HOW TO DELETE A VOUCHER

Step 1:

Go to the Voucher Delete screen.
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Step 2:

In the Voucher Delete screen, enter the applicable voucher number and click on.
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Step 3:

In the Delete Voucher screen, click on [image: image3.png]Delete



.

                  [image: image4.png]Delete Voucher

Business Unit: 00730 Voucher: 00307240

Vendor: 0000011233 BOISE CASCADE OFFICE PRODUCTS

ShortName:  BOISECASCA-001

[Voucher information

Invoice TEST DELETE VOUCHER ori APD Header Budget Status: valid
Date: 013172004 Group: Non-Prorated Budget Status:  Valid
Gross Amount: 200 USD Entry Status: Postable





Step 4:

When prompted, click on [image: image5.png]
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                 [image: image6.png]Warning - Delete Confirmation (7030,12)

Fress OKto dslete the voucher. Fress Cancel ifyou do notwantto delete the voucher.

oK Cancel




Step 5:

If the voucher has been already budget checked, the system will indicate that the budget needs to be checked again. Click on [image: image7.png]
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A this point, you must cick the Budgt Check button to adjust the budget, so that your budget accounts for the
deleted vouther amourt...Clcking the Budset Check bton after deleting a voucher i the only chance you have to
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Step 6:

In the Delete Voucher screen, click on [image: image9.bmp].

               [image: image10.png]Delete Voucher

Business Unit: 00730 Voucher: 00307240

Vendor: 0000011233 BOISE CASCADE OFFICE PRODUCTS

ShortName:  BOISECASCA-001

[Voucher information

Imvoice: TEST DELETE VOUCHER Origin:  APD Header Budget Status: Not Chikd
Date: 013172004 Group: Non-Prorated Budget Status:  Not Chid
Gross Amount: 200 USD Entry Status: Deleted





Step 7:

The system will indicate the delete confirmation.  Click on [image: image11.png]
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               [image: image12.png]‘ The Voucher successfully met Budget Checking requirements. (7030,473)

Budget transactons related to tis voucher have been deleted

o





