Unposted Processes


	UNPOSTED DOCUMENTS




All transactions, be it creditor invoices processed, tax invoices raised, or whatever, must be posted and ideally, should be posted daily.
There may be many reasons why you have not posted something – usually someone else is posting and you think you’ll get back to it, but get caught up elsewhere.

You can determine if any processes have not been posted by using the various unPost processes in a number of the Modules.  The unPost process if found in the ‘Other Functions’ menu of each module. 
 You will find the unPost process within the General Ledger, Order Entry, Purchase Orders, Job Costing, Accounts Receivable, Accounts Payable, Payroll, Bank Reconciliation and Inventory modules.
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Figure 1: Accounts Receivable unPost process
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[This process lsts to the screen details of |
transactions within the Accounts Payable system
that have yet to be posted. Details of each type of]

|unposted transaction will be displayed on the

|screen.

“This process lists to the screen detais of transactions within the Accounts Payable system that have yet o be posted. Detais of each type of unposted transaction will be displyed on the screen.




Figure 2: Accounts Payable unPost process
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Figure 3: General Ledger unPost process
 
              PAGE 2 OF 2

