

These instructions allow you to delete a direct payment (Invoice/Credit Memo document) that has been created but NOT completed or approved either because it was put In Process or it was disapproved/denied.

To delete the Invoice/Credit Memo document you must know or have the following;

· Verified the status of the document is ‘I’ for Incomplete.  You can do this either by going to ‘View Document’ in Self-Service (SSB) or by looking on the ‘Document by User (FOADOCU)’ form in Internet Native Banner (INB)

· The Vendor name on the document
· The total Net amount paid

· The Document number 

1) Type FAAINVE in the Go To box and click enter to see the Invoice/Credit Memo form[image: image1.png]8o Edit Qptions Block ltem Gecord Query Tooks e
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2) Enter the document number of the one you want to delete and press [image: image2.jpg]



[image: image3.jpg]File Edit Options Block Item Record Query Tools Help

Document: 10000345~ [ Multiple Direct Pay -]

vendor: vt [lfortice rax

Record: 111 =<0sc>




3) You should now see the Vendor that you entered when you created this document. 
4) Click the Next Block icon [image: image4.png]


 or press [image: image5.png]
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5) You should now be able to see the Header block with all your information as you originally entered it

6) To confirm this is the document you want to delete you can keep clicking the Next Block icon [image: image7.png]


 or press [image: image8.png]
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 to see the information on each screen
7) When you have confirmed this is the document you want to delete make sure you are on the Header Block screen (where you see the Invoice date, Vendor address etc.).  Then click on ‘Record’ menu at the top of the screen and select ‘Remove’.  Again, click on ‘Record’ and ‘Remove’.

A box should pop up saying ‘All Commodity and Accounting Records will be deleted’.  Click on the ‘OK’ button.  It should take you back to the first screen of FAAINVE (shown above).  Look at the bottom of the screen on the help line and you should see a message saying ‘Deletion of Invoice is completed’.

End of Process
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