
Below is the SOP for dele�ng PO-AP Interface records (the records used for matching that make up the 
sub ledger for the PO Accrual account). 
 
The PO Receipts Not Billed report (Payables  Accounts Payable Reports  Accounts Payable Reports 
(Cont)) prints a summary by major/minor at the end.  You can get it to give you the amounts for just the 
Pos you are going to delete by adjus�ng the filters in some cases (for example, filter to only show the 
conversion vendor, as of 3/31 to get the amounts for all conversion Pos open on 3/31.  Sub-total those 
by major and you’ll know which accounts to hit.  For smaller rounds of dele�on like one or two Pos, you 
can probably calculate just by looking at the line detail. 
 

 
 



 
 
Payables  Accounts Payable Menu (Cont)  Delete PO AP Interface Records. 
 
Because PO Number and Receiver Number both have to be entered correctly to pull up the records, it is 
generally easier to retrieve them by using the query buton on the Purchase Order Number field. 
 
Once selected, the PO Inquiry and Match butons can be used to see the details of the PO, both what 
was received, and what was billed (if any.)  Enter the GL Offset Account (recommend 21002, then doing 
GJ to hit the correct adjustment accounts), then the Pos�ng Date (F5=today), enter again takes you to 
Delete buton, enter again to Delete.  Answer Yes to Confirma�on.  The PO is added to the listbox of 
deleted but not updated Pos.  At this point the records are removed from the Sub-ledger, but not the 
G/L.  Complete steps again for each PO to be deleted.  The user can leave the screen and come back to 
keep adding to the list.  The update should be done before the EOD so that balancing reports are not 
adversely affected. 
 
To Update the GL, click the GL Update buton at the top.  Yes to confirm. 
 
The user will get a GL pos�ng report with the ac�vity. 
 
Enter the GJ to distribute the amounts to the different item’s adjustment accounts using the same 
pos�ng date as the dele�ons. 
 


