
 

 

How to . . . 

Remove Un-posted Journals 

Purpose To locate transactions to a vendor that you wish to reallocate.   

 

 

 

Go to the Show Vendor Invoices Window 

 

 

 

 

 

 



 

In this window, search for the vendor who the invoice you are trying to reallocate belongs . . .   

If you type the vendor number into the search field, it will show all invoices belonging to this vendor.  

Locate the correct one.    

 Be sure to note the transaction number so we can reference this in the Project Reallocation window.    

On the right part of this window, you can see all detailed info related to the invoice you have selected in 

the search.      

 

 

 

 

 

 

 

 

 



 

 

Navigate to Menu > Project Cost > Registration > Job Reallocation 

 

In this screen, do a search.  While in the search, click on the Advanced tab then locate and choose the 

field Transaction No. 

 

 

 



 

 

In this field you can enter the transaction number you noted while in the Show Vendor Invoices 

window.  The invoice you wish to reallocate should now appear and you can select it.  Now you should 

follow the steps outlined in the How To for Reallocating a project entry.   

 


