CHAPTER 11   :   ERROR CORRECTION
If an error is noticed once the transaction has been posted to the ledger accounts , it is necessary to use the error correction routine

For example , we notice with hindsight that sales invoice 9604 dated 30-1-17 to Black Brothers should have been for £7455 instead of the posted figure of £7445 . Thus we need to amend the value of the sales invoice and the associated VAT . 
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Select Transactions
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We now need to look through our list of processed transactions and find 
sales invoice 9604 . 


Highlight this transaction and click on the Edit  button
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If we now click on the next Edit button we will be able to amend the 
invoice details
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On the next screen , amend the Net field to £7455
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In the Tax field amend the VAT to £1491.00
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Close this screen and on the next screen click on Save and the transaction will be amended
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Close the next screen to return to the main menu

