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IN KEYBOARD SALES MODE: 
To view Invoice History: 
1. Select Customer History (F4) 
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IN KEYBOARD SALES MODE: 
To view Invoice History: 
 
Note:  Here you can view, reprint or erase (Void) an invoice.  Read further to find out how. 
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IN TOUCH SCREEN SALES MODE: 
To view Invoice History, you can go to Manager Screen or: 
1. Touch Manager Button 
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ON MANAGER BUTTON SCREEN: 
 
1. Select Invoice History Button 
 
Note:  Here you can view, reprint or erase (Void) an invoice.  Read further to find out how. 
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IN KEYBOARD SALES MODE: 
To void a completed sale, go to Manager Mode: 
1. Select Show More Options Button (F2) 
2. Select Manager Mode Button(F9) 

(NOTE:  Only Teachers & Managers will have access to Manager Mode) 
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IN TOUCH SCREEN SALES MODE: 
To void a completed sale, go to Manager Mode: 
1. Touch Manager Button 
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ON MANAGER BUTTON SCREEN: 
1. Select Manager Mode Button 
(NOTE: Only Teachers & Managers will have access to Manager Mode) 
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IN MANAGER MODE: 
To view Invoice History, go to Invoice History. 
1. Select Invoice History Button 
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TO ERASE OR VOID INVOICE 
Click on any invoices to see the details.  (Cashier, Time of Sale, Register Number.) 
To Void a Invoice: 
1. Highlight the Invoice 
2. Select VOID under Actions. 
(NOTE:  If you have already balanced your cash register for the day, you will not be able to void.) 
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TO ERASE OR VOID INVOICE  
1. Enter the Reason you are voiding this Invoice 
2. Select OK (F10) 
 
Note:  This option is only available for Teachers and Managers. 
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TO ERASE OR VOID INVOICE 
1. When the POSitive Alert appears, Select No. (This will exit you out of Invoice History) 
2. Go back into Invoice History to make sure this invoice is gone. 
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TO ERASE OR VOID INVOICE 
1. Go Back to Invoice History & see invoice (#1740)  is gone. 
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TO SEE ERASED INVOICE: 
1.  Go to Manager Mode and Select Voids Button 
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TO SEE ERASED INVOICE: 
1.  Voided Invoice #1740 appears. 
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IN MANAGER MODE: 
To print Invoice History, go to Invoice History. 
1. Select Invoice History Button 

 

1 



16  

 

TO PRINT AN INVOICE 
Click on any invoices to see the details.  (Cashier, Time of Sale, Register Number.) 
To Print an invoice: 
1. Highlight the Invoice 
2. Select PRINT 
 
 

1 

2 



17  

 

IN MANAGER MODE: 
To view Voided & Unused invoices, go to VOIDS. 
1. Select Voids Button 
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VOIDED & UNUSED INVOICES 
Click on any invoices to see the details.  (Cashier, Time of Sale, Register Number.): 
 
1. Highlight the Invoice 
2. See the transaction detail 
3. Purge the List (F7) to delete from your POS System. 
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