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Invoice Edits in CRE 

 

 

Retail establishments often need to modify an invoice.   
 

To show/hide the invoice edit buttons select F11 on your keyboard, 
or select Options then Invoice Properties. 
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Specifying which employees can edit invoices  

If you only want managers and select employees to be able to void invoices, discount items/invoices, 
invoice price changes, and tax exempt invoices select Manager from the login screen, provide the 
requested credentials, and follow these steps. 

 

1. Select Administrative and then Employee 
Maintenance. 

 

2. Select an employee. 
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3. Select the Functionality tab. 
 

4. Set the following to the desired permission. 
1. Invoice Discounts 
2. Void Invoices 
3. Tax Exempt Invoice 

 
5. Select Save Changes. 
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Voiding an Invoice 

To void an invoice, follow these steps. 

 

1. After the items have been added to the 
invoice select VOID INVOICE. 

Note: Optionally you can hit Ctrl + V on your 
keyboard which will have the same outcome.  

 

If the current employee has the Void Invoices 
permission set to prompt then a manager with an 
override permission will be required to continue.  
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Discounting an Invoice 
 
To discount items on an invoice, follow these steps. 

 

1. After items have been added to your invoice 
select F11 - Invoice Info. 

 

2. Select Discount. 
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3. Enter a discount percentage and select OK. 

 

4. You will see that the discount has been 
applied to the invoice. 

 
 

The following permission will be used for the above feature. 
1. Invoice Discounts 
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Adding Invoice Notes 
 
Invoice Notes are a good way to quickly enter information pertaining to an invoice.   

Select Manager from the login screen, provide the requested credentials, and follow these steps. 

 

1. After items have been added to your invoice 
select F11 - Invoice Info. 

 

2. Select Notes. 
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1. Under Invoice Notes enter any information 
you would like to have printed on the receipt. 
 

2. Select OK. 

 

3. The receipt will have the notes printed on it. 
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Exempting Tax from an invoice and items on an Invoice 
 
Invoice Notes are a good way to quickly enter information pertaining to an invoice.   

For a more in depth guide to Tax exempting invoices please see below: 

2. http://faq.pcamerica.com/file-lockers/pdf-locker/Tax_Exempt_Invoice_Items.pdf 

 

 

1. After items have been added to your invoice 
select F11 - Invoice Info. 
 
3. Selecting Tax Exempt Invoice will exempt 

tax from the entire invoice. 
4. Selecting Tax Exempt Additional Items 

will exempt tax from any additional items 
added to the invoice. 

Note: After selecting either of these options you 
will be required to enter the customers drivers 
license number, the license state code (NY), and 
the expiration date. 

 
The following permission will be used for the above features. 

5. Tax Exempt Invoice  
 
 
 
 
 
 
 
Last Invoice Processed 
 

 

1. After items have been added to your invoice 
select F11 - Invoice Info. 
 
6. Selecting Last Inv Processed will show 

you the number of the last invoice 
processed. 

2. Select OK when finished. 
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Desired Grand Total 
This function can be used to manually change the grand total for an invoice. For example, if a customer 
purchases an item and the total comes to $10.23. The customer pays $10.00 but can't find any change so 
you decide to just charge him the $10.00. You can click on Desired Grand Total to change the grand total 
of the invoice to $10.00 and CRE/RPE will automatically calculate and apply the proper discount.  
 
Select Manager from the login screen, provide the requested credentials, and follow these steps. 

 

1. Select, F11 - Invoice Info. 
 

2. Select Desired Grand Total. 

 

3. Enter the Desired Grand Total. 
 

4. Select OK. 
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Print Item Notes 
This function allows you to print the item notes from the last invoice processed or for a different invoice. 
These are the notes that are specified for individual items in the Notes tab of the Inventory Maintenance 
screen, such as instructions for caring for a plant or ingredients found in a meal. 

 

1. Select, F11 - Invoice Info. 
 

2. Select Print Item Notes for Last Invoice. 

 

7. Selecting Last Invoice will automatically 
print the notes for the last invoice. 

 
8. Selecting Other Invoice will prompt you 

for the invoice number.  
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Check EBT Balance 
 

 

1. To check the balance on your EBT card select 
F11 - Invoice Info. 
 

2. Select Check EBT Balance. 

 

3. Swipe or enter the EBT card information then 
select OK.  

 

Note: You must have a payment processor setup 
for EBT in the payment processing tab of the 
setup screen, to use this feature. 
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De-Activate Gift Card / Loyalty Card 
 

For more information on creating Gift Cards please see below: 

• http://faq.pcamerica.com/file-lockers/pdf-locker/Giftcard_setup_in_CRE.pdf 

For more information on creating Loyalty Plans please see below: 

• http://faq.pcamerica.com/file-lockers/pdf-locker/Customer_Loyalty_Detailed.pdf 

 

 

1. To de-activate gift/loyalty cards select F11 - 
Invoice Info. 
 

2. Select DeActivate GiftCard / Loyalty Card. 

 

3. Select what you would like to de-activate. 

 

4. Then swipe the card or enter the card id. 
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Check FSA/HRA (Flexible Spending Account/Health Reimbursement Arrangement) Balance 
 

 

1. To check the balance on your FSA/HRA card 
select F11 - Invoice Info. 
 

2. Select Check FSAHRA Balance. 

 

3. Swipe or enter the FSA/HRA card information 
then select OK.  

 

Note: You must have a payment processor setup 
in the payment processing tab of the setup 
screen, to use this feature. 

 
 
 
For more information on FSAs (Flexible Spending Accounts) or HRAs (Health Reimbursement 
Arrangements) please refer to: 

• http://www.irs.gov 
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Cash Out Gift Card 

 

 

1. To cash out a Gift Card select F11 - Invoice 
Info. 
 

2. Select CashOut GiftCard. 

 

3. Swipe or enter the Gift card information then 
select OK.  

 

4. You will be asked to pay the customer the 
remaining balance on the card. 

 


