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AR.020.060 Canceling a Payment
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to cancel a payment. This process involves accessing the payment and using the Delete Deposit function.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what is deleted when a payment is canceled.
- Cancel a payment.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, cancel a payment with the Deposit ID 200111659. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000000FD] 
	Click the Accounts Receivable link.


	2. [bookmark: ID0x000000FE] 
	Click the Payments link.

	3. [bookmark: ID0x000000FF] 
	Click the Online Payments link.

	4. [bookmark: ID0x00000100] 
	Click the Regular Deposit link.

	5. [bookmark: ID0x0000009E] 
	Click the Search button.


	6. [bookmark: ID0x0000009F] 
	Click an entry in the Deposit ID column.


	7. [bookmark: ID0x000000A0] 
	Click the Payments tab.


	8. [bookmark: ID0x000000A1] 
	Click the Totals tab.


	9. [bookmark: ID0x000000A2] 
	Click the Delete Deposit button.


	10. [bookmark: ID0x000000A3] 
	Click the Yes button.


	11. [bookmark: ID0x000000A4] 
	Click the Return to Search button.


	12. [bookmark: ID0x000000A5] 
	Click the Search button.


	13. [bookmark: ID0x000000A6] 
	Notice that the Deposit and payment information no longer appears.

	14. [bookmark: ID0x000000A7] 
	Congratulations. You have just completed the Canceling a Payment topic. Below are the key concepts of this topic:

- To cancel a payment, use the Delete Deposit button on the Regular Deposit – Totals page.
- When a payment is canceled, all deposit and payment information associated with the payment is deleted.
End of Procedure.
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