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From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you need to resolve your problem.  Please consider these directions as our first attempt to answer your need for assistance.  Once you have followed the steps listed here we trust your problem will be resolved.  

Problem:
I have voided a check, and do not intend to pay the invoice. 
Solution:

You must enter a reversing invoice.  You should not delete the invoice because the voided check needs the invoice to reverse the payment information.

1. Go to ACCOUNTING > PAYABLES > ENTER/EDIT INVOICE > INPUT NEW INVOICE
2. Select the vendor and press the INSERT key

3. If the invoice is in the CURRENT PERIOD, enter an invoice with all amounts reversed.  (For example, if the original invoice was for $1,000, the total should be -$1,000.)

4. If the invoice is from a PRIOR PERIOD, enter a reversing invoice (use same invoice number with “-RV” at the end to denote the reversal)

NOTE:  when entering the reversing invoices, the distribution should use the same accounts as the original invoice with negative amounts.

NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at www.IPM-Software.net for other Frequently Asked Questions.  Just click on Technical Support then click on TRACSMail FAQ’s or 2.0.1.B.

