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Record Locks Webinar

Record locking is a requirement of any multiuser application in order to assure that only one operator can edit a record
at a time. Records are locked when being edited and the lock is released when the editing is done, and the record is
saved.

When the record is being edited and another user tried to edit that same record, they will see a message indicating that
the record is locked and will not allow the record to be edited. In that instance, you should determine who is editing or
updating the record and ask them to end out of the record so you can edit or update the record.

In the rare instances where there is a record locked and getting the user that locked the record to unlock it is not
possible, there are some programs in Ascente and Traverse that will allow you to remove a record lock. This should be
considered exception processing and should be a rare occasion when this is necessary. If this is a common occurrence,
you should contact Compusource — Ascente Support to investigate what needs to be done to prevent this.

ﬁ Transaction 2085 is currently being edited by user sa.

i This transaction is already locked.

Service Order: OC010126 by
User: sa

Form: Call Taking

Date: 9/3/2019 8:34:01 AM

coce |

Locked Transaction Inguiry E@E

&
9 8 Blw 7

Tahle Dz

an Current Uzer Date/Time Locked Program
Irder: OCO101 26 34 9 9 Call T aking

i Transacton 2085 is currently being edited by user sa.
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J AR Cash Receipts () |
N]

|H|N 4 otoft bWk XA 9 |0 o o0 | B3 [ AutoApply Invoices Receipts BatchTotal Update

Receiptlo 2085 [ Batch Code [o707fll || Paymentpate 7712017 [v]  Fiscal PdYear I 2017

Customer ID Jerick |:| PaymentMethod D Cash |E|
Currency ID US0 |E| Bank Account ID
Exch Rate 1 [v]

Payment Amount -75.00

Open Invoice Summany Jerick Enterprises Open Invoice
Inve Date |Imru|c:e |Imroic:eNu Disc Date Met Due Disc Allo... Payment |Dtsc:u|.nt |Dts‘tCucle |Hul|:| ]
3/25/2015 Regular OCm23 3262015 1,728.13 0.00 0.00 0.00 Std |:|
8/31/2016 Regular TestRPLZ 83172016 13,450.00 0.00 0.00 0.00 Std |:|
5/19%2016 Regular MSR1-001 9192016 4,050.00 0.00 0.00 0.00 Std D
TITI2017T Regular GADOOT00-... TIFR207 T5.00 0.00 -75.00 0.00 Std ]
1012018 Regular LAMOOE-0358 1162017 634.50 0.00 0.00 0.00 Std |:|
O
J AR Receipts Batch Codes ] [E
(K 4 1ota b Mp: X290 B |
Description | Perman... |CashR~r.pts.Jcn.|r... | Lock Ba... | Lock Date Lock By |Ac‘tn.r|ty | Default -]
Defauit Batch Not Appicable [l
SericeBlingC.. [ |  Printed [l
Andrew Not Appicabie O
Mark Not Appicable U
O Activity =]

Batch Code 0707

Date/Time 1
106262017 4:10:01 PM
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Ascente
Locked Transaction Inquiry

The Ascente / System / Inquiries / Locked Transaction program is the program used to view and clear all Ascente record
locks.

& Locked Transaction Inquiry EHE"E
9 8 Bleel
Table Descripti

Se rder Order: OC010126

Current User | Date/Time Locked Program
sa L Call Taking

With this program you can:

e View the existing Ascente record locks.

e Delete a record lock. g

o
e Refresh the display of record locks.
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Traverse
Accounts Payable - Transactions

When editing an existing transaction in Traverse, the record is locked, and you must click on the [Update]
button to unlock it. This is common to most transaction entry programs in Traverse.

( AP Transactions @ |

Accounts Payable |H o4 101 b M|k XA 9|4 & 1By @ Update mport Print - L~x.]|
Interactive Views Transaction No Transaction Type Invcice Net Due 125.00
=] Transactions A ——

Transactions J Header || Adiustment | Payments || Total |

Copy Recuming Entries

Change Batches Batch Code ====== Default Batch Terms Code Now Due Now
Transaction Joumals Location ID Distribution Code ~ Std Standard
Pay Invoices
Managementt Reporte Vendor 1D Cons Fix It For You Tax Group ID oc
Productivity Reports Default Alocation ID

- ) Taxable 1088 Inveice
Periodic Processing

=] Setup and Maintenance Invoice Number 12345678 Fiscal PeriodYear 12 I 2017
Vendors Invoice Date 12015120 Currency D —
Transaction Batch Codes
Payment Batch Codes PO Number Exch Rate 1
Class Codes
Distribution Codes Motes
Division Codes
Priority Codes
Recuming Entries
Tems Codes
1059 Field Indicators
1093 Form Codes | Re-sequence | Project » |
Master Lists
ltem 1D Description Lecation 1D GL Acct Quantity | Unit Unit Cost ]
u test 12000000 1.0000 EA 125.0000
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Lock Batch Button
J AP Transaction Batch Codes [x] | Click to lock or unlock a batch. E:
|H 1of3 b M [b: X [ -y e e |
Description | Perma... | Purchases Jour... | Migc Debits Jour... | Lock E... | Lock Date Lock By | Activity | Default |
Default Batch Unprinted Mot Applicable Lock
AR Commissions | Mot Applicable Unprinted Lock
TEST demo Mot Applicable Mot Applicable Lock
0 Lock

Activity Button

Click to view locked transactions and optionally

1. Select a code to edit from the Batch Code field. delete the record/transaction lock.

2. Click the Lock button to toggle the batch lock status.

3. Click the Activity button to view the batch code, the user IDs of those who update the batch and transaction, and
the date and time the update occurred. From this pop-up window you can:

- 5
2] Batch Activity S

Figure 1: Accounts Payable / Setup and Maintenance / Transaction Batch Codes

Batch Code | ###££#

| User ID | Trans Ma Date/Time
$ 8 lcenth 652010 12:54:06 PM

Activity Record
Click to select and then delete a record/transaction lock.

—

| Refresh | | Delete |

Figure 2: Accounts Payable / Setup and Maintenance / Transaction Batch Codes Activity screen

o Refresh the list of batch activity, which also refreshes the list of users in the pop-up window.

o Delete a transaction from the Batch Activity dialog box. This will change the status of a transaction from
locked to unlocked. This needs to be done if a journal or posting was not completed successfully, to unlock
the batch. Deleting this record will only delete the locking record, not change anything for that transaction.

4. Close the pop-up window to return to the Batch Codes screen.
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Accounts Payable - Payment Batch Codes

Use the Transaction Batch Codes function to toggle the lock status of the batch ######, which is the main batch. All
transactions are automatically assigned to the main batch if you do not elect to use batch processing.

J AP Payment Batch Codes [%] | E
|H 1ofd b W[k X |G & Ga @
Desaription | Pemanent | Check Status 4| Lock Batch | lock Date |LockBy | Activty | Defaut |
Default Batch Mot Applicable Lock O
Test payments batch Printed Lock O
Tues|
LOCk Batch Button Activity Button
Click to lock or unlock a batch. Click to view locked transactions and optionally

delete the record/transaction lock.

Figure 3: Accounts Payable / Setup and Maintenance / Payment Batch Codes

1. Select a code to edit from the Batch Code field.
2. Click the Activity button to view the batch code, the user IDs of those who update the batch and transaction, the
workstation used for the update, and the date and time the update occurred. From this pop-up window you can:

- 5
2] Batch Activity S

Batch Code | ###££#

. User ID [ Trans Mo . Date/Time

Locked Record/Transaction
Click to delete the record/transaction lock.

| Refresh | | Delete |

Figure 4: Batch Activity Records

o Refresh the list of batch activity, which also refreshes the list of users in the pop-up window.

o Delete a transaction from the Batch Activity dialog box. This will change the status of a transaction from
locked to unlocked. This needs to be done if a journal or posting was not completed successfully, to unlock
the batch. Deleting this record will only delete the locking record, not change anything for that transaction.

3. Close the pop-up window to return to the Batch Codes screen.
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Accounts Receivable - Transaction Batch Codes Lock Batch Button
J' AR Transaction Batch Codes |:| | Click to lock or unlock a batch.

[E] 1or2 b M [P X @ 93 BT

Descrption | Pema... | Sales Journal ... | Misc Credits Jo... | Lock Bat... | Lock Date | Lock By | Aty | Default |
Default Batch Unprinted Mot Applicable | Lock |
Recurring E... Mot Appiicable Mot Applicable
O | Lock |

Activity Button
Click to view locked transactions and optionally
delete the record/transaction lock.

Figure 5: Accounts Receivable / Setup and Maintenance / Transaction Batch Codes

1. Select a code to edit from the Batch Code field.
Note: Click the Activity button to view the batch code, the user IDs of those who update the batch and transaction,
and the date and time the update occurred. From this batch activity screen you can Refresh the list of batch activity,
Delete the status of a transaction from locked to unlocked, and close to return to the Batch Codes screen.

2. Click the Lock button, if necessary, to lock the batch and prevent other users from entering or editing transactions in

a batch that is being posted.
3. NOTE: If a batch posts unsuccessfully, the system locks the batch. When locked, you cannot enter, edit, or post.

4. To unlock a batch, click the Lock button.
5. Click the Save button, on the toolbar, to save any changes made to the batch code.

Batch Activity Screen

When you click the Activity button on a batch code maintenance screen, the Batch Activity screen will appear.

"] Batch Activity @ﬂ

Batch Code | #EEha

|' |L|ser|D Trans No Diate/Time |

Locked Record/Transaction
Locked records / transactions will display here. Click to select
and delete a locked record/transaction.

| Refresh |

Figure 6: Batch Activity Record / Transaction Locks

The Batch Activity screen shows the ID of the user using the batch, the transaction number for the batch activity, and
the date and time of the activity.

1. To refresh the list of users, click the Refresh button.
2. To change the status of a transaction from locked to unlocked, and delete it from the activity screen, click Delete.
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3. Usethe red X in the upper right corner of the activity screen to close it.
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H _ H ' N\
Accounts Receivable - Receipts Batch Codes e —
j AR Receipts Batch Codes Q | Click to lock or unlock a batch. ﬁ
\_ v
|H 1of2 b Wb X |4 3 d3 @& |
( Batch Code Description | Perm... | Cash Ropts J... | Lock ... | Lock Date Lock By | Acthvity | Defauit |
Default Batch Unprinted
5D Payments Mot Applicable ]
0 &

Activity Button

Click to view locked transactions and optionally
delete the record/transaction lock.

If the post stops unexpectedly, the user can clear the lock from the post from this screen.

Figure 7: Traverse / Accounts Receivable / Setup and Maintenance / Receipts Batch Codes

Batch Activity Screen

When you click the Activity button on a batch code maintenance screen, the Batch Activity screen will appear.

-=| Batch Activity

=

Batch Code | #E&aks:

|' | User ID Trans No

Date/Time |

Locked Record/Transaction

Locked records / transactions will display here. Click to select
and delete a locked record/transaction.

| Refresh |

Figure 8: Batch Activity Record / Transaction Locks

The Batch Activity screen shows the ID of the user using the batch, the transaction number for the batch activity, and
the date and time of the activity.

1. To refresh the list of users, click the Refresh button.

2. To change the status of a transaction from locked to unlocked, and delete it from the activity screen, click Delete.
3. Usethe red X in the upper right corner of the activity screen to close it.
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Use the Bank Activity function to view users currently posting transactions in Bank Reconciliation records when the Post
Transactions process is running. Once the post is complete the records are cleared from the list. If the post stops

unexpectedly, the user can clear the lock from the post from this screen.

BR Bank Activity [E3 [

User ID Trans No Date/Time

[} sa Payrol B/2812019 717 AM

Bank Activity
Locked records / transactions will display here. Click to select and delete a
locked record/transaction only if necessary.

| Refresh Delete

Figure 9: Traverse / Bank Reconciliation / Setup and Maintenance / Bank Activity

Once the post is complete the records are cleared from the list. If the post stops unexpectedly, the user can clear the

lock from the post from this screen.
Refresh: Refresh the displayed transaction information.

Delete: Delete the selected transaction records.
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System Manager — Form Numbers
Use the Form Numbers function to toggle the Locked check box to lock or unlock a form number. This is rarely
necessary.

j 5M Form Mumbers Q | Q
|HH443nfabH,}.lg’| Q @ = |G @ |

Form ID | Mext Mo. | Locked Locked By Locked Date |
AR INVOICE 1 ]

" |BaccDochum 1 ]

| |BaNK:BOA 1 9102019

| Bank:Operatng 1 L]

N BANK:Payrol 1 O

| Pachecks 1 ]

| | Po Order 1 O Locked

[ [ —— . ] Use this to toggle the Locked check box to lock or

unlock a form number.

Figure 10: Traverse / Bank Reconciliation / Setup and Maintenance / Bank Activity

Once the post is complete the records are cleared from the list. If the post stops unexpectedly, the user can clear the
lock from the post from this screen.

Refresh: Refresh the displayed transaction information.

Delete: Delete the selected transaction records.
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