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Deleting a Journal 

This Addy Note explains how to delete a journal.   

Step Action 

1.  Navigate to Main Menu > General Ledger > Journals > Journal Entry > 
Create/Update Journal Entries. 

2.  Click the Find an Existing Value tab. 
 
 

3.  Enter the Journal ID or any other information in the fields to narrow the scope of your 
search.  

 
 

4.  Click Search. 
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Step Action 

5.  Select the journal from the search results. 
 
 
 
 
 
 
 
 
 

6.  Click the Lines tab. 
 
 

7.  Click the Process down arrow.  
 
 

8.  Select Delete Journal. 
 
 

9.  Click the Process button. 
 
 



 

Addy Note_ Deleting a Journal  Page 3 of 3 
7/31/2018 

Step Action 

10.  A confirmation displays asking if you want to delete the journal.  Click Yes. 
 
 

11.  A confirmation displays confirming the journal is deleted.  Click OK. 
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