ACCOUNTS PAYABLE

DELETE UNUSED VOUCHER BATCHES EN MASSE  ap-285

This document describes how to delete voucher batches via a convenient steps menu.
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1 Access the Remove Unused AP Batches Steps Menu

From the Accounts Payable Menu, select Accounts Payable P Enter Bills (Vouchers) » Remove Unused
AP Batches. This feature is available only to users with a security level of 6 or higher on the User Profile
screen.

Accounts Payable

Enter Bills {¥ouchers)
“me Orders

» Batches

f' . /\ ~—

Year-Enu.  _ssing Ry O [Py
1009's ¥ Transfer Woucher Batches
Module Maintenance ¥ Rermowve Unused AP Batches

The following Steps Menu will provide access to the process.

Restart Step Process

Select Unused AP Batches
Modify zelected batches
Ediit List
Remove Selected AP Batches
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Accounts Payable AP-285
1.1 Restart Step Process
87 Task 2292; Restart Step Process X 87 Task 2292; Restart Step Process s
Restart Step Process Restart Step Process
Are you sure? No O Yes Are you sure? )y, @) Yes
Lookup ®| Cancel ‘ | Clear All Lookup m | Cancel | | Clear All
— e
Restart Step Process X

No is the default;
click on Yes to
restart - the menu
will show the date
and time the
process was
restarted

@ Restart cancelled

Restart Sten Process 28

Select Unused AP Batches: — "
it List
Remove Selected AP Batches

\

1.2 Select Unused AP Batches

Festart Sten Proce
Select Unused AP Batches
ocify selected batches
Eclit List
Remove Selected AP Batches

27-Aug-2018015:55:28 ,89015:55: 31,83 I

W7 Task 229%: Select Unused AP Batches

Select Unused AP Batches
that were created 7 or more days ago

O PDF
) No

0K

Run as @ preview O Print O Excel

If Printing use Duplex @) ves

Clear All

| Cancel |

Lookup |

This step will select any batch that meets all of the criteria below:

a status of unused

e created seven days prior to the current date or older (i.e., running the process on 08/27/2018
selects any unused batch created 08/20/2018 or prior)

o the department group for the batch is fully accessible to the user running the process (as
determined by the Department Group Security table)

e no in-progress or posted vouchers exist in this batch #
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Accounts Payable AP-285
@l H ) - -5 AP,RemoveUnusedBatches,Ed\tﬁTHERE?
Home Insert Page Layout Formulas [ata Reviewr wigns A Ilst Of the Selected batches
K1 - £ f | will be produced. The list is
A ] C D E F G H g . . .

Batch  Dept-Group Tra-Date Batch-Owner Entry-Owner Entry-Date Entered-Amt Bateh-Status available in either
Batch Selected to be Removed Prl nt/PreVieW/PDF® or

226 LIBRARY 9M 262008 a1 22008 Unused ®
10455 LIBRARY Si20/2010 552002010 Unused ’ EXCeI format'

a5 LIBRARY 4712008 4712008 Unuzed
10405 O 42002010 412002010 Unuzed ’
12143 FINAMCE 3192013 3Mn9720m3 Unuzed 1
12633 FINAMCE 203102013 12032013 Unuzed ’ In th IS example7 28 batChes
1 2666 FINAMCE nvzmg 1A7iz04 Unuzed
12973 FINAMCE TH4204 TH42014 Unuszed Were Ide_ntlf_led that met al I
13063 FINAMCE SM1204 an1iz014 Unused Of the Crlterla
13321 FINAMCE 1282015 152802015 Unused )
14203 FINAMCE BM 32016 B 32018 Unuzed
14427 FINAMCE Mizi2Ne 11022018 Unuzed ’
14634 FINAMCE 323207 302327 Unuzed
14653 FIRE 527 41552017 Unused
14705 FINAMCE S5M 22017 SM 22017 Unused ’
14796 FINAMCE oemy 70207 Unuzed

293 O B/ 62005 61 62005 Unused

923 LIBRARY Br25/2009 Br2572008 Unuzed

924 O 6292009 6/29i2009 Unuzed
13015 SCHOOL 12iemy 12207 Unuzed ’
44287 SCHOOL 11042016 11042018 Unuzed
10782 SEUSER 122102010 1212010 Unused
11403 SEUSER 1052012 14302012 Unused ’
11024 DRy sHT20M SA 72011 Unuzed
10221 POLICE 202202009 12022/2009 Unuzed
10657 POLICE 8:242010 952472010 Unuzed
10928 POLICE 3MEL2011 IME2011 Unuzed
13611 POLICE THarzms TN3i2013 Unuzed '
Total  #Batches 23 ’

. Three buttons are available on
1.3 Modify Selected Batches the left side of the screen. The

[1 Steps] button will return the

= [AUC] 2295-M dify sel d Batches [th ] H
display to the steps menu. The
RS E me s SO @D

gl [2 Select All] button selects all

the batches for deletion. The
[3 Deselect All] button will

5 DeptCode 6 Trx Date 7 BiatchOwvner & Entry Owner Entry Date Batch Status
o [P5-Jun-2003 Unused I I h k k f h

o 5 T e remove all check marks from the
o 16-Jur 2008 Urused
LTERARY Ta-Hau-2008 12-May-2008 Drused sel co I umn.
LTERARY [o7-Apr-2008 lo7-Aer=2008 nused
2 Select Al SEROOL [04—Hov 2016 [04-Hov=2018 rused
SEHGOL [05-D=c-2017 [05-Tec-2017 Urused
3 Deselect Al FIFARCE [0-Ju1-20L7 [16-Jul-2017 Trused

FTRNANCE 12—Hay 2017 T2 Fa—2017 ] The Screen |S Sorted by default on

FIRE [P5Apr—2017 [05-For—2017 Trused

FINANCE [FHar—2017 [FF-Far—2017 Trused . H

T — e e = [4 Batch] number; click on the

[FINARCE [13-Jun-2016 |13-Jun-2016 Urused

FOLICE (5-Ji1-2015 [15-Jul-2015 Drused I h d b b

FINANCE }597.75#\*2015 IES*JaH*ZOlE Uruzed column header buttons above

FINANCE ~Sep=2014 [11-Sep=2014 Ursed .

i |Lioa REve nieed each column to sort by:
T 2014, [{7-Jan-201d rused

—Hec2013 [FT-Dec-2013 Truzed

fM:f?OiB 19—M:72013 u:i;a [5 DeptCOde]I [6 TrXDate]l

~Jen 2012 [05-Tar2012 Trused

Mag—2011 7 Mo —2011 Drused [7 Batchowner] or [8 Entry

—Har—2011 [T6-Har—2011 Drused !

—Dec-2010 [P1-Dec-2010 Urused

—5er—2010 [pa-Ser-2010 Drused Owner] .

LTERARY ~Hag-2010 [PO-H=1-2010 Drused

oA ~Apr—2010 [20-Fer—2010 Ursed

FOLICE [22-Dec—2008 [p2-Tec-200% Ursed

' The Entry Date, Entered Amt and
Batch Status columns are for
display only.

1.4 Edit List

Once selections are made, the next step will produce an edit list for review. The list is available in either
Print/Preview/PDF® or Excel® format. Filtering is available to limit the list to either All, Only Batches
Selected, or Batches not Selected.
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B Task 2296 Edit List
Edit List

Include @ Al O Only Batches selected O Batches not selected

Run as @ preview O Print  OPDF O Excel
If Printing use Duplex ®vyes O No
Lookup Cancel Clear All
|'.|_T.|' = |+ AP_RemoveUnusedBatches_Edit_THERESA[E]xml - Microsoft Excel
Hame Insert Fage Layout Formulas [rata Rewigu Wi
K15 - I
A B © ] E F G H
1 Batch Dept-Group Trx-Date Batch-Owner Entry-Owner Entry-Date Entered-Amt Batch-Status
2 |Batch Selected to be Removed
E]
4 Moz POLICE 1202272009 THERESA 1202252009 Unuzed
5 0405 Cod 4202010 THERESA 4/2002010 Unuzed
& f04ss LIBRARY 512002010  THERESA 12002010 Unuzed
7 fogsT POLICE 9/24/2010 THERESA gi24i2010 Unuzed
g Moraz SEUSER 122172010 THERESA 12i212ma Unuzed
gl
10 Total  #Bstches 5

11

Figure 1 Edit List showing only batches selected for removal

1.5 Remove Selected AP Batches

B Task 2297 Rernowve Selected AP Batches X

Remove Selected AP Batches

Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All

1.5.1 Report of Removed AP Batches

Qo

This step removes the batches and produces
a report of the batches that were removed.
The report includes the same columns as
those found on the modify selected batches
screen described in section 1.3.

The final step produces a report that is
available in either Print/Preview/PDF® or
Excel® format.

If any batches have been used between the time this step process was started and this step is run —
the batch will be flagged as not deleted and displayed as such on the posting report.

ZZ97-FMREF: APREMEATPET.FEFP Printed Z7-&ug-2015 at 14:53:00 by ANTHEA Page 1
Towm of Admins

Remove Zelected AP Batches
EBatch Dept Group Trx Date Batch Owner Original Owmer Entry Date Entered imt Batch Status
Batches Remowved
15042 FINANCE Z0-Feb-2015 LUANN LUANN Z0-Feb-2015 Tnused
9157 FINANCE 07-Apr-20058 MUPDEVZ MIPDEVE 07-4pr-2005 Tnused
9167 FINANCE 09-Apr-2008 STEVEN3ON STEVENSON 09-4pr-2005 Tnused
15061 FINANCE 09-May-2015 WENDY WEND'T 09-May-2015 Tnused
Total #Batches 4
Batches not Removed - now has vouchers associated
g702 Co& 06-Aug-2007 MUPDEV3 MIPDEV3S 06-ug-2007 Tnused
Total #Batches 1

The Remove Unused AP Batches steps menu will be reset and available for use.
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