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Void A Transaction
Any Card Type



Transactions

To begin, select “Transactions” from the top  
navigation bar or the main menu buttons.

A Void can only be processed when the transaction has not yet been settled. If the  
transaction has already been settled, see the “Refund” section of the manual.Note



MANAGE TRANSACTIONS

Select “Void” from the top navigation  
bar or the main menu buttons.



Select Transaction

Select a transaction to be voided from  
among the authorized transactions  
pending settlement.



Verify Transaction to be Voided

Verify the selected transaction is the one  
to be voided. If correct, select “Void”.



Verify Transaction to be Voided

If the selected transaction is not the  
correct invoice to be voided, return to  
the previous screen by selecting “Void”  
in the top navigation bar.

Note: If you select VOID,  a pop up box will appear and click on ‘leave’ to continue. This 
will return you to the list of transactions. 



Print or Email Voided Receipt

A receipt for the voided transaction can  
now be printed or emailed.



Transaction Voided

The transaction which has been voided  
is no longer listed with the authorized  
transactions pending settlement.



Transaction Voided

You can void another transaction by clicking “Select” next to  
the invoice or use the top navigation bar to return to the “New  
Sale” screen or select from other menu options.


