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Session 1a
Amend Transactions

w | Mame: Cute and Cosey Kitsch

v Address: | 23 Queen Victoria Rd
Cosely

Amendments can be made to existing transactions, the oo s v
amendments that you can make are however limited. From

the Sales Ledger, select Adjust Transactions > Amend i T o | - -
Details. ' ' |

Credit Note 18/02/2015 19/02/2015 000000O005T D0000000ET User 3 SOP 17112

Invoice 13/08/2015 12/08/2015 0000004642 000000457 User3 S0P 23408

Invoice 1300872015 120082015 Q000004643 0000004580 User3 SOoP 23407

Invoice 13410812015 121082015 0000004544 0000004581 User 3 SopP 23408

M M Invoice 13/08/2015 12/08/2015 0000004547 0000004554 User3 SOP 23411

Use the drop-down lists and fields to select a Customer and e e o
. . Invoice 24/08/2015 24M10/2015 0000004564 D000004501 User 3 Sop 24278

a list of relevant transactions. 24007015 | 24102015 | 0000004360 | 0000004S1T | User3 <op 26200
Invoice 01102015 302015 D0DO00S036 0000004973 User 3 SOP 24438

[ o] E=n

From this window you have the ability to amend only the

Due Date, Reference and Second Reference, all of the other

@ Alah?l'.?g'x 0@ fields are locked. 3
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Session 1b

Reverse Transactions

You can reverse a transaction provided:

 Itis unallocated

|t does not have a query flag set against it

 If itis a bank transaction, it has not been reconciled
 Itis not an opening balance type transaction

From the Sales Ledger, select Adjust Transactions > Reverse
Transaction.

Use the drop-down lists and fields to select a Customer and
a list of relevant transactions.

@ Alphalogix i

the logical choice

|BRO01| v Quality Counts Kitchens

|Qualityc v

|Bi2 sDF v|

High Manse
1 Ladywood Rd

Chad Valley
Birmingham
B2 SDF

Great Britain

Invoice 0000004481 0000004418 0510812015 197838 R
Invoice 0000004843 000004585 13008/2015 552 54
Invoice 0000004850 0000OD45ET 1300812015 5186.38
Invoice 0000004687 0000004624 2000812015 55207
Inveice 0000004735 0DODDD4GT2 2710812015 2715.03
Invoice 0000004789 0000004726 0310912015 2180.15
Invoice 0000004793 0DODDD4730 03/08/2015 §4.37
Inveice 0000004863 0D00DD4805 10/09/2015 4954.20
Invoice 0000004873 0000004810 10/09/2015 2684.36
Inveice 0000004063 0DODDD4500 24/08/2015 04118 ¥
nvaoice 0000004973 000004910 241002015 222770 |

== E=n

The routine will reverse the original entries made to the VAT
file and Nominal Ledgers.

Please note that you cannot reverse a foreign currency
transaction.
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Session 1c
Delete Transactions

Selection
@Demeumﬁmasimm Omﬁeummﬁmslaomm

Customer Details

Certain transactions can be deleted. From the Sales Ledger, cose =
. . . Short name: Address: High Manse
select Adjust Transactions > Delete Transaction — Erery

Birmingham
Balance: £ 28017.82 BI12 SDF

Great Britain

=2

You can choose whether to delete transactions from a

single account or from all accounts.

Aphalogt i@ ® :
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Your Business, Our Expertise, Let’s Talk...

Presented by
Richard Owens
Sage 200 Product Specialist
At AlphalLogix

\=\ AlphalLogix

the logical choice
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Are you getting the most
from your Supplier?

For over 20 years, AlphalLogix has been one of
a small group of Strategic Sage Partners in
the UK

Can we beat your last
quote?

Tell us your renewal date for a competitive
quote

Alphalogix is one of the largest Accredited Sage, Microsoft Infor, and Swiftpage Business
Partners in the UK. From ERP and Accounting Solutions such as Sage 200 and Sage 50, to
fully integrated CRM systems such as Infor CRM and Microsoft CRM, our range of products
and services is wide.

sage

Strategic
Partner

Want to learn more?

Contact us to arrange a bespoke Sage 200 training course at your offices.

W: www.alphalogix.co.uk | E: info@alphalogix.co.uk | T: 0845 257 4141
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