CalteCh WIC - Transaction Correction

Reversing a Charge Made in Error

A correction for a charge that was made in error is entered as a reversal of the original transaction. To process a
correction, you can either create a new WIC or add a line to an existing WIC, i.e., you don’t have to create a WIC that
only contains the correction(s). Transaction details, such as the debit expenditure type, should match the original charge
that is being reversed.

NOTE: Users should only create and submit corrections for WICs they have entered.

One option to process a correction is to start by creating a copy of the original WIC.

1. Select the Web Order Number link to the WIC that needs correction on the Web Internal Charges (WIC) tab.
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2. Under the More Actions... dropdown select Duplicate this WIC to a new WIC
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3. Inthe Charges section of the form, use a negative number in the Unit Cost field. When this is calculated it
produces a negative amount for the correction in the Total Cost field. It is helpful to note in the Description field
that the WIC is a reversal correction for a previous WIC.
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4, Save and submit the correction.

NOTE: It is not correct to reverse a WIC charge by swapping the Credit and Debit PTAs in the header and Charges
sections of the form. The credit and debit PTAs should stay the same as the original WIC and a negative number should
be used in the Unit Cost field as shown in this guide.

NOTE: Reversing a charge is a different process than correcting a charge that has failed validation in the Oracle Internal
Charge process. Transactions that have failed validation will appear in the Internal Charge Correction tab below. For
more information, please see the Correction for Validation Errors guide.
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