Restore Deleted Invoices
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If you delete an invoice or recurring invoice in error, you can restore it. When you

restore an invoice, it is restored to its original status.

In this article:

e Restore a Deleted Invoice
e Restore a Deleted Recurring Invoice

Restore a Deleted Invoice

. From the menu to the left, click Accounting.

—_

2. Click Income.

w

. Enter your Accounting PIN and click Go.

Note: If you do not have an Accounting PIN set, you are prompted to set one.

4. Click the Status drop-down menu and select Deleted. Only deleted invoices display.
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Note: Deleted invoice rows are highlighted in red, so you can also easily find them without filtering.

5. Click the invoice to restore. The View Invoice page opens.

6. Click the Invoice Actions drop-down menu and select Restore.
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Invoices Q

Invoices

09/28/2020 - 10046
Fresh Carrot
For Baby Carrot

09/29/2020 - 10042
Fresh Carrot
For Baby Carrot

09/29/2020 - 10043
Fresh Carrot
For Baby Carrot

09/29/2020 - 10044
Fresh Carrot
For Baby Carrot

09/29/2020 - £10047
Fresh Carrot
For Baby Carrot

09/29/2020 - 10048
Fresh Carrot
For Baby Carrot

09/28/2020 - 10036
Fresh Carrot
For Baby Carrot

09/28/2020 - #10041
Fresh Carrot

For Baby Carrot
09/25/2020 - 10030
Fresh Carrot

For Baby Carrot
09/25/2020 - #10031
Fresh Carrot

For Baby Carrot
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Invoice Details - Invoice #10046

Little Rainstorms
1212 Loop Twelve
Dallas, TX 75080
TaxD:

Billed To
Fresh Carrot

12 Fridge Way
Kitchen, TX 60111

PARTICIPANT RATE

Baby Carrot $15.00

DESCRIPTION RATE
SMS fee $5.00

RELATED OPEN INVOICES

Invoice Date  Invoice # Balance Due Date
09/2¢/2020  #10001 $169.95 10/01/2020

» O
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Make Recurring

INVOICE

#10046
Invoice Date: 09/28/2020
Terms: Due on Receipt
Billing Period: 09/28/2020 - 10/04/2020

Payment Options:  Cash/Check [ ePay

DISCOUNT TOTAL
$0.00 $360.00
TOTAL
$5.00
TOTAL $365.00
CREDIT APPLIED $0.00
PAYMENTS MADE $0.00
BALANCE DUE $365.00
CREDIT BALANCE $1,247.05

7. Atthe Are You Sure prompt, click Restore. The invoice is
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Restore a Deleted Recurring Invoice

1. From the menu to the left, click Accounting.

2. Click Income.

3. Enter your Accounting PIN and click Go.

Note: If you do not have an Accounting PIN set, you are prompted to set one.

4. Click ¥ and select Recurring Invoices. The Recurring Invoices page opens.

5. Click the Status drop-down menu and select Deleted. Only deleted invoices display.

restored to its original status.
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Note: Deleted invoice rows are highlighted in red, so you can also easily find them without filtering.
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6. Click the invoice to restore.

7. Atthe Are You Sure prompt, click Restore. The recurring invoice is restored to its original status.

Are you sure?

Hey therel This will restore the status of the invoice to its
original status.
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