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Invoice cancellation refers to the process of nullifying or invalidating an issued invoice. This 
may be necessary for various reasons, such as: 
 

1. Errors: Mistakes in the invoice details, such as incorrect amounts, billing 
information, or product descriptions. 
 

2. Duplicate Invoices: Instances where the same invoice has been issued more than 
once. 

 
3. Customer Disputes: Situations where the customer disputes the charges or services 

listed on the invoice. 
 

4. Service Changes: Modifications to the service or product provided that require a new 
invoice to reflect the updated terms. 

 
 
 
Navigation – Account Payables > Transaction > Invoice Workbench 
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Put the supplier details & Invoice number. 
Click on Find 
 

 
Click on Cancel 
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The invoice has been cancelled. 
 

XX END XX 
 


