
 
 
 
 
Welcome to the BillStore Help Center. 
Here you will find all the guides you need to get started quickly and easily. 

 
 
Cancel an invoice 
 
With the	“Cancel Invoice”	function, you can completely invalidate an invoice that has already been 
sent. 

The entire invoice amount will be cancelled. 

1. Select “Invoice Cancellation” 

In the relevant invoice, open the	“More Actions”	menu and select	“Invoice Cancellation”. 

 

2. Enter a reason (optional) 

Optionally enter a reason for the cancellation. 

This note is only visible to you and will	not	be printed on the invoice. 

 



 

3. Confirm cancellation 

Confirm the process. 
The invoice will be fully cancelled: 

• It loses its validity 
• It can no longer be used or edited 
• It will be marked as	“Cancelled”	in the invoice overview 

Notes: 

• Invoices that have already been paid can also be cancelled. 
• A cancellation cannot be undone. 
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