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Reset a Sales Invoice 
 
This help document will show you how to reset a sales invoice on Liquid Accounts. 
If you have pressed the Complete button on a sales invoice, the system will not 
allow you to delete or edit the invoice. If you are logged into Liquid Accounts as 
an administrator, you can wind-back the status of an invoice so that it is no longer 
complete, enabling you to edit or delete it. 
 
Select the Sales tab then the Invoicing button. 
 

 
 
Select the invoice to be reset by clicking on the number. Alternatively, if you 
know the invoice number, enter the number into the Find box and press the 
Invoice button. 

 

 
 
The invoice needs to be reset if the invoice status says Ready for Printing or 
Printed.  
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To reset the invoice press the Reset button. 

 
 
 

Untick the Printed and Completed check boxes and then press Save. Once the 
changes have been saved press the Go to invoice button and it will take you back 
to the invoice. 

 
 
 
The invoice status should now be Being created. You can now delete or edit any 
of the lines by selecting the Delete or Select hyperlinks respectively. 

 


