How to Reverse an Invoice in Banner using the form TFADETL

Before getting started make sure you have on hand the client ID and original invoice number.

1. Login to Banner and click in the Go To... field.

2. Type TFADETL in the Go To... field and press the Enter key on your keyboard.

3. Click on the Exit icon (black x), to bring you back to the main form
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Click on the Exit icon (black X). This will bring

you to the main screen of the TFADETL form.
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4. Enter the Client ID number in the ID field and press Ctrl + Page Down key.
5. You will need to do a search for the original invoice number, in order to get

the invoice details such as amount, purchase order and sales reference number.

6. To do the search click on Enter Query or F7 on your keyboard.
7. Click in the Invoice number field.

8. Type the original invoice number.

EIGCEIGVG -8 Feed/Cashier Cross Ref

Effective: @ Imwolce

Transaction: @ Number

Bill: S4950745|
- .

NDue:

ce
Type the original Invoice Number. |G

b

9. Click on Execute Query or F8 on your keyboard.

10. The invoice details and all related sequences will display.
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11. Click on the Insert Record icon to enter the reversal sequence.

Gile Edit Options Block Item Record Query Tools Help

N0 HEEE $T DBE QS REI DD

N reyez| Click on the Insert Record icon.

User: |MANANI
OOETGESEWIEE N Deposits  Memos

12. Enter the Detail code in the Detail code field.

Balance: 100NN Toasek- v [l

Source: ﬁ Enter the Detail Code in the Detail code field.

Detail Code: [_ French Course Revenue Pay Num:
Address Type: E[_ Sequence: ’_D Doc Num:

Units: ‘ Trans Paid:
Rate: | Trans Num:

13. Click in the Amount field and enter the amount of the original invoice as a negative.

14. Copy and paste the PO# (if applicable) from the original invoice to the reversed invoice sequence.

Credit Limit: |
Holds: [ ] [+

Copy and paste the PO # (if applicable) from the
original invoice to the reversed invoice sequence.

DEEINT =0 Feed/Cashier

Pay Num: |1457a5Highlight Box Effective:  |23-1aN-2020 £
Doc Num:  FEB2020 Transaction: |23-JAN-2020 £

Trans Paid: [7 Bill:

15. Copy and paste the Doc Num field (if applicable) from the original invoice to the reversed invoice
sequence.

16. Repeat the same steps for the Invoice number field.
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17. Type Next in the Invoice Number field and press the Enter key to generate the invoice number for
the reversal.

18. Click on the Save Icon, the diskette.

File Edit Options Block Item Record Query Tools Help

(BAD AEEE 5% BEHE &

Click on the Save icon (diskette).

User: |MANANI

19. Click on the Text icon to enter the details for the reversed invoice.

Pay Num:  |145785 ‘ Effective:
Doc Num: |FEB2020 Transaction:

Trans Paid: [_ Click on the Text icon to enter the
Trans Num: | [RAGCISRRUEREIEEEITS

Receipt: [_ | Statement:
‘ Entry:

Text: O

20. Describe the reason for the reversal. Include the original invoice #, client name etc. The details
will be printed on the invoice.

21. Once done click on Return to return to the main screen.

-
Click on Return to return to ‘
the main screen. | |

i  Return
22.Y will appear in the Text field. This indicates that the details for the reversed invoice is now saved.

23. To review the details of the reversed invoice, click on the Rollback icon.

‘& ”’*l Edalﬁi@l@@

Deposits Memos

To review the details of the reversed

invoice, click on the Rollback icon.

o __________
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24. Press Ctrl + Page Down on your keyboard.

To complete the invoice, you must match the original sequences with the reversed
sequences.

25. From the original invoice sequence copy the Trans Num.

From the original invoice sequence,

Detail Code:  [JER |*|French Course Revenve  Pay Num: |- copy the Trans Num. 233AN-2020
Address Type: EB Sequence: EE Doc Num: ﬁ 23-JAN-2020 E

Units: Trans Paid: [ Bill:
Rate: Trand Wlight Box 37 Due:

Amount: 100.00 Receipt: v Statement:
Balance: 100.00 Text: 2= Entry: 23-JAN-2020
Source: [

26. Paste the Trans Num to the Trans Paid field of the reversed invoice.

Detail Code: [KOOI ENFrench Course Revenue  Pay Num: fusns— Effective: ’m@
Address Type: [;E] Sequence: [_53] Doc Num: M Transaction: ’M@

Units: ’— Trandfighight W 5 Bill: ’— ]
Rate: Trans Num: [—40 Due:

Assownt: -100.00 CESEII And paste it in the Trans Paid field |

Balance: -100.00 Text: v IO of the reversed invoice. -JAN-2020 y
Source: fr (=l t o

27. From the reversed invoice sequence, copy the Trans Num.

Detail Code: [ []rench Course Revenue ~ Pay Num: | RS T PROVR g P [z3aav-2020 ()
Address Type: [s1 [*] Sequence: | 5(*]  DocNum: |ECSIUEICRGVARUCRICIERTNN: [23-1a8-2020 [
Units: Trans Paid: l Bill:
Rate: Transifigft Box 4o Due:
Amount: -100.00 Receipt: | |7 Statement:

Balance: -100.00 Tet: Y [B Entry: 23-JAN-2020
Source: [

28. Paste it in the Trans Paid field of the original invoice.

1
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And paste it in the Trans Paid field

Detail Code: of the onginal invoice.

Address Type: EB Sequence: | 57| UOC NUNE. |FEBZL J
Units: | TransH¥aiiight Box

Rate: | Trans Num: | 37

Amount: | 100.00 Receipt: | E|
Balance: | 100.00 Text: |Y_ B

Source: F B

29. Click on the Save icon, the diskette.

If you need to reverse an invoice with taxes, please repeat step 11 to 29 for both GST and
QST sequences.

30. To finalize you must apply all transactions. Click on Options.

Flle Edit Uﬂm Block Item Record Qu
&= LI'H_“IdEIIE‘II;‘IIﬁu%'I
—2rdes/P4 Click on Options.

‘ e Tl s | J— ey | [F—

31. Click on Apply Transactions.

| %] Oracle Fusion Middleware Forms Services: Open > TFADETL

File Edit Block Item Record Query Tools Help

@ ¥ Create Deposits

[@EI S Create Memos

e CTeate Additional Text

View Recurring Receivables [TGARRAS]

Display Receipt [TGARCPT]

Print Receipt

Create Miscellaneous Transactions [TFAMISC/TSAMISC]
Units: =comment Form=™

Rate: Maintain Contract [TSACONT]

Amour Maintain Exemption [TSAEXPT]
Balanc Y View Contract/Exemntion Hictary [TS1A1ITH]

Sourc ADD‘» Transactions

ek w2t _ _ _ fwwaziaiam

Addre:
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32. Once you click on Apply Transactions, the following message will appear.

'z5 Job Submission Interface GUQINTF 8.8 (QBAN1)

l |**Perforrning Application of Payment process, please wait**

l Status: Waiting for completion.

33. When the Application process is completed, the Balance of all sequences show .00.
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