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Why can’t | find an invoice | 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.
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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.
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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.
File Edit View Transactionsi Inventory Reports  Inquiry Setup  Utilities Window Help
P (—re
"L EE' @ ~H { Daily Sales Reperts
- Daily Motes > 1 X
Sales 4P Invoices EEENE
ﬁ.’? Daily Sales Recurring AP Invoices 001 - Arlington
Manual Checks 002 - Brownsville
Accts Payable
. Recencile Bank Statements 003 - Mckinney
=8 AP Invoices Batch Posting R 004 - Garland
5 Manual Checks! Journal Entries » 005 - Laredo
. I Void Transactions p [ —— 008 - Killeen
Journal Entries DSRs .
Currency Censolidation I Invoices/Credit M | 007 - San Antonio
w Gen. Journals nvoices/Credit Memos I,\\;) 008 - Frisco
General Journals .
2l ventory JE Payroll JEs oee-ining
i 010- Grand Prairie
Inventory b Vender Payments 011 - Waco L
Master Inv Items Customer Payments 012 - Denton
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.
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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.

Woas this Helpful ?

I get an error when creating my 1099 year end forms. What do | do?

| created a new bank account and GL entries do not show on the Reconciliation Screen. How do | fix this?
Why doesn't this credit memo show in my payment batch?

Why is there an asterisk next to the items on my Inventory Count Variance Report?

How do | view which vendors are receiving a 1099 for this tax year?

How do | make a vendor a 1099 vendor?

How do | make an vendor's invoice with a different 1099 box type than the default?

I'am trying to import vendor files but Compeat says the directory doesn't exist. What do | do?

Items aren't auto-populating when | place orders. What do | do?

I get a catch weight error when importing invoices. What do | do?

What kind of barcode scanner can | use for mobile inventory counts?
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