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Fax Back Answers to Frequently Asked Questions

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.  

Subject:       How to void AP checks and reverse invoices in Cornerstone
Here are the methods recommended by IPM Software to take care of the following issues and allow for appropriate audit trails, as well as minimize possible data corruption:

1) Correcting checks – due to incorrect dates or amounts

2) Correcting invoices – due to incorrect dates or amounts

The recommended steps to correct (void) a check are as follows:

1) Open the ‘Payables’ module

2) Select ‘View Payables’ option

3) Use the “Search F3” button to locate the desired check to void

4) Click on the top toolbar for “Utilities”

5) Select the “Void Check” option

6) Answer “Yes” by clicking on the confirmation question asking “Would you like to void this check?”
The recommended steps to correct (reverse) an invoice are as follows:

1) Open the ‘Payables’ module

2) Select ‘Enter Invoices’ option

3) Use the “Search F3” button to locate the desired invoice to reverse

4) Click on the reversal symbol as noted below

5) Answer “Yes” by clicking on the confirmation question asking “Are you sure you want to reverse this invoice?” 

Once the incorrect checks or incorrect invoices are handled by the prior steps, then the invoice or check should be re-entered, making sure that ALL dates and amounts are entered in correctly. 

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.


