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Journal

Audience / Role Common Finance Operations Lead

Description This job aid provides instructions to unpost an accounting journal.

Before You Start Find a non-operational in “Posted” status journal to unpost.

Unpost/Reverse Accounting Journal

1 From a journal, navigate to the Related Actions button and select Journal, then select Unpost.
2 Under Unpost Journal, review the created journal to unpost.
3 Select Submit.

What Happens Next?

Once approved by the finance executive, the unposted journal is in status “Unpost”. This journal will no longer

appear in the delivered Trial Balance. This is helpful if confidential or sensitive information was accidently included on

the journal.

Related Reports

Find Journals




