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AP.020.100 Deleting Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to delete vouchers. Payables enables you to select only those vouchers that are eligible for deletion. The vouchers cannot have been posted or selected for payment, nor can any portion of the vouchers ever have been paid. If the voucher has been posted or paid, you should close the voucher instead. 

Warning! Once you delete a voucher, it is no longer available for viewing, processing, or for use by any users in the system nor can you undo the deletion. The data rows that are associated with the voucher remain in the tables so that you cannot reuse the voucher number. 

If you delete a voucher that was entered as a manual payment, the payment is not deleted; it remains in the system and can be applied to other vouchers. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Delete a voucher that is eligible for deletion.
- Verify that the voucher you chose to delete has not been posted or paid.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this scenario, a voucher was entered to an incorrect vendor and the voucher needs to be deleted. 

	Step
	Action

	1. [bookmark: ID0x0000009E] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x0000009F] 
	Click the Vouchers link.


	3. [bookmark: ID0x000000A0] 
	Click the Add/Update link.


	4. [bookmark: ID0x000000A1] 
	Click the Delete Voucher link.

	5. [bookmark: ID0x000000A2] 
	Click in the Voucher ID field.
(If you need to delete multiple vouchers, you can simply click the Search button and retrieve all eligible vouchers or enter additional search criteria to limit results.)


	6. [bookmark: ID0x000000A3] 
	Enter "00095441" in the Voucher ID field. 

	7. [bookmark: ID0x000000A4] 
	Click the Search button.


	8. [bookmark: ID0x000000A5] 
	Review the Voucher and confirm that this is the voucher you wish to delete.

	9. [bookmark: ID0x000000A6] 
	Click the Delete button.


	10. [bookmark: ID0x000000A7] 
	Click the OK button.


	11. [bookmark: ID0x000000A8] 
	If the voucher has been budget checked, the Budget Processor is automatically invoked after you confirm deletion and the deleted voucher budget status is automatically updated.

	12. [bookmark: ID0x000000A9] 
	Congratulations. You have just completed the Deleting Vouchers topic. Below is a summary of the key concepts of this topic:

- Once you delete a voucher, it is no longer available for viewing, processing, or for use by any users in the system nor can you undo the deletion. 
- The data rows that are associated with the voucher remain in the tables so that you cannot reuse the voucher number. 
- If you need to delete multiple vouchers, you can simply click the Search button and retrieve all eligible vouchers or enter additional search criteria to limit results.
- If the voucher has been budget checked, the Budget Processor is automatically invoked after you confirm deletion and the deleted voucher budget status is automatically updated.
End of Procedure.
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