
 
 

Deleting Charges from the Foreign National 
(FN) Billing Module 
 
For security purposes, the Foreign National (FN) Billing module does not allow for the complete 
deletion of an invoice. These items are best retained for accurate record keeping. However, you can 
delete charges made to an FN.  

To delete charges: 
1.​ Navigate to the FN file with the invoice issue. 
2.​ Hover your cursor over the FN Billing tab. 
3.​ Select Billing History from the drop-down menu. 
4.​ Click the number of the invoice that needs charges deleted. 
5.​ Once the invoice review screen loads, find the charge(s) that need to be removed and click 

the Charge Date. 
6.​ A new screen with specific information about the charge will load.  
7.​ Click the Delete This Charge button in the bottom right corner of the screen. 

Note: The Delete This Charge button may not appear if the charge was spread over time. In 
this case, it cannot be edited. 

8.​ Click Delete in the action confirmation window. 

Note: If the invoice was created by the Create Blank Invoice button, then it can be deleted 
as long as it adheres to the following criteria: 

●​ All charges are deleted from the invoice. 
●​ It is the most recent invoice on the FN’s file. 

 
More Training Available! 
Check out additional training resources available on our site, Connections. 
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