
Cancelling or Crediting a Job Invoice 
 

• Select Invoicing. 
• Select Bodyshop Invoicing. 
• Select Produce Invoices. 
• The search screen will then be displayed. 
 

 
 

• If the job you want is NOT the one displayed, click the door and search again.  
It is possible to use any field on the screen to search.  In this example we have 
used the vehicle registration number. 

 

 
 

• Double click on the required job to select. 
 

 
 

• Click the tick to accept the displayed job. 
 



 
 
• Click Yes to Cancel/Credit the invoice or No to exit without Cancelling/Crediting. 
• The system will decide to Cancel or Credit the invoice based on the whether the 

day end has been run since the original invoice was raised. 
• If the day end HAS been run since the original invoice was raised, then a credit 

note will be produced.  It will be necessary to go to the invoice tray to print the 
credit note (see separate sheet). 

• If the day end HAS NOT been run since the original invoice was raised, then the 
invoice will be cancelled – no document will be produced. 


