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Edit a Transaction
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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:

—_

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. Ifthere 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

Filters | Columns | Group/Sort | General

m,ml e - Date Selection [This Monih ~] Frem [02/01/2010 To [02/28/2010 [
Search Selections Format Definition Summary
Ttem Selected Criteria e ERAE

Entry Saeen <all> ~

=) Transaction Date | Transaction Number | Entry Sereen | First Name, Last Name 1 Total+]

Transaction Name <all>
Line Detai Account | <All>
Transaction Number | <All>

2/1/2010 Accrued Interest
2/2/2010 007160 Paymerts Steven King
2/2/2010 007161 Paymerts Jeremy King
2/2/2010 007162 Paymerts Tim King =
2/2/2010 007163 Paymerts Ed King
2742010 Receipts Pioneer Hi-Bred
2/4/2010 007164 Paymerts Area Ag Center
2/4/2010 007166 Paymerts Upper Midwest Telecom
2 2/4/2010 007167 Paymertts 4 Nichols
10 | 2/7/2010 007168 Payments Kevin Malloy
1| 2m/2010 007169 Paymenis Jehnson Auto Parts
1z 2/8/2010 Receipts Commaodity Credit Corpor:
13 | 202010 Receipts Commodity Credit Corpor,
14 | 2102000 Vendor Invoices(A/P) Hadiey Hardware
15 | zriz010 General Joumal Ertries RM Ricldes LLC Futures
16 | z2m1/2010 Receipts Cargill Com Ingredistns
17 2/11/2010 Receipts Commaodity Credit Corpor:
18 2/11/2010 \Veendor Invoices(A/P) Area Ag Center
19 | zrzz010 007170 Paymertts RM Rickles LLC Futures
20 | 2ne2010 Wendor Invoices(A/P}  Ken's Auto Repair
21 | 2re/2010 Vendor Invoices{A/P}  Kan's Auto Repair
22 | 27872010 Vendor Invoices(A/P) Midiand Fuels
23 | 2772010 Vendar Invoices(A/P) CAW Disposal Service
24 | 213200 Wendor Invoices(A/F) | Area Ag Center

Tl ]
[ Pimt [v][ Bwot ][ Edt | [Options -] Close (7}

Transaction Status | Posted
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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.

Option B - Void an Open Invoice Using Transaction Search

1. 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.

Red Wing Software « support@redwingsoftware.com « www.redwingsoftware.com « 800-732-9464 Page 1 of 3

This documentation is for informational purposes only. For specific accounting guidance, please contact your accountant. Last Updated 2/9/2023



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

4. Ifthere 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.
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Company |CenterPoint Farms [E2) Current Batch |
Vendor |Cingular Wirelsss @ Credit Card Balance
Vendor Address | Business Address [Bx] Reference #
P.O. Box 9837 Date 2252011 (B
O\ ;
AP Accourt [Pletnum s i 0yicinat invcice vse[EEEL [E] 12/21/2011
OnHold | VedmoicaDais] [ puoijioss X
Morei Invoice R Notation
g
Mot | e
Line2| | Avsilable Temms Discount 20,00 [] Override
[ | | T | (G ] @

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

Note: The Void button is active only if there are no payments applied to the invoice.

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.

Note: The interactive view option allows you to drill-down to original transactions from reports. If you click on the
transaction and it does not automatically display, then you are not using the Interactive view. From the report preview

screen, simply click on the View drop-down box and choose Interactive. Then, click on the transaction in the report
again to display the original transaction.
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& Payrents
Company Alping Sports Cunent Batch Mo Batch
Bank Account Cash in Bank - Checking Cunent Balance|  $2,090,020.79
Pay To The Order DI |Pro Cast Supplies ;l Sequence Payments
Pay To The Order Of Address |Business Address Cherk Number 000011 (@]
194 Fisherman Way Date|02/04{2010
Suite 512 Amount 4500
Riedfwing. MN 55065
Mo Line 1 Line 2
Apply To Clpen Irvoicss $4,378.00
Aot ice / et # Amount
2| 501 Expenss | Bl % 5.00 | [BEta)
' ! 11 | Detal ]
| m | ’
™ Piin this cheel? <2 Totdl $5.00
[ sswe || Cear || Becal || Recuring | [ Options ~ (7}

4. Make any needed corrections and click Save.
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