
Etrition Tips & Instructions 

How to Void Transactions 
To void transactions: 

●​ Cashiers do not have access to void transactions 
●​ Cashiers should report all affected transactions to Manager for Manager to void 

 
Sales > Transactions  
Search for the transaction(s) you are looking for by using any of the filters:  Session, Date, Patrons, 
Terminals, Schools  

 
 
Check the box of the transaction you are looking for.  Click “Void Selected Transactions”  DO NOT CLICK 
VOID ALL TRANSACTIONS! 
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To print a voided transactions report for reference: 
​
Reports > Sales > Transaction > Transaction Journal 
 
Choose whatever filters you would like. 
 
Click “Voided Transactions Only”.  Queue Report. 
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