SUNY ®F)

Cancel an Approved, Released, or Accepted Sponsor Invoice

Use these instructions to cancel an approved, released, or accepted sponsor invoice.
Notes:

You cannot cancel an accepted invoice that has cash applied against it in Accounts Receivable (AR). You must unapply the cash
receipt and then cancel the invoice. For more information, review the Cash Receipts Process Help document, Move and Adjust Cash
Receipts.

You cannot have missing unreleased draft invoices that have a lower draft invoice number than the highest released draft invoice
number. Release all draft invoices that have a lower draft invoice number, click the release button and save and then cancel the
invoice. For more information, review the Accounts Receivable Process Help document, Approve and Release an Invoice.

Prerequisites

e You must have the following responsibility to cancel a sponsor invoice:
0 ORG OGM - Billing Specialist
e A sponsor invoice must exist in Oracle.
e The invoice must have an invoice status of Approved, Released, or Accepted.
e All lower draft invoices must be released.
e An Accepted invoice must be free of any cash application.
e The award number of the invoice must be known.
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https://www.rfsuny.org/media/rfsuny/process-help/ar/Approve-and-Release-an-Invoice.pdf

To cancel an approved, released, or accepted sponsor invoice:

1. Navigate to Billing > Invoice Review to open the Find Invoices

Agward

fo rm Operating Unit |The Research Foundation for SU
: Award Number (82638
2. Enter the Award Number, click Find to open the Invoice Summary
form.
3. Click the box next to the invoice that you need to cancel. ey emier
Name
N . Mumber
Note: You may need to use the vertical and horizontal scroll bars e
to locate the invoice that you need to cancel. -
Name
Mumber

0 iwoies Sumrmiary (The Reseseh Foundation for SUNY) - ORG OGN-Divg Specialisl @ TRANY - 15-A00-2010
| Irveice Rindew Geasts

Aemerd | i AR Imeace Mem Cradi Mo | Customer
j 1 66301 Universty of Exotor

B Theough Imoice Date Imvoice Amourt | Balance Due
TAN-2010 08FEB.2018 50,260 00 50,260.00
Fun Request Bt 1 Appeove 1 Crnge —
Totaly AR ipice I Qpen ]

4. Click Credit to go to the Credit Invoice form.

5. Select the radio button next to the Cancel Invoice option.

6. Click OK to return to the Invoice Summary form.
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fvoice Comment |4

O Credit Invoice (The Research Foundation for SUN'EQ

0K Cancel JI

O Find Invoices - ORG OGM-Billing Specialist @ TRAINX - 15-APR-2018

Ageard Name

Organization

Date Ranges

Creation
Invaice
GL

Invoice
Status
AR Mumber
Draft Mumber

Amount

_gm—')’m
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Notes:

_ _ . - _ :
The Credit button will be grayed out and no longer available. ™ & neee e o

HAowaed Nu Drafl bvvonce. AR bvosce Num Credit No Customer Bl Throwgh Imosce Date Irvesce Ammount Batance Due Iimoce Comment | A
Use the horizontal scroll bar to determine the AR Invoice Bess i s smants [wresan 2000 502000 =

number to find this invoice again in the future.

7. Click File > Save to save your changes.
8. Click View > Requests.
9. Click Find, view requests to determine if the

cancelation Completed. B Q

10. Click View Output. ook AR e e [ om )

Research Foundation for SUNY Date: 15-2pr-19 10:01
Page: 1
Draft Invoice Generation Report
Bill Through Date : 31-JaN-15

Project Num Invoice (Credited) Customexz/ Agreement Curr Zmount Pending Action
Bill To Customer

82638 2 (1) University of Exe(1B853)/ 82638 usD -50260.00 Releass
University of Exe (18853

Research Foundation for SUNY Date: 15-Apr-1% 10:01
Page: 1
Draft Invoice Generation Exception Report

11. Return to the Find Invoices form.
12. Click Find to go to the Invoice Summary form.

Note: Use the horizontal scroll bar to view CANCEL in the Invoice Comment field of the invoice you canceled.
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A new invoice summary line has now been created. o =
EF| Imvaice Reviaw Gran
The Invoice Amount field indicates a negative amount
Pt imvence | AR Imvorce Mum Credd No Customer Bill Through Invorce Date Imvonce Amount Balance Due Irreosce Comment | A
H H 1 1 1866301 University of I1JAN-2019 2-FEB-2019 £0.260 00 50,260,00 [CANCEL 0=

Equal to the canceled invoice's amount. 2 3-JAN-2019 ES-DF-':E-ZE-'.F -50.260.00 -50,260.00 1

13. Click the box next to the new negative invoice

that has been generated to offset the amount
of the canceled invoice.
14. Click Release to go to the Release Invoice form.
Run Request Erint 1 Bpprove 1 Belease _
Totals Lines Dpen J
‘O Release Invoice (The Research Foundation for SUNY) - 82638, 2 - ORG OGM-Bi
AR Invoice Murnber
Invoice Date

15. Click OK on the Release Invoice form. I e

16. Click File > Save to save your changes. ELFeTEEHID | .

17. Click File > Close Form. BABHOT o

Credit Memo Reason
oK Cancel J
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