
How do I Delete or Revoke a Vendor Invoice?
Deleting is not an option but invoices can be Revoked. Permission is required to do this. Currently permission is
reserved to DA Managers.

CORRECT – used to change the coding of the invoice.  You can change the File Number(s) and Service Items.  The
original items get revoked during this process.  If a payment has been made, then the payment also gets included
in the correction entries.  In this process you cannot change the Vendor Account or Invoice Amount.

REVOKE – used to kill the invoice and related service items.  This reverses the invoice from the Vessel File and
AP.  If there was a payment made on the invoice that payment will remain open in AP until such a time that the
credit is taken back (or a refund received).

Revoking invoices should only be done if the invoice is incorrect or should not be in the system for
payment  to  the  Vendor.  Use  https://docs.fairwater.one/procedure-for-transferring-invoices/  to  process
Corrections  to  Vendor  Invoices.

If the Invoice has been billed on an FDA it is not allowed to be Revoked. DA Managers can either Cancel the FDA #
that the invoice was billed on or they can process Debit/Credit Memos to make the correction.

Revoking the Invoice: Open the invoice in the PQC Approval screen and click the Revoke button. Remarks must
be entered when Revoking Vendor Invoices.

If the Invoice has been paid a Balance Due from the Vendor will show in Accounts Payable. This credit should be
taken by Accounts Payable on their next payment to the Vendor. Please notify ap@nortonlilly.com to take the
credit.

The system does not notify the Vendor when an invoice is Revoked. If required the user should email the Vendor
notifying them of this with an explanation of why it is being Revoked.
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