.

@ )

7. Enter the Void Invoice Date.
8. Click OK.

Option C - Edit a Transaction using Report Drill-Downs:

1. Preview any report that will include the transaction. For example, if a receipt needed to be corrected, you could select a
Customer Ledger, Receipts Journal, etc.

2. Choose Report Selections that will include the transaction and click Preview.

3. Click on the transaction to be corrected and the system will display the original transaction screen.
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S Payments

Compary Alpine Sports Current Batch Mo Batch

Bank Account| Cash in Bank - Checking Current Balance $2,090,020.79

Pay Ta The Order OF  Pro Cast Supplies ;I Sequence Payments
Pay To The Order Of Address Business Address Check Mumber 000011 @
194 Figherman ‘way Date| 02/04{2010
Suite 512 Amount $5.00
Fied'ing, MN 55066
tema Line 1 Line 2
Apply To Open |nvoices $4,378.00
Account Irvoice / Ref § Armount
| 501 Expense | I $ 5.00 | [DiEkE)
f | L] | Detail |
27| T ] 3
I™ Printhis check? (2 Tatal $5.00

[ Save ][ Clear ][ BRecall H Riecuring ][Dptioms - t)

4. Make any needed corrections and click Save.
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