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AR.020.050 Canceling an Invoice
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to cancel an invoice. This process involves accessing the invoice using the same steps as in creating a cash receipt, only deleting the Group Entry. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Cancel an invoice.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will search an invoice created under Group ID 200109824, and then click the Delete Group button to cancel the invoice. 

	Step
	Action

	1. [bookmark: ID0x000000F9] 
	Click the Accounts Receivable link.


	2. [bookmark: ID0x000000FA] 
	Click the Pending Items link.

	3. [bookmark: ID0x000000FB] 
	Click the Online Items link.

	4. [bookmark: ID0x000000FC] 
	Click the Group Entry link.

	5. [bookmark: ID0x0000006D] 
	Click the Search button.


	6. [bookmark: ID0x0000006E] 
	Click the Group Action tab.


	7. [bookmark: ID0x0000006F] 
	Click the Delete Group button.


	8. [bookmark: ID0x00000070] 
	Click the Yes button.


	9. [bookmark: ID0x00000071] 
	Click the Return to Search button.


	10. [bookmark: ID0x00000072] 
	Click the Search button.


	11. [bookmark: ID0x00000074] 
	Congratulations. You have just completed the Canceling an Invoice topic. Below is the key concept of this topic:

- Canceling an invoice involves accessing the Group ID under which the invoice was created, and clicking the Delete Group button.
End of Procedure.
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