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Macola Received Not Invoiced Report
1/03/05
Procedure:  How to remove quantities and values that were paid directly instead of matched with purchase orders, WITHOUT CLOSING THE ENTIRE PURCHASE ORDER.
1. If all line items on the PO have been received and paid for, close the entire PO by changing the header status to “C”.  You will probably need to make a correcting journal entry to relieve the receiving accrual account. 
2. If only certain line numbers on the PO need to be canceled due to direct payment without matching the line to a purchase order, enter the PO number and locate the line number(s) to cancel.
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3. Change the Qty Order to zero “0”.  Press Tab.  Click “Yes” to question below.
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4. Click “No” to question below.
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5. Click OK.
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6. Repeat for all line items paid directly without matching to a purchase order number.

7. Print purchase order to file.

8. Re-run received not invoiced report.  Quantity and value not invoiced should be correct.

9. NOTE:  If a partial quantity of a line item has been received and paid for and you expect to receive an additional quantity for that line item, you will still need to cancel the line item as described above.  In addition, enter a new line to the purchase order to represent the additional quantity you are still expecting to receive for the item canceled.
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