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Why can’t I find an invoice I want to void?

There are two possible reasons you are unable to locate an invoice to void.

Has the Invoice Been Paid?

First, verify whether the invoice has been paid.

1. Go to Reports > Accounts Payable > Voucher History.
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2. Enter the Voucher Number you wish to void.
3. Click Preview.
4. Verify whether the invoice has been paid via the Paid column. If paid, a

check mark appears in the box.

Is the Look Back Date Set Correctly?

The second reason the invoice might not show to be voided is that the look
back date isn’t set correctly when you search for invoices to void.

1. Go to Transactions > Void Transactions > Invoices/Credit Memos.
2. Ensure the look back date is set back far enough to include the Apply

Date of the invoice.



If you are still unable to locate the invoice, please contact our Compeat
Support Team at support@compeat.com. Please provide the entity number
and invoice identifier.
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