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Amend Transactions

Session 1a

Amendments can be made to existing transactions, the 

amendments that you can make are however limited. From 

the Sales Ledger, select Adjust Transactions > Amend 

Details.

Use the drop-down lists and fields to select a Customer and 

a list of relevant transactions.

From this window you have the ability to amend only the 

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

fields are locked.
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You can reverse a transaction provided:

• It is unallocated

• It does not have a query flag set against it

• If it is a bank transaction, it has not been reconciled

• It is 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.

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.

Reverse Transactions

Session 1b
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Certain transactions can be deleted. From the Sales Ledger, 

select Adjust Transactions > Delete Transaction

You can choose whether to delete transactions from a 

single account or from all accounts. 

Delete Transactions

Session 1c
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Your Business, Our Expertise, Let’s Talk…
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Are you getting the most 

from your Supplier?

For over 20 years, AlphaLogix 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

Want to learn more?
Contact us to arrange a bespoke Sage 200 training course at your offices.

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.
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