
ISTARS SPOTLIGHT: 

Void Receipt 
If you should need to void or refund a receipt, you may do so by selecting Void Receipt from the 
Payment drop-down menu. (Note that you must void a receipt resulting from a bond transaction 
from the Bond window. ) 

  

Enter the number of the receipt you need to void, and the date of the receipt. Press <Tab> to 
display the name of the person who made the payment in the Received Of box.   If the name is 
correct, click ‘OK’.  The system will then ask if you want to adjust out the handling fee- 
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Say yes to the adjust out the handling fee question. 

If you want to refund the receipted amount to the payer, click to put a check in the box labeled 
Refund. The program will process a disbursement request automatically.   (highlighted in yellow 
in example above) 

NOTE:  If you void a receipt on the same day that it was receipted that receipt will not show up 
on your daily cash balance.  (see 3 payments on 1/6/2011) 

 

 

 
 



 

Why would you care? 

Because in the event that you did not hand the money back to the payer AND you did click 
Refund (as the example shows) you will get a disbursement request.   So- best practice would be 
unless this is cash, do not click refund, but mail back the funds to the payer.  If this is cash- then 
the daily cash balance (as seen) will not report the voided receipt as cash “in” but the 
disbursement will ask the auditor to pay cash out.  You will need to provide the cash with the 
disbursement request to the Auditor. 

This will only be a problem if you receipt the cash and void/refund the cash on the same day. 

As you can see none of the 3 
voided receipts show up on the 
cash balance report. 



Why?  - Because if you receipted the cash on a previous day, it would be listed in your cash 
balance report and would have been turned over to the Auditor or Treasurer with the funds for 
that day.  So the Auditor would pay back the payee with funds that have previously been 
deposited to the court trust. 

Best Practice:  Voiding a payment same day as receipted – hand the funds back to the payer. 

Payer is no longer there and funds must be mailed, mark refund but remember to also turn that 
money over to the auditor with the disbursement request, and a copy of the voided receipt. 

Questions?  Call us at ISTARS Support 334-2850.  
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