
 

 
Fixing Mistakes Using Duplicate Void & Cancel Internal 

 
 

Oh no! 

When looking back at your daily log, you realized you made a mistake! First, you made a reservation 

for the wrong Joe Schmo, then once you found the right Joe, you entered him twice! Not to worry, you 

can fix it using the duplicate void function and the cancel internal function. 

To get rid of the wrong reservation, start 

by clicking on the reservation number. 

• Next, scroll down to the service 

visit status section 

• Click “Cancel Internal.” A green dot 

should appear to indicate that your 

information was saved. 

• Close the window.  

• You should now see the entry 

marked as “cancelled internal” and 

pink in the daily report 

 

Note: Cancel internal can be used for any 

mistake. Both duplicate void and cancel 

internal entries will not show up in the 

monthly report. 


