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Back to Finance
To Correct An Error On A Numbered Invoice From Booking Finance Tab
 

Once an invoice has been processed and has a number then it cannot be modified in any way. A second invoice must be raised to cancel out the error in the original invoice

1. Find the relevant Booking record (Use Search to find the booking record SearchForBurialCremationScatteringExhumationRecord or go to the relevant diary page to find the booking Find A Booking from the Diary.
2. Open the Booking record

3. Select the Finance Tab 

4. Click on the pencil 
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The numbered invoiced items for this booking will be displayed. You may want to correct just one or all the items displayed. 
5. Click on the Add Manual Items button
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The Manual Invoice Items screen will open  
6. Select an Account Code for the item (if this a mandatory field)

7. Enter a Description of the refund 
8. Enter the Location (if this is a mandatory field) 

9. Amend the Process Date to reflect the date on which the booking took place

10. Enter the exact Negative Amount of the refund required in the Amount field
11. Click on the Save button

12. Click on the Exit button 
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The refunded amount will be shown as a 0 invoice line under the Finance tab of the booking record. 
13. If there are more invoiced items to correct, repeat steps 5-12
14. If you would like to raise/process an invoice to the payee for this/these credited item(s) only then click on Print Invoice button.  (If this is not the case and you want these credited items to be added to the payees 0 invoice for the next financial period jump to step 18)
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The Update Invoice screen will open showing the credited item(s) on the lower portion of the screen. 

15.  Click on the Printer button 


The Print Process screen will open 
16.  Select the option to reprint a single invoice 

A follow on screen will open displaying the invoice number

17. Click on Preview/and or Print 

 Once the invoice has previewed /printed you will be returned to the Booking 

18. Click on the Save button 

19. Click on the Out the Door  to close the

If you opted to leave the credited items unprocessed and the credited items are to to be added to the payees 0 invoice for the next financial period, when you are ready to process the 0 invoice, you can follow this link for guidance: Process (Number)A Single Invoice
Back to Finance
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