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DELETING A VOUCHER 
Vouchers that have never been selected for payment or posted to the General Ledger can be 

deleted. No portion of the voucher may have been paid.  If the voucher is ‘Matched’ the voucher 

needs to be unmatched prior to deleting the voucher. If the voucher is not eligible to be deleted, 

it will not appear in the drop down list. 

Once the voucher is deleted it can no longer be accessed in the system. 

Step1: Navigate to Accounts Payable > Vouchers > Add/Update > Delete Voucher.   

Enter the voucher number to be deleted and select the voucher ID. 

 

 

Step 2: Review the voucher to be deleted including the Voucher Details tab. If this is the correct 

voucher to be deleted, selected the Delete button. 
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Step 3: You will receive a warning to ensure that this is the correct voucher to delete. Validate 

the voucher and click OK. 

 

 

If the voucher is in a valid budget status, deleting a voucher invokes the budget process and 

deletes the budget transactions related to the voucher.  A message will appear below: 

 

 

 




