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Open the Transaction Entry window:  

  

Once the “Transaction Entry” is open, select the “Correct” button:  

  

Select “General”

 

Select “Correct”
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Open the “Correct Journal Entry” window is open, select the items shown below:  

   

Once the above selections have been completed, select the “OK” button:  

  

Select the desired 
“Action”. 

Enter or Select the desired 
Journal Entry number. 

Select the “OK” button. 
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Confirm this is the correct JE and select the “Post” button: 
WARNING: Careful not to backout a JE that originates in another module.  If the JE originated 
from a module other than the General Ledger, then the transaction should be voided within the 
originating module and not within the General Ledger.  

 

Select the “Post” button. 

Notice the GP generated 
“Reference” includes the 
original JE number and 
the info that this new JE 
is backing out the 
original JE transaction. 


