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Edit or Delete a Sales Receipt 
 
 
This help document will show you how to edit or delete a sales receipt on Liquid 
Accounts. 
  
Select the Sales menu tab at the top of the screen and then choose the Invoicing 
menu option. 

 
 
 
Ensure you have the correct customer selected. If not, use the search function at 
the top of the screen to select the correct one. Find the sales receipt that you wish 
to edit in the list. Click on the sales receipt number. 

 
 
 
Depending on whether the receipt has had invoices allocated to it or not will then 
depend how the next screen will look.  
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The example below shows a receipt with no invoices allocated against it and 
therefore the receipt can be fully edited by pressing the Edit button, or deleted 
by pressing the Delete button. 

 

 
 
 
If you chose to edit it, you can now make any changes you need to. Press the Save 
button to save the changes. 
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Editing or Deleting a Sales Receipt with invoices allocated 
against it 
 
If the sales receipt has had invoices allocated against it, they will be shown on the 
right-hand side of the screen. You can still edit elements of the sales receipt such 
as date and bank account by pressing the Edit button, making your changes and 
then pressing the Save button. If you wish to edit any other aspect of the sales 
receipt, or to delete it, you will firstly need to un-allocate these invoices from the 
sales receipt. In order to un-allocate the invoices, press the Unmatch Invoices 
button.  
 

 
 
 
Once the Unmatch Invoices button has been pressed, the screen will update and it 
should show no allocated invoices. 

 
The receipt can now be edited or deleted.  

Sales Receipts that have been Bank Reconciled 
 
If a sales receipt has been bank reconciled, when you try and edit or delete it a 
warning box will appear. You will need to go out of this screen and into Check my 
statements and un-reconcile the transaction before the system will allow you to 
edit or delete it. 
 


