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Voiding Receipts  
 
 

Concept 
 
It is possible for a processed or even a posted receipt to become invalid. A cashier could make a 
mistake when creating a receipt, a student’s check could bounce, or an organization could stop 
payment on a check. In these cases, the Cashiering feature enables you to void a receipt. 
 
Note that you can void receipts only for an open business day. If you want to void a receipt for a 
past business day, you must reopen the cashiering office for that business day. 
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Navigation 
 

 

 
Step Action 

1.   Click the Student Financials link. 

 
2.   Click the Cashiering link. 

3.   Click the Cash Management link. 

4.    Click the Void Receipts - Cashier link. 
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Procedure 
 

 
 
 
 
 

Step Action 

5.   If your User Defaults are set, your Business Unit will enter by default in the Business 
Unit field. If not, you can enter or look up the appropriate Business Unit. 
 
For this example, click the Look up Business Unit icon. 

 
6.   Click on the appropriate Business Unit to select it. 

7.   Click the Search button. 

 
8.   On the Void Receipts look up page, click on the appropriate Cashier's Office to select 

it. 
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Step Action 

9.   On the Void Receipts page, Click the Void button adjacent to the Receipt you wish to 
void. 
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Step Action 

10.   On the Enter Void Reason page, click the Look up Void Reason Code icon. 

 
11.   Click on the appropriate Void Reason to select it. 

12.   Click the OK button. 
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Step Action 

13.   End of Procedure. 

 
  
 


