
Void an unpaid invoice
Northwind - October 4, 2026

Purpose Cancel an invoice that was sent in error, before the customer pays it.

Scope Status Overdue or Draft: void it here. Status Paid: do not void, refund it (SOP: Issue a
refund on a paid order).

Owner Lena, finance lead. Review: 31 March 2027

Version 1.0

Prerequisites Finance role in Ledgerly; the invoice number and who asked for the cancellation.

1 In Search invoices, type the invoice number, for example 10427.
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2 Click the invoice's row and check its status. If it is Paid, stop and use the refund SOP.

3 Select Actions > Void invoice. A green notice reads "Invoice #10427 voided".
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4 Tell the person who asked that the invoice is void, with the invoice number.
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