
INVOICE CORRECTION

Old system & entity change invoices



Reinvoicing Old-System

Invoices

This manual outlines the process for correcting invoices that were
originally issued before the system cut-off using the old billing
system, only if the cut-off did not involve a change in the hotel's legal
business entity.

These invoices created before the system change must be reinvoiced
following the steps detailed in the subsequent slides:

1. Cancel the original invoice
Use transaction: /CCSHT/FC_FMAN_ANUL – Invoice Cancellation
(Applicable only for IT, VE, AR, MX, PT, and CO)

2. Issue the corrected invoice in the new system
Use transaction: /CCSHT/FC_FMAN – Day-Guest Billing
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To cancel the invoice originally issued in the old system, open the TMS transaction:
/CCSHT/FC_FMAN_ANUL –Invoice cancelation (Old system only IT, VE, AR, MX, PT and CO)

The screen displayed will be identical to the one used in the Day-Guest Billing transaction.

M I N O R  H O T E L S 3



Complete all mandatory fields exactly as they appear on the original invoice from the old system (this includes Client, Branch, Payment Type,…).

Click on the Execute icon

⚠️ Important: this action is final and cannot be modified later.
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In the Voucher field, enter the following information:

• The name of the old system

• The reference or number of the original invoice

• The issue date of the invoice you are canceling



Click on Process in the top bar menu.

Add the same number of charges as those listed on the original invoice from the old system.

For each charge:

• Select the same Concept used in the original invoice.

• Enter the same Price as shown on the old invoice.

• Set the Service Date to the same date as the issue date of the original invoice.
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Remember:

this is a cancellation, so the amounts must 
match exactly.



Once all the mandatory fields mentioned earlier have been completed, click on the Insert Item button.

The amount entered will be transferred to the table below as a negative value.

Repeat this step for each charge listed on the original invoice, ensuring each line matches the original invoice exactly (the Quantity field is negative by default).

After all lines have been inserted, click Save to return to the folio.
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After saving, you will return to the folio, which should now reflect the following:

• Same header as the original invoice (Main Client)

• Same Concepts as listed on the original invoice

• Same Service Date as the original invoice

• Same total amount, but shown as a NEGATIVE value

⚠️ Important: all details must exactly match the original invoice you need to cancel.

M I N O R  H O T E L S 7

Once confirmed, click on the Create Invoice button to 
generate and print the credit note, ensuring you use 
the same payment method as the original invoice.



Now that the original invoice has been successfully canceled, you can proceed to issue a new
invoice with the correct data.

Open the TMS transaction: /CCSHT/FC_FMAN – Day-Guest Billing

Update the fiscal data, if necessary, to reflect the correct information.

If the correction is due to reasons such as an error in amount, commission, concept, or similar
issues, you must fill in all mandatory fields in the Day-Guest Billing transaction exactly as
they appeared in the original invoice from the old system.

Click on the Execute icon to proceed.

In the Voucher field, enter the number of the original invoice from the old system.
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Click on Process in the top bar menu and add the charges using the correct concept(s) and/or updated amount(s).

⚠️ Important: use the same Service Date as the original invoice.

Once all lines have been added, click Save to return to the folio.

Then, click on Create Invoice to generate the corrected invoice.
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Payment Method Guidelines

If the total amount has not changed (correction is
due to incorrect fiscal data): use the same payment
method as the canceled invoice.

If the total amount has changed and a refund is
required: use the SAME payment method as the
canceled invoice. If the refund must be processed via
credit card, it must be done using the same payment
terminal where the original transaction was made.
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