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Purpose 
To understand how to delete multiple lines in a GL-PCR batch and how to retrieve a line if it was 
accidentally deleted 

Prerequisites 
• User has Oracle General Ledger Responsibility  
• Has access to GL-PCR and Payroll 
• GL-PCR batch has been created but not submitted, is in saved move 

 

GL-PCR Delete Multiple Lines 
1. After creating a new batch or returning to a saved batch, the GL Adjustment Page will appear 
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2. In the Selected Adjustment lines section,  there is a checkbox column next to the Review 

column. Use the checkbox to select the lines to be deleted. 

 
 

 The checkbox at the top of the column will choose all the lines in a batch.   
Line removal was designed to handle 100 lines at a time.  Please refrain from attempting more. 

 
3. Once the desired lines have been selected, click the Remove Lines button 

 
 

4. After selecting the Remove Lines button, a pop up will appear. Click OK 
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5. After clicking OK, scroll back down to Selected Adjustment Lines 

 
 

6. If ready to submit after reviewing the batch, scroll to Step 12 
 

7. If a line was accidentally deleted, scroll to the top of the page and click Back to Search Results 

 
 
 
 

 
8. From here, scroll down to find the line that was accidentally deleted  
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9. Once the deleted line has been found, select the line and click Adjust Selected to return to the 
GL Adjustment page 

 
 

10. Review the new line added to the batch by using the Pencil Icon 

 
 

11.  Validate and Submit the batch 
 

Questions? 
If you have any questions, please contact the HUIT Support Center at 617-495-7777, or via email at 
ithelp@harvard.edu. 
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