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1. Introduction

The purpose of this product is to give the user the possibility to modify certain
fields in the posted purchase and sales documents. The fields that can be modified
will be descriptive fields, which can help users to describe the operation performed
deeper, change customer or vendor address data... Is not allowed to change fields
than could modify ledger entries, VAT entries, customer or vendor entries..., as well
as quantities and amounts or products invoiced or paid.

User will be able to change invoice or credit memo vendor no. and the posting
description in purchase transactions; and the external document no. and posting
description in sales transactions. Updating these fields will change ledger entries,
VAT entries, and customer/vendor ledger entries, but affecting only descriptive
fields and used in searches..

2. Setup

Several previous configurations are required for the proper operation of the
product.

A new field has been added in the user setup to indicate which user has
permissions to modify the posted documents. If the user does not have this field
checked, they will be shown an error when they try to access the modification
screen:

= User Setup | Work Date: 01/12/2021 " Saved 0 o=
O Search -+ New B Edit List il Delete  E@ Open in Excel Y =
Posted Docs. Allow Tire
Madify Posting Allow Regi..  Salespers./Pu.. Sales Resp. Ctr.  Purchase Resp.  She
UserID T Permission From Posting To Time Code Filter Ctr. Filter Ad
— NETZER : O I
To do that:
” " u "
1. In the “Tell me what you want to do” search for “User Setup”.
Tell me what you want to do S OX
= |
Go to Pages and Tasks
> User Setup Administration
>  Approval User Setup Administration
> Set Up Email Account Administration
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2. Select the user you want to give permission to edit posted documents and check
the field “Posted Docs. Edit Permission”.

User Setup | Work Date: 30/04/2020 " Saved N = /
O Search -+ New B Editlist  [i] Delete  Page Y =
Allow
Posted Docs. Posting Allow Regi... Business Line
UseriDT Y Edit Permission From Posting To Time Tasks  No.
NTZ_TEAM_MEMBER_SAAS O O _
— NZ_CONN_USERO1 : (] _

3. Changes in posted documents

The process of changing posted documents is very similar for all 4 cases (purchase
invoice and credit memo and sales invoice and credit memo).

A new option has been added in the posted document cards that will show the
user a screen to edit certain data.

The following data will be displayed on this screen:

* Inthe "Invoice / Credit Memo" tab, the document number and registration date
will be displayed, both data will not be editable
*  The “General” tab will show:

* Language code: this data may be interesting in case any customer has a
development that shows the texts on the invoice / credit memo printed in the
language indicated in the document

* Vendor / customer document no. and posting description: if user changes
either of these two data changes will also be done in vendor / customer entries,
ledger entries and VAT entries in external document no. and description
(sometimes, once the user has posted the document is needed to identify
clearly the entries and the description or external document no. is a way to do
that).

* In the "Lines" option you can change the description of the selected line. In
addition, comment lines can be added. These lines can be deleted, but never the
originals. This option may be interesting to add comment lines that will be
displayed on the printed invoice/credit memo.
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Lines Manage B4
= New Line  #X Delete Line =
- | ltem - 1936-5 BERLIN Chair

New comment line

* In the "Buy to / Sell to" tab you can change the name and address data of the
vendor or customer

Changes in posted purchase invoice:

Edit - Purchase Invoice Manual Update - 108014 - Wide World Importers

Invoice

Posting Date 01/12/2019

General

Language Code Vender Invoice No. 107014
Vendor Order No. Posting Description Invoice 107014

Manage

Description Deseription 2

BERLIN Chair

New comment line

Buy-from

Buy-from Vendor Name - | Wide World Importers Buy-from City San Sebastisn

Changes in posted purchase credit memo:
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Edit - Purchase Credit Memo Manual Update - 109001 - Fabrikam, Inc.

Credit Memo

Posting Date 01/12/2021

General

Language Code Posting Description Corrected Invoice 1001
Vendor Cr. Memo No. - -+ |2021_125

Manage

Type No. Description
G/L Account HGDUUD(N Incorrect invoice

Buy-from

Buy-from Vendor Name - | Fabrikam, Inc. Buy-from City

Changes in posted sales invoice:

Edit - Sales Invoice Manual Update - 103187 - School of Fine Art

Invoice

Posting Date

General

Language Code Work Description Change work description

S
Posting Description Invoice 102187

Manage

Description

SEQUL Guest Chair, red

New comment line

Changes in posted sales credit memo:
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ya—t

& Posted Sales Credit Memo | Work Date: 01/12/2021 Tl
1040083 - Trey Research Edit - Sales Credit Memo Manual Update - 104003 - Trey Research 7 X
Process | Credit Memo | Navigate  Print/Send | Credit Memo
[3 statistics & Dimensions | B2 Update Posted Credit M
No. 104003 Posting Date 01/12/2021
General
General
No. 104003
B D ........c... Work Desition
Contact Isabelina Castan External Document No. - - [ REC_134
Ry B 01/12/2021 Posting Description Credit Memo 1003
Lines Manage  More options Lines Manage B2
Cro
Type No. ﬁe Type No. Description Description 2
B R > G/L Account i 7000001 Incorrect invoice
Invoice Discount Amount Excl. VAT
Total Excl. VAT (EUR)
Sell-to
Invoice Details >
!

4, Some examples

Now, let us make some examples. First, we are going to make a purchase invoice
and edit some fields in the posted invoice. Then, will make a sales invoice and edit
some fields in the posted sales invoice.

1. In the “Tell me what you want to do” search for “Purchase Invoice”.

Tell me what you want to do s X

Purchase Invoice|

On current page (Business Manager)

5l Purchase Invoice
Create a purchase invoice to mirror a sales document sent by a vendor.

dlasks Show all (4)

» Purchase Invoices Lists

2. In the purchase invoice list click “New” to create a new invoice.
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Purchase Invoices | Work Date:

31/12/2021

p Search Manage Invoice Posting Release Navigate [t} Open in Excel

107210

107211

107219

Buy-from Vendor No.
10000
20000
30000

10000

Buy-from Vendor Name
Fabrikam, Inc.

First Up Consultants
Graphic Design Institute

Fabrikam, Inc.

More options

Vendor Invoice No. Lacation Code Assigned User ID
107209
107210

107211

3. Create the purchase invoice header with the following information:

Field No.

Value

Vendor No.

40000 (user can inform this value
directly in “Wendor Name” field)

Posting Date

31/12/2021

Vendor Invoice No.

INV_2021_122

Purchase Invoice | Work Date: 31/12/2021

107230 - Wide World Importers

Invoice Posting Request Approval

General

Incoming Document Release Navigate Actions Related

@ + w

Fewer options

Contac fmoel Teeds Vendor voic No. 2021122
Posting Date 31/12/2021 ] Status Open
4. Create a line with the following information:
Field No. Value
Type G/L Account
No. 6000001
Description/Comment General purchases
Quantity 1
Direct Unit Cost Excl. VAT 360
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Purchase Invoice | Work Date: 31/12/2021 + T

107230 - Wide World Importers

Invoice  Posting  Request Approval  Incoming Document  Release  Navigate Actions  Related  Fewer options
General Show mare
Vendor Name ‘W\de World Importers ‘ Due Date ‘30/01/2022 i ‘
Contact ‘Ismae\ Tejeda ‘ Vender Invoice No. ‘INV_2021_122 ‘
Posting Date ‘31/12/2021 = ‘ Status Open
Lines Manage  More options =]
Unit of Direct Unit Cost Line Amount

Type No. Description/Comment Location Code Quantity  Measure Code Excl. VAT  Line Discount % Excl. VAT Qty. to Assign
= G/L Account 2 6000001 General purchases 1 360,00 360,00 0
“ »
Subtotal Excl. VAT (EUR) 360,00 Total Excl. VAT (EUR) 360,00
Inv. Discount Amount (EUR) ‘ DJDO‘ Total VAT (EUR) 75,60
Invoice Discount % ‘ O‘ Total Incl. VAT (EUR) 435,60

5. Now, let us post the invoice selecting “Posting - Post”.

= Purchase Invoice | Work Date: 31/12/2021

107230 - Wide World Importers

Invoice Posting Request Approval Incoming Document Release Navigate Actions Related Fewer opti

@T Post f:ﬁ Post and Print E Preview Posting @T Post and New...

Finalize the document or journal by posting the amounts and quantities to the related accounts in your company books. (F8)

Vendor Name |Wide World Importers Due Date

6. Click “Yes" in the next window.

® Do you want to post the invoice?

‘ Yes ‘ ‘ Mo ‘

7. In the next window click “Yes” to open the posted invoice.

The invoice is posted as number 108228 and moved to the
Posted Purchase Inveoices window.

Do you want to open the posted invoice?
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8. Now, let us edit some fields in the posted invoice. Select “Invoice 0 Update
Posted Invoice”.

Posted Purchase Invoice | Work Date: 31/12/2021 + |

108228 - Wide World Importers

Procass Correct Invoice Print/5end Mavigats | Actions Related Fewer options
Statistics &5 Dimensions B4 Update Posted Invoice [G, Find entries... 0 Attachments & Comments &3 Approvals

| Update some fields in the posted invoice |

9. If the user performing the operation does not have permissions to edit posted
documents the following error message will be shown.

@ User has not got permission to perform this operation

10. With the corresponding permissions a page like this will be shown to user.
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Edit - Purchase Invoice Manual Update - 108228 - Wide World Importers 7 X
Invoice

No. 108228 Posting Date 31/12/2021

General

Language Code | v | Wendor Invoice No. | INV_2021_122 |

Vendeor Order No. |

Lines Manage

Type No.

-2 G/L Account 6000001

Buy-from

Description

General purchases

| Posting Description

| Invoice 107230 |

Description 2

Buy-from Vendor Name

Wide World Importers

Buy-from City

San Sebastidn |

Close

11. Now, we are going to change some fields an add a new line.

Field No. Old value New value
Vendor Order No. ORD_2021_655
Vendor Invoice No. INV_2021_122 INV_2021_125

Posting Description

Invoice 107030

Office supplies invoice
DIC

We can also create a new line only with description - Office supplies invoice
corresponding to December month

To create a new line, select “Manage > New Line".
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Lines Manage

=" New Line =X Delete Line

s

Edit - Purchase Invoice Manual Update - 108228 - Wide World Importers 7 X

Invoice

No. 108228 Posting Date 31/12/2021

General

Language Code | o | Vendor Invoice No. | INV_2021_125 |

Vendor Order No. | ORD_2021_655 | Posting Description | Office supplies invoice DIC |

Lines Manage B4
Type Mao. Description Description 2

Office supplies invoice corresponding to December ...

— G/L Account * 6000001 General purchases
Buy-from
Buy-from Vendor Name Wide World Importers Buy-from City San Sebastian |

Close

12. Click “Close” to close the edit window and check the invoice.

13. Now, in the posted invoice, user can check how some fields have been edited.
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Address Aviator Way, 3000

Order No.

Address 2 Manchester Business Park Vendor Invoice No. INV_2021_125

City San Sebastidn Vendor Order No. ‘ORD_2021_655

Post Code 20001 Pre-Assigned No. 107230

Country/Region ES No. Printed 0
Contact No. 0000017 Order Address Code

Phone Ne.

Purchaser Code

Mobile Phone No. Responsibility Center

Email wide.world.importers@contoso.com Cancelled No

Contact Ismael Tejeda Corrective e

Posting Date 31/12/2021

Lines ‘ Manage  Line  Fewer options E2
Unit of Direct Unit Cost Line Amount

o I Descripion Quantig 1 o Eual AT UoiiPace(ICY)  Line Discount % Excl. VAT  Job No.
‘Comment Office supplies invoice corresp... 0,p0

— G/L Account + 6000001 General purchases 1 360,00 0,00 360,00

14. Now, user can navigate to some entries related to the invoice and check how
changes in “Vendor Invoice No.” and “Posting Description” have affected these
entries. For this select “Invoice = Find Entries”.

Posted Purchase Invoice | Work Date: 31/12/2021 @ Ee i
108228 - Wide World Importers

Process  Cormrect  Invoice Print/Send Navigate ‘ Actions Related Fewer options
Statistics & Dimensions B8 Update Posted Invoice [, Find entries... I Attachments & Comments &3 Approvals

Find entries and documents that exist for the document number and posting date on the selected document. (Formerly this action was named

Post Code 20001 Navigate.) (Shift=Ctrl=l)

15. Click on the number (“No. of entries”) in the “G/L Entry” line.

= Find entries | Work Date: 31/12/2021 " Saved [:] |
Document
Document No. |108228 ‘ Posting Date 31/12/21 |
Bill No. | ‘
@ Show Related Entries i Find ED! Print... ‘ More options Y
Related Entries Mo. of Entries
Posted Purchase Invoice 1
= G/L Entry = 7

VAT Entry

Open record "7"

L

Vimmedmr | nrdmae Emtee

16. In the General Ledger Entries list see how “Description” and “External
Document No.” fields have changed. Now, in “Description” field user has a more
significant description of the entry and this will make easier to look for specific
invoices or entries in general.
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6000001 Compras nacional | Work Date: 31/12/2021

General Ledger Entries | O Search [BF Edit Lst

Posting Date Document
v Type Document Mo,

/122021 P Inwoice 108228
3111272021 Iovoice 108228
317122021 Inwoice 108228
311272021 108228
3111272021 Bil 108228
31/12/2021 Bil 108228
311272021 Bil 108228
€ Find entries | Work Date:

Document

Document No.

Bill No.

B. Show Related Entries

Process  Enty £ Openin Excel More options
G Account en. Fostng G Bus. Gen Prod. Bl Account Bal. Account
Bl Ko N Description e Posing Group  Posting Grovs  DebitAmount  Credit Amount  Type o Bty o T
6000001 Office supphes invoice DIC burchase  NAC MERCADERIA 36000 G/l Account 3483
4720001 Office supplies invoice DIC 7560 L Account 3434
4000001 Office supplies invoice DIC 43560  G/L Account 3485
4000001 Transter of Invoice 108228 into b... 43560 GAL Account 3436
1 4010001 8ill 108228/1 23958 G/l Account 3487
2 4010001 8ill 10822812 13068 Gfl Account 3488
3 4010001 8ill 108228/3 6534 G/l Account 3439
31/12/2021 ' Saved 0o /2
|‘I(}8228 | Posting Date 31/12/21 ‘
) = .
#% Find ¥ Print... | More options e

Related Entries

Posted Purchase Invoice
G/L Entry

VAT Entry

Vendor Ledger Entry

Cartera Doc.

o

i)
v

Externsl Document No.
INV_2021.125
INV_2021_125
INV_2021.125
INV_2021_122
INV_2021_122
INV_2021_122
INV_2021_122

No. of Entries

3 | Open record "5"

18. See how “External Document No.” and “Description” fields have been updated.

Vendor Ledger Entries | Work Date: 31/12/2021

0 Search [EEEditlist Process Line  Entry @8 Open in Excel More options

Pasting Date Autodocu... Document Document Document.
h 4 No. Type Document No. Bill No. Situation Status. External Document No. Vendor No.

= 31/12/2021 Bill 108228 3 Cartera Open INV_2021_125 40000
31/12/2021 Bl 108228 2 Cartera Open INV_2021_125 40000
31/12/2021 il 108228 1 Cantera Open INV_2021_125 40000
31/12/2021 108228 INV_2021_125 40000
31/12/2021 Invoice 108228 INV_2021_125 40000

Description

Office supplies invoice DIC
Office supplies invoice DIC
Office supplies invoice DIC
Office supplies invoice DIC

Office supplies invoice DIC

Area Tamafio cliente  Origen

Now, let us do the same but with a sales invoice.

1. In the “Tell me what you want to do” search for “Sales Invoice”.

Tell me what you want

to do

e

X

‘ Sales Irwoice|

On current page (Bus

ﬁ

Sales Invoice

iness Manager)

Create a new invoice for the sales of items or services. Invoice quantities cannot be post...

ﬁ

Purchase Invoice

Create a purchase invoice to mirror 2 sales document sent by a vendor.

Register Customer Payments

Process your customer payments by matching amounts received on your bank account ...

Go to Pages and Tasks

Show all (&)

> Sales Invoices Lists
% Job Create Sales Invoice Tasks
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2. In the sales invoice list click “New" to create a new invoice.

Sales Invoices | Work Date: 31/12/2021

L Search -+ New Manage Relzase

Create a new entry.

Invoice Mavigate X} Open in Excel

More options

External
Sell-to Document
MNo. T Customer No. Sell-to Customer Name Mo. Sell-to Contact Postir
102199 : 10000 Adatum Corporation Daniel Almaraz 04/0
102200 10000 Adatum Corporation Daniel Almaraz 01/0
3. Create the sales invoice header with the following information:
Field No. Value
Customer No. 20000 (user can inform this value
directly in “Customer Name” field)
Posting Date 31/12/2021
102236 - Trey Research 7
General
14/0172022 B
4. Create a line with the following information:
Field No. Value
Type G/L Account
No. 7000001
Description General sales
Quantity 1
Unit Price Excl. VAT 1250
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Sales Invoice | Werk Date: 31/12/2021 (7) +

@- )  Saved =1
102237 - Trey Research
Posting  Prepare  Inwoice  Release  Request Approval  Navigate Actions  Related  Fewer options
General mart
Customer Name Trey Research Due Date 14/01/2022 @
Contact Isabelina Castaneda e Status Open
Fosting Date 3141272021 o] Pasting No.
Lines Manage  More options =
UrtorMesre Unt Pice B e ot Bt P —
e e P Locaion Code sty ot S E—. i Qo hasn Cote o
G/L Account it 7000001 General sales 1 125000 1.250,00 1]
~ G/L Account * * .
Subtotal Excl. VAT (EUR) 1.250.00 Total Excl. VAT (EUR) 1.250.00
Inw. Discount Amount Excl. VAT (EUR) 0.00 Total VAT (EUR) 262.50
Invoice Discount % [I. Total Incl. VAT (EUR) 151250
N N N u N n
5. Now, let us post the invoice selecting “Posting - Post”.
Sales Invoice | Work Date: 31/12/2021
Posting Prepare Invoice Releaze Request Approval Mavigate Actions Related Fewer optic

@T Post @T Post and Mew... ¥ Post and Send... @ Preview Posting

Finalize the document or journal by posting the amounts and guantities to the related accounts in your company books. (F9)

Tiartarnar Mama | Trewe Dacanrch

6. Click “Yes" in the next window.

® Do you want to post the invoice?

‘ Yes ‘ ‘ Mo ‘

7. In the next window click “Yes” to open the posted invoice.

The invoice is posted as number 103231 and moved to the
Posted Sales Invoices window.

Do you want to open the posted invoice?

8. Now, let us edit some fields in the posted invoice. Select “Invoice 0 Update
Posted Invoice”.
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Posted Sales Invoice | Work Date: 31/12/2021

103231 - Trey Research

Process Invoice Correct Print/Send MNavigate Actions Related Fewer options

@ Statistics & Dimensions @_, Update Posted Invoice '550_. Change Payment Service r@. Find er
P g Y

| Update some fields in the posted invoice |

General

9. If the user performing the operation does not have permissions to edit posted
documents the following error message will be shown.

@ User has not got permission to perform this operation

Edit - Sales Invoice Manual Update - 103232 - Trey Research 7 X
Invoice

No. 103232 Posting Date 31/12/2021

General

Language Code ‘ 4 ‘ Work Description

External Document No. | |

Posting Description | Invoice 102237 |
Lines Manage B4
Type No. Description Description 2
- G/L Account : 7000001 General sales

11. Now, we are going to change some fields an update the line.
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Field No.

Old value

New value

Posting Description

Invoice 102237

Sales for Christmas event

Work Description

All this stuff must be sent
to the as soon as
possible.

Description (line)

General sales

General sales for
Christmas event

Edit - Sales Invoice Manual Update - 103232 - Trey Research 7 X
Invoice

No. 103232 Posting Date 31/12/2021

General

Language Code ‘

s ‘ Work Description

External Document No. ‘

Posting Description

‘Sales for Christmas event ‘

Lines Manage

Type

— | G/L Account 1 7000001

Description

General sales for Christmas event

All this stuff must be sent to the
as soon as possible.

Description 2

12. Click “Close” to close the edit window and check the invoice.

13. Now, in the posted invoice, user can check how some fields have been edited.
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103232 - Trey Research

Process Invoice Correct Print/Send Navigate Actions Related Fewer options

Statistics > Dimensions B3 Update Posted Invoice 52 Change Payment Service [, Find entries.. & G %3 App (] s
Phone No. Corrective No
Mabile Phone No. Closed @
Email trey.research@contoso.com Work Description
Contact |sabelina Castanada All this stuff must be sent to the as soon as possible.
Your Reference
Document Date 31/12/2021
Posting Date 31/12/2021

Lines Manage Line  Fewer options =)

Unit of Unit Price Excl. Line Amount
Type No. Description Quantity  Measure Code VAT  Line Discount % Exel. VAT  Deferral Coc

— G/L Account : 7000001 General sales for Christmas event 1 1.250,00 1.250,00

14. Now, user can navigate to some entries related to the invoice and check how
changes in “Posting Description” has affected these entries. For this select “Invoice
- Find Entries”.

Fosted Sales Invoice | Work Date: 31/12/2021 + il

103232 - Trey Research

Process  Invoice  Comect  Print/Send  Navigate Actions  Related  Fewer options

[} Statistics & Dimensions B3 Update Posted Invoice 8 Change Payment Service [ Find entries.. & Comments &% Approvals [ Attachments

Phone No. { Find entries and documents that exist for the dacument number and posting date on the selected document. (Formerly this action was named
Navigate) (Shifts Ctrl«l}

Mnbiln Dhnnn Kin

15. Click on the number (“No. of entries”) in the “G/L Entry” line.

« Find entries | Work Date: 31/12/2021 " Saved 0o/

Document

Document No. | 103232 ‘ Posting Date 31/12/21 |

Bill No. | ‘

B, Show Related Entries # Find ¥ Print... | Maore options Y
Related Entries No. of Entries
Posted Sales Invoice 1

- G/L Entry : 3
VAT ntry 1
Cust. Ledger Entry 1

16. In the General Ledger Entries list see how “Description” field has changed. Now,
in “Description” field user has a more significant description on the entry and this
will make easier to look for specific invoices or entries in general.

7000001 Ventas mercad. nacionales | Work Date: 31/12/2021

General Ledger Entries | O Search EREditlist  Process Eny [ Open in Excel More options
Pasting Date Document G/L Account Gen. Posting  Gen. Bus. Gen. Prod. Bal. Account  Bal. Account
R4 ype Document No.  Bill No. o. Description Type Posting Group  Posting Group Debit Amount  CreditAmount  Type No.
= 317122021} Invoice 103232 7000001 Sales for Christmas event Sale NAC MERCADERIA 1250,00  G/L Account
31/12/2021 Invoice 103232 4770001 Sales for Christmas event 26250  G/L Account
31/12/2021 Invoice 103232 4300001 Sales for Christmas event 1.512.50 G/L Account
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17. In the customer ledger entries happen the same. In the “Find entries” page,
click on the number (“No. of entries”) in “Cust. Ledger Entry” line.

<« Find entries | Work Date: 31/12/2021 " Saved 0o/

Document

Document No. | 103232 | Posting Date 31/12/21 ‘

Bill No. | |

B. Show Related Entries # Find ¥ Print... ‘ More options Y
Related Entries No. of Entries
Posted Sales Invoice 1
G/L Entry 3
VAT Entry 1

=2 Cust. Ledger Entry 1

Detailed Cust. Ledg. Entry

Open record "1"

S| =

18. See how “Description” field has been updated.

Customer Ledger Entries | Work Date: 31/12/2021

/O Search B Edit List Process Line Entry Navigate HE Open in Excel More options
Posting Date Document Document Document
Type Document No. Bill No. Situation Status Customer No. Description Area Tamafio cliente  Origen
> 31/12/2021 ¢ Invoice 103232 20000 Sales for Christmas event
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