How to Void Miscellaneous Check that was already Printed

Voiding a check is similar to that of unposting a check, where it reverses the previously posted entries in the GL Account Detail and backs out the
transaction in Bank Account Register and Bank Reconciliation screen. The differences these two have are:

® With Voided check, you will not be able to make make a change on the miscellaneous check as it is already locked up, while with Unposted
check, you can still make a change and even re-post it.
® Voided check is recorded in the Bank Account Register but is just marked as Voided and does not move the Balance from the previous

transaction to the voided check, while Unposted check is not shown as if it was never there to begin with.
The following will show you how to void a check.

1. Open a posted and printed miscellaneous check.

Miscellaneous Checkes - MCHK-7

New

Search

Print Void UnpostPreview Recurring Close
Details | Audit Log(2)
Bank Account =/ 07072017 Balance | 25702.31000 Currency+/UsD | Record No |MCHK-7
Date 1 Payee Amount 116.00000
Description Recur Check No 00000006
Search Address | Enter address to search...
Address City State
ZipfPostal Country
% Remove  Filer Q)
GL Account™ Description Name Amount
54500:5003.012 Leave of Absence.Cincinatitech-Grain - Soybeans 11600000
Total: $116.00
7 @ O X Prined Page 1] or
2. Click Void toolbar button.

Miscellaneous Checks - MCHK-7

Mew Search

Print Void UnpostPreview Recurring Close

3. This message is shown. Click Yes button to continue with voiding the check

iRely i21

Are you sure you want to void this record?




4. Supply the Check Reversing Date on Void Check screen and click OK button.
Void Check

OK  Cancel

Details

Check Reversing Date 712572017 B
? @ U Ready

The miscellaneous check is voided. These changes are then automatically applied to the miscellaneous check.

Miscellaneous Checks - MCHK-7

A~ O x

New Search Unpost Preview  Recurring  Close

[Details | AuditLog(@)
Bank Account » Balance 25,818.31000 | Currency = USD Record No | MCHK-7
Date Payee Amount 116.00000
Descriprion Recur CheckNo Voided-00000006 ||
Search Address | Enter address to search... il
Address City State
ZipfPostal Country
X Remove  Filer aQ
GL Account™ Description Name Amount
sasons003.012 Leaue of Absence Cincinal tech Grain-Saybesns 11600000
Total: $116.00
7 @ QO E Voided Page 1] of1
a. Voided is shown at the left part of the Status bar.
b. The Unposted and Void toolbar buttons that were previously shown are now hidden.
c.

The Balance field is now updated with the voiding of check, which means that anything that was taken out from the fund is now added
back based on date.

The entire screen is disabled preventing the user from changing anything to the voided transaction.

6. The miscellaneous check that was voided then updates the following areas in i21.

a. In the GL Account Detail. You may open any account used from the miscellaneous check, then select the voided miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the voiding of miscellaneous check are shown. The entries are similar to that of
unposting the check, which is just a reverse of the posted entries.

a



GL Account Detail - 14140-0000-000

Print Search Transaction Detail J

Detais

Account Groufl | Asset Opening Balance 0.00] From Date: [7/112017 & ToDae 77312017 El

Q Open

Date

GL Transaction Detail
Close.
Details

Qopen BView | Fiter (F3) “
Date Batch Number | Account D Description Record No Detit Credit

7502017 BATCH.3524 Test Cash MCHKTY. 11500 000

7502017 BATCH.3524 MCHKTY. 000 11800

72172017

72572017
72 ® 9 Read!
72572017 2 9 = v
75207 voID BATCHISZA  MCHKY irelyadmin Tese Cash AccountHo... 2570231 1600 000 =
‘ ,
EREE ss3s32
Ending Balance 2581831
Budger 000
Variznce 2581831
Budget Code v
7 @ Q & Ready Page 1 or1

If you open the Account assigned for the bank account used in the miscellaneous check, the Ending Balance field at the bottom will show the

same amount shown in the voided miscellaneous check.
[r——————— P —

e of Accol

8 view New Search UnpostPreview Recurring Close

< Account || Dewis | AuditLog@)

ccount| Bank Account

Currency+|usp | RecordNo |chk7 casn ow
1s1000] Dere Amount 116.00000. None
A O x
Detais
Account Id: 14140-0000-000 Description | Test Cash Account-Home office-Admin Currency | USD Date Range -
Account Group: | Asset Opening Balance 0.00| From Date: | 7/1/2017 @ ToDate  7/31/2017 =
Qopen E3View |Fikcer (F3) b
osee Source Syseem | Becen Numser | Record No ety Transaction Descrpton. | Begining Baance oese cest | enong
a0 BTN saTcass  sTRN3S reamin sa3754 500 [
ey swo [ En reyaamin ssam2es 000 6500
o o acunes  MOHKe reyaamin ssa178s 000 11500
ey e BaTcuns  Pav00 reyaamin Tese Cosn ccounet s87028 000 50
ey e acunsy  pavant reyaamin Tese Cosn ccounet sses3s 000 230
ey e oacunss  pavan reyaamin Tese Cosn ccounet ssines 000 550
e ety pavaos reyaamin Test Cosn ccouneo 3805734 000 10000
s awcsie  pavaor reyaamin Tese Cosn ccouneto 95734 000 ratsas
. .
61,1596 sz
i oo |
Budzes 000
Variance 2581831
Budger Code .
? @ O 0 Ready page 1] o1

7. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted miscellaneous check. That same
amount matches that of the unposted miscellaneous check > Balance field.
Bank Accounts - US BANK NA

MNew 5Save Search Delete Undo Bank CheckAudit Recondliation Register Close

Details | Check Layout | Audit Log (5]

Bank Name  +|US BANK NA GL Accounts
Aeeaunt Halder GL Account *|14140-0000-000 Q
AccountNo  +|07072017 Currency+| UsD

Check Number Range

Ealance 25,818.31000 |Active ||

Contact [ Starting Check No 1




Click the Check Audit toolbar button to open the Check Number Audit screen. The miscellaneous check that was voided is shown as another
line - a duplicate of the original check transaction with Status of VVoid Check.

Bank Accounts - US BANK NA A O X
New Save Search Dekete Undo Bank CheckAudic Recon
Detals | CheckLayout | AuditLog (5)
BarkName GL Accounts
Account Hold< SRR ~ = Q
AccountNo
Waste Princ Close
Balance
Contact Detais !
. 25
Search Addres| Fiter | AllChecks ~ From T
Address Printed 5| Failed 2| Unused 19 7
Check No. Status Record No Remarks E
00000003 Veid Check WICHKS . 1o Creme
Gy
00000003 Printed McHKS
Zip/Poszal
00000004 printed NCHKS
Phane
Website 00000005 Printed PaY-302 o
Email 00000006 Void Check MCHK7 I 0
184N 00000006 Printed wcHKT ooy
SWIFT 00000007 Unused
Electronic Bal | 00000008 Unused
Formats 00000008 Unused
BankStmt | | oooo0010 Unused
ACHINACHA e
posivepay| 2 @ U Ready
2@ 0 Ready Poge 1ot

8. In the Bank Account Register for the Bank Account used, it backs out the miscellaneous check by just marking the Check Number with the

word 'Voided' and Balance field from the previous transaction and the voided transaction did not move. Balance field matches that of the voided
miscellaneous check > Balance field.

Bank Account Register

Print  Reconciliation Export To Excel Close

Details
Bank Account 07072017 ~  BankName | Us BANK NA Balance 2581831000 |
Filter (F3) 3
Check Date. Location Number Record No | Payee or Payor Payment Deposit | Balance Ciear | Clear Date Transaction Type Memo
742012017 EAY.283  Saimon Creek Office 8500 38,882584 ACH -
72172017 EIER.EWD 4500 38,837.34 Bank Transfer (WD) n
72172017 0001 - Fort Wa. BIRIL3S 4500 3888284 Bank Transaction
72172017 0001 - Fort Wa. BWD4 6500 3881784 Bank Witndrawal
72172017 00000004 MICHKS 11500 3870284 Wisc Checks
72172017 EAY.300  Saimon Creek Office 7750 3862534 ACH
72172017 EAY.301  Saimon Creek Office 29250 3813284 ACH
72172017 00000005 EAY.302  Appie Spice Ssles 6550 38,067.34 AR Payment
72172017 EAY.305  Apple Spice Ssles 10000 57,967.34 ACH
72172017 BAY.307  Office 1219384 25773.40 AR Payment
72172017 0001 - Fort Wa. BDEP.56 5891 2583331 Bank Deposit ARACH
742512017 0001 - Fort Wa. BIRN.40 1500 2581831 Bank Transaction Test Paym..
7425/2017 0ided-000000..  MCHKT 11600 v 7EseT Misc Checks void
7425/2017 0ided-000000..  MCHK-7V. v 7EseT Void Misc Cneck Void Trans... 'S
? Ready

In the Bank Reconciliation, selecting the reversing date of the voided check as Statement Date > Payments and Debits panel for the Bank

Account used still shows the voided misc check with a partner on Deposits and Credits panel. Bank Account Balance field matches that of the
unposted miscellaneous check > Balance field.

Bank Reco

fle Print Search ClearRange Import

[Detais | Awachments (0)
Bank Account /L Account /L Balance Bank & G/L Balance Difference
07072017 ~: 14140-0000-000 2581831000 0.00000/
15 Payments and Debits 11 Deposits and Credits
Clear All [J ClearNone  + Add BB View | Filter (F3) b Clear Al [JClearNene + Add B8 View | Filcer (F3) b
Clear | Date~ | Number Pajee Description TransactionType | Payment Ceor | Date~ | Number Payor Description Transaction Type Deposit
Q 7172017 office 1P pzyment 21038 Q 71182017 Sank Deposic ss00
Q 72172017 Appie Spice Sal. acH 10000 ||Q 7n19r2017 Bank Deposic 15000
Q 7212017 00000005 Apple Spice Sal. AP Payment &5 |Q W n07 Bank Deposit 3000
Q 212017 Salmon Creck .. ach s llQ v wen7 Benk Deposic 2000
Q 712017 Seimon Creekc acH 7 Q¥ wmnoy Benk Deposic 1000
Q TTV207 00000004 Wisc Checks nso0 | Q. 7202017 Bank Deposic %6425
Q w207 Ssnkwinarsus! esoo IO 12012017 TestDepest  Bank Transacton 18500
Q 7ma017 7 Bank Transter (W. s0 | w07 Bank Transaction 4500
Q @ 77252017 Voides00000005 Misc Checks 160 1| Q 212017 ARACH Sani Desosic seo
Q 7252017 TemPayment  BankTransaction 1500 9 /Q U 77252017 Voided-00000008 Vo Transactn.. Vel Misz Creck 11600 2
1 Payments Cleared 116,00000. 3 Deposics Cleared 60.00000
Prior Reconciliation Ending Balance Cleared Paymenss - Cleared Deposits - Ending Balance Per Reconciliztion
100.00000] 116.00000 60.00000 44.00000
Bank Statement Ending Balance Uncleared Payments - Uncieared Depasits Bank Account Balance Differance
170 30,320.85000 55.979.16000 10.00000
? @ O K Ready

Voiding a check is similar to that of unposting a check, where it reverses the previously posted entries in the GL Account Detail and backs out the
transaction in Bank Account Register and Bank Reconciliation screen. The differences these two have are:



® With Voided check, you will not be able to make make a change on the miscellaneous check as it is already locked up, while with Unposted
check, you can still make a change and even re-post it.

® Voided check is recorded in the Bank Account Register but is just marked as Voided and does not move the Balance from the previous
transaction to the voided check, while Unposted check is not shown as if it was never there to begin with.

The following will show you how to void a check.

1. Open a posted and printed miscellaneous check.

Miscellaneous Checks - MCHK-21 ~ 0 x
New Search Print Void Recap Close
Details | Audit Log (2)
Bank Account: | 113322 Balance: 0.00| Currency: |USD | Record No: | MCHK-21
Date: Payee: Amount: 1,200.00
Description: Check No: 00000011
Address: Zip/Postal Code: City:
State/Province: Country:
% Remove  Filter: Q
GL Account Description Name Amount
45000-0002-104 Discount Take 1,200.00
Select a GL Account
Total 51,200
& Q@ = Printed Page 1] ofl

2. Click Void toolbar button.
Miscellaneous Checks - MCHK-21

New Search Print Void Recap Close

3. This message is shown. Click Yes button to continue with voiding the check.

iRely i21

Are you sure you want to void this record?

4. Supply the Check Reversing Date on Void Check screen and click OK button.

Void Check

OK Cancel

Details

Check Reversing Date: 051 ‘i."}ll:l‘hii-lﬁI




5. The miscellaneous check is voided. These changes are then automatically applied to the miscellaneous check.
Miscellaneous Checks - MCHK-21

New Search
Details | Audit Log (2)
Bank Account: | 113322 Balance: 2,538.67 Currency: |USD Record No: | MCHK-21
Date: 05/11/2016 | Payee: Amount: 1,200.00
Description: Check No: Voided-00000011 |
Address: @ Zip/Postal Code: City: [ I
State/Province: Country:
X Remove Filter: Q
GL Account Description Mame - Amount
45000-0002-104 Discount Take 1,200.00
Select a GL Account
Total 1,200
< Voided Page 1] of1

a. Voided is shown at the left part of the Status bar.

b. The Unposted and Void toolbar buttons that were previously shown are now hidden.

c. The Balance field is now updated with the voiding of check, which means that anything that was taken out from the fund is now added
back based on date.

d. The entire screen is disabled preventing the user from changing anything to the voided transaction.

6. The miscellaneous check that was voided then updates the following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the voided miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the voiding of miscellaneous check are shown. The entries are similar to that of
unposting the check, which is just a reverse of the posted entries.

GL Account Detail - 10001-0001-000

Print Search Transaction Detail Journal Export v Close

RS GL Transaction Detail
Accoun e
Accoun Dewis
Qo Q open Blayour QA
e Date Batch Number | Account ID Description Record No Debit Credit Debit U
05
05/11/2016  BATCH-567 10001-0001-000 Wiells Fargo - Payroll MCHK-21¥ 1,200.00 0.00 q
os)
05/11/2016  BATCH-567 45000-0002-104 Discount Take MCHK-21V 0.00 1,200.00 q
0s)
05
05
4 13
os)
@ © O B Ready
05/11/2016  VOID BATCH-567 MCHK-21V Wells Fargo - Payroll 1,200.00 0.00 0.0000 0.0000
+ 3
1,20000 1,210.00 0.0000 0.0000
Ending Balance: 2,538.67
@ {:‘ ’;J = Ready Page 1 of1 i All rights 1

If you open the Account assigned for the bank account used in the miscellaneous check, the Ending Balance field at the bottom will show the
same amount shown in the voided miscellaneous check.

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Detwils

Audit Log (6)

Bank Name: argo Indiana GL Accounts

Account No:

Currency: [USD [~ g Accoune 10001-0001-000 e

253867 |Active: &
GL Account Detail - 10001-0001-000

Print  Search Transaction Detail Journal Export - Close

Details
Accountld: | 10001-0001-000 Description: Wells Fargo - Payroll Date Rangs: v
Account Group: |Asset Opening Balance 254867 | From Date: | 05/01/2016 To Date: 05/31/2016 ]
Q open B8 Layout Q |[Filter R
Date Source System| Batch Number | Record No Transaction Description Debit Credic Debit Units Credit Units
05/03/2016  BTFR BATCH3S5  BTFRO Wells Farga - Payrol 0.00 115.00 0.0000 0.0000
05/05/2016  BTFR BATCH.S57  BTRR1 Wells Fargo - Payroll 10.00 000 00000 0.0000
05/05/2016  BTFR BATCH.SS7  BTFR-I1 Wells Fargo - Payrol 0.00 1000 00000 0.0000
4 »
1,200.00 1,210.00 0.0000 0.0000
Ending Balance: 2,538.67
@ @ Y FE Ready Page 1] of1




7. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted miscellaneous check. That same
amount matches that of the unposted miscellaneous check > Balance field.

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Close

Regjster

Details

Audit Log (6)
Bank Name: Wells Fargo Indiana GL Accounts
AccountNo: 113322 Currency: [USD [~ | | 5| account: 10001-0001-000 v
Balance: 2,538.67 .Acti\re: \/
Contact: f Steve Jones - Check Number Range
Address: :j(::j: 1234 Main St

Starting Check No: 1

Ending Check No: 25

Click the Check Audit toolbar button to open the Check Number Audit screen. The miscellaneous check that was voided is shown as another
line - a duplicate of the original check transaction with Status of VVoid Check.
Bank Accounts - Wells Fargo Indiana

New 5Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details | Audit
Check Number Audit
Bank Name:
Wastz Print  Close
Account No: "
Balance: el
Contact: Filter: All Checks v | From: To:
Address: @) Printed: 10/ Failed: 3 Unused: 14 .
Check No Status Record No Remarks 55
0UUDUUUE Frintsa A8/ .
Zip/Postal 12
Code: 00000009 Printed PCHKAS
8
State/Province: || | 00000010 Printed PAY-95
4| Create
Phone: 00000011 Printed MCHK-21
Website: [ |_0oooooo11 Void Check MCHK-21
)
Email: k=] | oooooo12 Unused
Electronic Ban|| | 00000013 Unused °
E— 00000014 Unused °
00000015 Unused
Bank Stmt - Apply
® 6 0 o @ @ O Ready |
o v

8. In the Bank Account Register for the Bank Account used, it backs out the miscellaneous check by just marking the Check Number with the
word 'Voided' and Balance field from the previous transaction and the voided transaction did not move. Balance field matches that of the voided
miscellaneous check > Balance field.

Bank Account Register

Print Reconciliation ExportToExcel Close

Details

Bank Account: | 113322 ~ | Bank Name:  Wells Fargo Indiana Balance: 2,538.67 |
Q |Filter Records (F3) ‘
Check Date | Numiber Record No Payee or Payar Payment Deposit Balance Clear | ClearDate | Transaction Type | Memo
04/1372016 ‘00000003 PCHE-45 Carolyn R Frahm 1,162.30 -2,262.83 Paycheck -
04/15/2016 00000002 MCHK-18 10.00 -2,27283 ¥ 04/21/2016  Misc Checks
04/28/2016 00000004 PAY-93 Apple Spice Sales 2500 -2,297.83 AP Payment
04/28/2016 BDEP-67 500000 270217 Bank Deposit
04/28/2016 BTRN-26 50.00 275217 Bank Transaction
04/29/2016 00000006 MCHEK-13 payee 101 55.00 2697.17 Misc Checks
04/29/2016  Voided-000000.. PAY-94 Brown Brother Far. 19.00 267817 ) 04/30/2016 AP Payment void
04/23/2016 00000008 PAY.07 Northern Propane 148.50 252967 AP Payment
04/30/2016  Voided-000000.. PAY-94V Brown Brother Far. 19.00 254867 v 04302016 Void Check Void Tran
05/10/2016 00000010 PAY-23 Frito-Lay 10.00 253867 v 05/10/2016 AP Payment
05/11/2016  Voided000000.. MCHK-21 1,200.00 ") 05/11/2016  Misc Checks void
0s/11/2016 Voided-000000... MCHK-21V 1,200.00 v 05/11/2016 Void Check Void Tran...

@ O O Ready




9. In the Bank Reconciliation, selecting the reversing date of the voided check as Statement Date > Payments and Debits panel for the Bank

Account used still shows the voided misc check with a partner on Deposits and Credits panel. Bank Account Balance field matches that of the
unposted miscellaneous check > Balance field.

Bank Reconci A O x
Reconcile Print  Search Import ~ Close
Detalls | Attachments(0)
[Bank Name: G/L Accaurt: G/L Balanca: Bank & G/L Balance Difference:
Wells Fargo Indiana 10001-0001-000 253867 000
8 Payments and Debits 4Deposits and Credits
Clear Al [] ClearNone + Add B8 Layout Q| Filter Clear All [ Clear None + Add B8 Layout ~ Q Filte:
Clear | Date Number Payes Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit
057317201 Wisc Chedks 4793
< Q) o S
Q 04137201, 00000003 Wisc Checks o I P e < o0
. ank Depasic 000,
Q 04/13/201... 00000005 JacobBCoste  Paycheck 277 ll PO ook Tt o
04/13/201... 00000003 Carolyn RFrahm  Paycheck 116230
Q arolyn Rfrahm _ Payched : Q & 0s/11201... veided.ooo0oott Void Transactio... Void Check 120000
Q 04r28/201... 00000004 Apple Spice Sal.. AP Payment 2500
Q 04r25/201... 0000000G payee 101 Mise Cheeks 5500
Q 04/29/201... 0000000S Northern Propa.. AP Payment 148.50
Q. ¥ osia01.. Voided-o0000011 Misc Checks 1,20000
1 Payments Cleared: 1,200.00 1 Deposits Cleared: 1,20000
Prior Reconcilistion Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconcliation
000 1,200.00 1,200.00 0.00
Bank Statement Ending Balance - Uncleared Payments - Uncleared Deposits Bank Account Balance Difference
0 4,006.53 6,565.20 253867 2000
@ ©Q = Ready

Voiding a check is similar to that of unposting a check, where it reverses the previously posted entries in the GL Account Detail and backs out the
transaction in Bank Account Register and Bank Reconciliation screen. The differences these two have are:

® With Voided check, you will not be able to make make a change on the miscellaneous check as it is already locked up, while with Unposted
check, you can still make a change and even re-post it.

® Voided check is recorded in the Bank Account Register but is just marked as Voided and does not move the Balance from the previous
transaction to the voided check, while Unposted check is not shown as if it was never there to begin with.

The following will show you how to void a check.

1. Open a posted and printed miscellaneous check.
Miscellaneous Checks - MCHK-4

New Search Print Void Recap Close
Details
Bank Account: 12152015 Balance: 27,530.48| Currency: |USD | Record Ne: | MCHK-4
Date: 02/10/2016 Payee: | payee freight payable Amount: 10.00
Description: Check No: 00000003
Address: O Zip/Postal Code: Ciny:
State/Province: Country:
Fileer: x| Q
GL Account Description Name Amount
 29000-0000-000 Freight Payable 10.00
Total $10

@ O O E Posed Page 1] e

2. Click Void toolbar button.
Miscellaneous Checks - MCHK-4

New Search Print Void Recap Close



3. This message is shown. Click Yes button to continue with voiding the check.

iRely i21

Are you sure you want to void this record?

4. Supply the Check Reversing Date on Void Check screen and click OK button.
Void Check

0K Cancel

Details

Check Reversing Date: 02/10/2016 | E

@ @ U Ready

5. The miscellaneous check is voided. These changes are then automatically applied to the miscellaneous check.

Miscellaneous Checks - MCHK-4 A O x
New Search Close
Details
Bank Account: 12152015 Balance: 27,549.48  Currency: |USD Record No: | MCHK-4
Dae: 02/10/2016 | Payee: | payee freight payable Amount: 10.00
Deseription: Check No: Voided-00000003 l
Address: @ Zip/Postal Code: City: I T
State/Province: Courtry:
Filter: x|Q
GL Account Description Name Amount
29000-0000-000 Freight Payable 10.00
Total: $10
@ QG 0 = Voided & Page 1 et

a. Voided is shown at the left part of the Status bar.
b. The Unposted and Void toolbar buttons that were previously shown are now hidden.
The Balance field is now updated with the voiding of check, which means that anything that was taken out from the fund is now added

c.
back based on date.
d. The entire screen is disabled preventing the user from changing anything to the voided transaction.

6. The miscellaneous check that was voided then updates the following areas in i21.
a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the voided miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the voiding of miscellaneous check are shown. The entries are similar to that of

unposting the check, which is just a reverse of the posted entries.



GL Account Detail - 10718-0000-000

Print Search Transaction Detail Journal Export - Close

Details

AccountID: f10718-00§0-000 Description:
Account Grougl) Cash Accdlints Opening Balance:
Q apen Layout Fi s (F3)
Source st.. | Botch Number | Record No ~
BTRN BATCH-376  BTRN-IS
BTRN BATCH-376  BTRN-IS
BTRN BATCH-378  BTRN-IS
BTRN BATCH-378  BTRN-S
BwD BATCH-313  BWD-1
BwD BATCH313  BWDA
MCHK BATCH-375  MCHK-4
[F]io210m015  voo BATCH384  MCHKAV
GL Transaction Detail
Close
Details
QoOpen BB loyout  Q [Fike =)
Dae Bateh Number | AccountID
02102016 BATCH-384 10718-0000-000
02102016 BATCH-384 29000-0000-000

Payroll Checking Date Range:
0.00| From Date: |02/01/2016 || To Date: 02/20/2016
Transaction Description Debit Credit Debit Units
Payroll Checking 0.00 1000 0.0000
Payroll Checking 10,00 000 0.0000
Payroll Checking 0.00 60.00 0.0000
Payroll Checking 60.00 0.00 0.0000
Payroll Checking 0.00 250.00 0.0000
Payroll Checking 250,00 000 0.0000
Payroll Checking 0.00 10.00 0.0000
Payroll Checking. 10.00 0.00 0.0000

Description
Payroll Checking
Freight Payable

Record No
MCHK-4V
MCHK-4v

<

If you open the Account assigned for the bank account used in the miscellaneous check, the Ending Balance field at the bottom will show the
same amount shown in the voided miscellaneous check.

Bank Accounts - Commerce Bank

New Save Search Delete

Details

Bank Name:

Commerce Bank

Account No

Undo Bank MICR CheckAudit Reconciliation

Register

Currency: [USD |+

Close

GL Accounts

GL Account:

Print Search Transaction Detail Journal Export - Close
Deails
Account ID: 10718-0000-000 Description: Payroll Checking
Account Group: | Cash Accounts Opening Balance 0.00 From Date: | 02/01/2016
Q Open 83 Layout Q |Fils (F3)
Date Source Syst. | Batch Number | Record No ~ Transaction Descriptian Debit
021102016 BTRN BATCH-376  BTRN-1S Payroll Checking 0.00
021102016 BTRN BATCH376  BTRNAIS Payroll Checking 10.00
021102016 BTRN BATCH378  BTRN-1S Payroll Checking 0.00
021102016 BTRN BATCH-378  BTRN-1S Payroll Checking 60.00
0200172016 BWD BATCH313  BWD-1 Payroll Checking 000
« T T - - 1
45,100.00
B4 Ready

Debit Credit De
10.00 0.00
0.00 10.00

10712-0000-000

Credit Units
oot
0.0
o0
0.01
“1

000

0.0

3 B

Date Range: ~
| ToDate 02/20/2016 =
Credit Debit Units Credit Units
10.00 0.0000 001~
000 00000 oo
60.00 0.0000 0.0
0.00 0.0000 oo |:|
250.00 0.0000 0.0 -
S -
17,550.52 0.000 0.000
| Ending Balance: 27,549.48 |
Page 1] of1

7. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted miscellaneous check. That same
amount matches that of the unposted miscellaneous check > Balance field.

Bank Accounts - Commerce Bank

New 5Sawe Search Delete

Currency:

Details
Bank Name: Commerce Bank
Account No: 12152015
Balance: 27,549.48 ||Active:

usD

'

Undo Bank MICR CheckAudit Reconciliation

e

Close

Register

GL Accounts

GL Account:

10718-0000-000



Click the Check Audit toolbar button to open the Check Number Audit screen. The miscellaneous check that was voided is shown as another
line - a duplicate of the original check transaction with Status of VVoid Check.

Bank Accounts - Commerce Bank A O X

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details
Bank Name: GL Accounts
Account No: "
Check Number Audit
Balance:
Contact: Waste  Print  Close
address: | oo | T
Filter: Al Checks v | From: To 2000
ZiplPostal | Prirced: 2| Failed: 3| Unused: 2
SeatefProvind | Check No. Status Record No. Remarks 97| | Create
00000001 Printed PCHK-26 -
Phone: ]
00000002 Wasted PCHK-26 Paper Jam
Websie: | ["o0000003 Printed MCHKS |
Email: o000 Vord Check MCARE | o
. 00000004 Unused
Electronic 0
00000005 Unused
Formats 00000006 Unused 1] Apply
Bank Stmt 00000007 Unused
00000008 Unused
ACHINACH
00000003 Unused
Posidve Pal | oooogoto Unused .
6 0|® @ U Ready of1

8. In the Bank Account Register for the Bank Account used, it backs out the miscellaneous check by just marking the Check Number with the

word 'Voided' and Balance field from the previous transaction and the voided transaction did not move. Balance field matches that of the voided
miscellaneous check > Balance field.

Bank Account Register

Print Reconciliation Export ToExcel Close

Details
Bank Account: [ 12152015 [~ ] Bank Name: | Commerce Bank Balance: | 27,540.48 )|
|
Q [File F3)
Check Date Number Record No Payee or Payor Payment Deposit Balance Clear Clear Date Transaction Type Memo
02/01/2016 BDEP-2 45,000.00 45,000.00 Bank Deposit
02/01/2016 PAY-T Midwest Propane 10.00 44,990.00 ACH
02/01/2016 PCHK-26 Donna E Parker 1,.075.26 4391474 Paycheck
02/03/2016 BTRN-10 30.00 4388474 Bank Transaction
02/03/2016 BIRN-11 15,350.00 2853474 Bank Transaction
02/03/2016 ‘0000000 PCHK-32 Donna E Parker 1.075.26 27,459.48 Paycheck
02/10/2016 Voided-00000003 MCHK-4 payee freight paya... 10.00 04 02/10/2016 Misc Checks Void
02/10/2016 BTRN-1S 90.00 Bank Transaction
02/10/2016 MCHK-4V payee freight paya... 10.00 v 0210/2016 Void Check Void Tra...

9. In the Bank Reconciliation, selecting the reversing date of the voided check as Statement Date > Payments and Debits panel for the Bank

Account used still shows the voided misc check with a partner on Deposits and Credits panel. Bank Account Balance field matches that of the
unposted miscellaneous check > Balance field.

Bank Recol A O X
Reconcile Search Close
Details | Atachments
Bank Account Bank Name GIL Account GIL Balance Bank & G/L Balance Difference
12152015 |Commerce Bank 27,549.48 0.00
6 Payments and Debits 3 Deposits and Credits
A Clear Al [] ClearNone 4 Add 83 Layout  Q |Filcer Records (F2 [ Clear Al [] ClearNone 4 Add 85 Layout  Q |Filcer Records
Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit
Qg 0210172016 Midwest Propane  ACH 1000 | QL 0210172016 Bank Deposit 45,000.00
Qg 0210172016 Dorna EParker  Paycneck 1,075.26 | | QL 0211072016 Bank Transaction 50.00
= 02/0372016 Bank Transaction 3000 Q¢ 4 021102016 Voided-00000003 payeefreightp..  Void Check 10,00
Qs 020372016 Bank Transaction 15,350.00
= 02/03/2016 0000000 DonnaEParker  Paycheck 1,075.26
Q¢ [/ 02/1072016  Voided-00000003 payee freight p..  Misc Checks 10.00
1 Payments Cleared: 10.00 1 Deposits Cleared: 10.00
Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 10.00 10.00 0.00
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits g Bank Account Balance Difference
0 17,530.52 45,090.00 27,549.48 10.00
& O 9 Ready

Voiding a check is similar to that of unposting a check, where it reverses the previously posted entries in the GL Account Detail and backs out the
transaction in Bank Account Register and Bank Reconciliation screen. The differences these two have are:

® With Voided check, you will not be able to make make a change on the miscellaneous check as it is already locked up, while with Unposted
check, you can still make a change and even re-post it.

® Voided check is recorded in the Bank Account Register but is just marked as Voided and does not move the Balance from the previous
transaction to the voided check, while Unposted check is not shown as if it was never there to begin with.

The following will show you how to void a check.



1. Open a posted and printed miscellaneous check.

£ Miscellaneous Checks

EBEIES
Qe e BEA
New Soc Seach Dol Undo  Print  Void  Rewp  Close
Bank Account: |08 | Balance: | 457.000000] currency: Record No:
Date: [06/22/2015 | Payee: [sample | amount: | 50.000000
Description: | sample | check no: | 10000008
Address: [ Zip/Postal Code: | | city: [ J
State/Province: ‘ ‘ Country: | ‘
© remoe | Ater: | [x[a]
GL Account Description Name Amount
50110-1001 PURCHASES WHEAT - WB -Hew Haven Grain 50.00
Total: 50.00
@ 3 | Posted 44 | page | 1eft] b bl
2. Click Void toolbar button.
3 Miscellaneous Checks BI=IE
r
< [ T ¥ %\ < |im 3
Naw Save Search Delste Undo | Void |Recap

3. This message is shown. Click Yes button to continue with voiding the check.

Rely i21 x

@ Are you sure you want to void this record?

Yes -

4. Supply the Check Reversing Date on Void Check screen and click OK button.

% Void Check

o

oK Cancel

 Check Reversing Date: 06/23/2015 [/ |

@ 3 | Ready




5. The miscellaneous check is voided. These changes are then automatically applied to the miscellaneous check.

3 Miscellaneous Checks 23X
al
D = BXR >
New Search Print  Close
Bank Account: |08 Balance: 457.000000 | Currency: |USD Record No: | MCHK-7
Date: 06/22/2015 Payes: | Sample Amount:
Description: sample Check No:
Address: [ Zip/Postal Code: City:
State/Province: Country:
Filter: xS
] 6L Account Description Name Amourt
[F] | s0110-1001 PURCHASES WHEAT - WE -New Haven Grain 50.00
Total: 50.00

(7 x] Voided /

ey Page 1|of1

. Voided is shown at the left part of the Status bar.

. The Unposted and Void toolbar buttons that were previously shown are now hidden.

. The Balance field is now updated with the voiding of check, which means that anything that was taken out from the fund is now added
back based on date.

d. The entire screen is disabled preventing the user from changing anything to the voided transaction.

6. The miscellaneous check that was voided then updates the following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the voided miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the voiding of miscellaneous check are shown. The entries are similar to that of
unposting the check, which is just a reverse of the posted entries.

£ GL Account Detail 2

=9 @3 |V>E

Print  Search [Transaction Detail | Joumal ' Close

O T

Account ID: 10122-1002 | Description: Sample Cash Account A-Warsaw Grain Date Range: ™

account Grougl! | Cash Account]. Opening Balance:

From Date: | 12/31/1899 To Date: 12/31/2099 =2

Quview | Pl T
Date || SouceSte] BachMumber Recordlo Transaction Description Debit credit Debit Units CreditUnits At Record
=] BIkN iCHaa | BIRNIL <ample Caen Account A 1000 o .
B BTRN T8 | BTRNL Sample Cash Account &
& o1 wcHst | BTR2 Sample Cash Account & 2
| ] BTFR BATCH-451 BTFR-2 Sample Cash Account A.
0 BTRN BATCH-449 BTRN-12 Sample Cash Account A. =
0 MCHK BATCH-457 MCHK-6 Sample Cash Account A... =
0 BTFR BATCH-453 BTFR-3 Sample \ccount A.
B BTFR BATCH.453 BTFR-3 cample ccount A

05/18/2015 | MCHK TCH4ss | MCHKS sample
06/18/2015 | MCHK
06/22/2015 | MCHK

06/23/2015  vOID

TCH4sS MCHK-S sample
TCHA458 MCHKT Sample Cash Account A
TCHA453 MCHKTY ‘Sample Cash Account A

£ GL Transaction Detail =13
@ D )| close of1

Qview | o T
Date Batch Number Account ID Description Record No Debit Credit

[ 06/23/2015 BATCH-453 0

O 06/23/2015 BATCH-459

PURCHASES WHEAT - WB -New Haven 6. MCHK-7V
Sample Cash Account A-Warsaw Grain MCHK-7V

If you open the Account assigned for the bank account used in the miscellaneous check, the Ending Balance field at the bottom will show the
same amount shown in the voided miscellaneous check.

) Miscellaneous Checks 2|0
o W 'Q & 3
= ey = e
S =T oo el Jmenre s
ose 2212015 Jpares [somoe amount:
et ok ko o
i 8 Zofposl cod a
- coway:

Fiter: xa

Name

¥B-New Haven Grain

O 6L Account Detail 2

Aloix
&7 3 B @
it Sesrch Tavsaction et Joumsl | Close
AccountiD: [10122:1002 Descriton: Sample Cash Account A-Warsaw Gran Oste Range: -
Account Group: | Cash Accounts. Opening Balance: 0000 | From Date: |12/31/1899 3| To Date: 12/31/2099 ()
Lview | ik~ 7
oate Source StemBatchumber_ RecodNo Tranaction Descrption ot Gedt  Debeunts  Credtunts  AwdeRecon
e s e S Sampe Cash Accout A ) pe TN
e wrorss | s @
BTFR BATCH-451 BTFR-2 52
BTFR BATCH-451 BTFR-2 |t
e ok | o B
verc s verics B
BTFR BATCH-453 BTFR-3 52
BTFR BATCH-453 BTFR-3 |t
v warass | v SampleCash Account A @
verc wrnass | werics Sample Cash Accont A @
@ oompms | vox warcrsss o7 Sampl Cash Accunt A [
osr015 | void s | Y SenoleCaoh Accont i [

Ending Baance:

Page 1]of1



7. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted miscellaneous check. That same
amount matches that of the unposted miscellaneous check > Balance field.

£ Bank Accounts

E(=11ER
- 2 /
AEY P S &3 3
o a L [og ) W 2 &
MNew Save Ssarch Delete  Undo Bank MICR  Check Audit Reconciliation Register Close
Details || Origin
Bank Name: ABC Bank | | GLAccounts
Account No: 1500326210C Cumrency: |USD | GL Account: 10122-1002 o
Balance: 50 0 |Acti\.re:

Click the Check Audit toolbar button to open the Check Number Audit screen. The miscellaneous check that was voided is shown as another
line - a duplicate of the original check transaction with Status of Void Check.

©) Bank Accounts BIEIES
»
= g = F
0 W K L% /ﬂ % s & Ei
New Sae Search Delete Undo  Bank  MICR Aucit |Reconcliation Register Close
Details | origin
Bank Name: ABC Bank | &) Check Number Audit alx
Account No: 150032621 @, m
~
e Waste Pt Close
Contact J2meSBON | e [ Al Checks | From: To:
Address: B (4242 Fiags|
- Printed: 5| Failed: 4| Unused:
Check No. Status Record No. Remarks
ZipfPostal Code: 46815 10000001 printed neHK2
State/Province: | IN e ()
printed eHKa
Phone: (123)555-4 e ks
Website: @ [www.irely.g ]l tampered
Email 4| infoiRely, 2 tampered
Printed nCHE
Electronic Bank File Informatiod
Printed CHKT |
F— Vo Check WCHRT |'
Unised "
Bank Stmt: Unused
ACH/NACHA: Unused
Positive Pay: Unised
Unused
Unused
o 5 Unused .

@ D | Ready

8. In the Bank Account Register for the Bank Account used, it backs out the miscellaneous check by just marking the Check Number with the

word 'Voided' and Balance field from the previous transaction and the voided transaction did not move. Balance field matches that of the voided
miscellaneous check > Balance field.
£ Bank Account Register e

= = @

Print Reconciliation Close

Bank Account: |1 ~ | Bank Name: |ABC Bank Balance: 507.

Filter:

CheckDate  Number Record No Payee or Payor Payment Deposit ClearDate  Transaction Type ~ Memo
06/18/2015 BOEP-2 1,000.00 Bank Deposit initial dep...
06/16/2015 10 MCHK-2 Misc Checks

06/16/2015 MCHK-3 Misc Checks

06/16/2015 MCHK-4 Misc Checks

06/16/2015 MCHK-5 40.00 Misc Checks

06/17/2015 BTRN-12 7.00 Bank Transaction interest g
06/18/2015 10000007 MCHK-5 Cash 400,00 Misc Checks for repres...
06/22/2015 __ Voided- Sample 50.00 06/23/2015  Misc Checks Void sample
06/23f2015 | Void Sample 50,00 06/23/2015  Void Check Void Trans...




9. In the Bank Reconciliation, selecting the reversing date of the voided check as Statement Date > Payments and Debits panel for the Bank
Account used still shows the voided misc check with a partner on Deposits and Credits panel. Bank Account Balance field matches that of the

unposted miscellaneous check > Balance field.
{3 Bank Reconiliation

@ A I 28 I@I

Reconcile  Print  Search Import Close
Details | Attachments
Bank Account Bank Name G/L Account G/L Balance 8ank & G/L Balance Difference
08 > " 507. 0.000000
& Payments and Debits 3 Deposits and Credits
Clear All [[] Clear None | @ Add | & Layout ~ T Clear All [[] Clear None | @ Add | = Layout + T
Clear Date Number Payee Transaction Type Payment Clear Dats Number Payor Transaction Type
Q B ose/2015 Visc Checks 100 [ os/16/2015 initial deposit Bank Deposit
[ osf16/2015 Misc Checks 20, [ o0s/17/2015 interest gained Bank Transaction
] osf16/2015 Misc Checks 3000 | |@ 06/23[2015  Voided-10000008 Sample Void Check
[ osf16/2015 Misc Checks el
[ 0611872015 Cash Misc Checks
06/22/2015  Voided-10000008 Sample. Misc Checks
1 Payments Clearsd: 0 Deposits Clearsd: 0.000000
Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits Difference
0.000000 5 1
@ & | Ready

Voiding a check is similar to that of unposting a check, where it reverses the previously posted entries in the GL Account Detail and backs out the
transaction in Bank Account Register and Bank Reconciliation screen. The differences these two have are:

® With Voided check, you will not be able to make make a change on the miscellaneous check as it is already locked up, while with Unposted

check, you can still make a change and even re-post it.

® Voided check is recorded in the Bank Account Register but is just marked as Voided and does not move the Balance from the previous
transaction to the voided check, while Unposted check is not shown as if it was never there to begin with.

The following will show you how to void a check.

1. Open a posted and printed miscellaneous check.
| Miscellaneous Checks

o o 2% / @ ? (».é @
Mew Search Print  Unpost Vaid Recap  Close
Bank Account: | 08 Balance: 647.00 | Currency: |USD
Date: 06/03/2014 Payee: | payeel
Description:
Address: B Zip/Postal Code:

State/Province:

Filter: Q
] GL Account Description

REPAIRS -CLARA CITY

@ D | Posted
2. Click Void toolbar button.

|l Miscellaneous Checks

[Hew Search

\Jm

Unpost

Record No:
Amount:
Check No:
City:
Country:

MName

Page

El=11E3
MCHI-9
50.00
10000002
Amount
50.00
Total: 50.00
1 of 1 sl

‘%

Void

i

Recap  Close




3. This message is shown. Click Yes button to continue with voiding the check.

Wl Relyi2l

o

9 Are you sure you want to void this record? ¢

4. The miscellaneous check is voided. These changes are then automatically applied to the miscellaneous check.

|| Miscellaneous Checks EI=1ES
6 & =
Mew Search Print Close
Bank Account: 08 Balance: 697.00 | Currency: |USD Record Mo: | MCHK-9
Date: 06/03/2014 Payee: |payeel Amount: 50.00
Description: Check MNo: Voided-1000000
Address: & Zip/Postal Code: City:
State/Province: Country:
Filter: Q
[F] 6L Account Description Name Amount
D 903090-40 REPAIRS -CLARA CITY
Total: 50,00
2 NI ':-'uidEdA/ Page |1 of 1 ]

a. Voided is shown at the left part of the Status bar.

b. The Unposted and Void toolbar buttons that were previously shown are now hidden.

c. The Balance field is now updated with the voiding of check, which means that anything that was taken out from the fund is now added
back.

d. The entire screen is disabled preventing the user from changing anything to the voided transaction.

5. The miscellaneous check that was voided then updates the following areas in i21.

a. In the GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the voiding of miscellaneous check are shown. The entries are similar to that of
unposting the check, which is just a reverse of the posted entries.

i 6L Account Detai D=E
& ‘a i
Pint  Search [Transaction Joumal | Close
T
Account Id: 10604040 | Description: STATE BANK -CLARA CITY Date Range: | All Dates ~
Account Group: | Cash Accoupts Opening Balance: | 0.00 From Date: | 01/01/1900 (3| To Date: 01/01/2100 (]
& Details |7
Date Batch Numifer Record No Debit Credit Debit Units Credt Units Unposted  LOM
L1 vsrzana/ oAl BIRN-/ ww [ ] .
B BATCH-162] ETRN-7 0.00 0.00 0.000 0.000 =]
B BaTCH-163)| BTRNE 7.00 0.00 0.000 0.000 [
[&] B BUD-2 0.00 150.00 0.000 0.000 =]
(=] BATCH-165 | BIFR-2 0.00 250.00 0.000 0.000
& BATCH-165 | BIFR-2 250,00 0.00 0.000 0.000
] BATCH-168 | BTFR-2. 0.00 250.00 0.000 0.000 B
B BATCH-170 “ MCHK-8 0.00 400,00 0.000 0.000
[ fosfo3/m14 | BATCH-170 MCHKS 400.00 0.00 0.000 0.000
0803/2014 | BATCH-172 | MCHK-5 0.00 400.00 0.000 0.000 =]
06/03/2014  BATCH-173 | MCHK- 0.00 50.00 0.000 0.000 i
| 1 Josroziz01a " sarcrzs | MCHICS 50,00 0.00 0.000 0.000
>
| GL Transaction Detail 2@l
Close
&, Details | P
Date Batch Number Account Id Description Record No Debit Credit
[C] 06/03/2014 | BATCH-173 106040-40 MCHK-S 0.00 50.00 - miscellaneous check's posted entries
[[] 06/03/2014 | BATCH-173 90309040 MCHK-S 50.00 0.00
[] 06/03/2014 | BATCH-173 106040-40 MCHKS 50.00 0.00 .
- miscellaneous check’s voided entries
[] 06/03/2014 | BATCH-173 90309040 MCHKS 0.00 s0.00 &

If you open the Account assigned for the bank account used in the miscellaneous check, the Ending Balance field at the bottom will show the



same amount shown in the voided miscellaneous check.

|all Miscellaneous Checks E3I[=11ES
X 23
@ |1 N Al
New Search Print. Close
Bank Account: |08 Balance: 697.00 [Currency: |USD Record No: | MCHK-9
Date: 06/03/2014 Payee: payee 1l Amount: 50.00
Description: Check No: Voided-10000002
lall GL Account: Detall EJI=1IES
= # N >@
N |
Print  Search Transaction Detal  Journal Close
Account Id: | 106040-40 Description: STATE BANK -CLARA CITY Date Range: | All Dates v
Account Group: |Cash Accounts Opening Balance: | 0.00 From Date: |01/01/1900 (3 To Date: 01/01/2100 |
4, Details \?
Date Batch Number Record No Debit Credit Debit Units Credit Units Unposted uom
[ UbfUZ2014 | HAILH-1oU BIRN-/ 10,00 Uy oo (ST} ] .
[F] o06/02/2014 BATCH-162 BTRN-7 0.00 10.00 0.000 0,000 =
[[] 08/02/2014 BATCH-163 BTRN-8 7.00 0.00 0.000 0.000 ]
D 06/02/2014 BATCH-164 BWD-2 0.00 150.00 0.000 0.000 D
] o0s6/02/2014 BATCH-185 ETFR-2 0.00 250.00 0.000 0,000
[[] 08/02/2014 BATCH-165 BTFR-2 250.00 0.00 0.000 0.000
D 06/02/2014 BATCH-168 BETFR-2 0.00 250.00 0.000 0.000 D
] 0s/03/2014 BATCH-170 MCHK-8 0.00 400.00 0.000 0.000
[[] 06/03/2014 BATCH-170 MCHK-8 400.00 0.00 0.000 0.000 b
] 06/03/2014 BATCH-172 MCHK-8 0.00 400.00 0.000 0.000 = E
[[] 0s/03/2014 BATCH-173 MCHK-9 0.00 50.00 0.000 0,000
06/03/2014 BATCH-173 MCHK-9 50.00 0.00 0.000 0.000
¥
3,717.00 3,020.00 0.00 0.00
Ending Balance: 697.00
@ 3 | Ready Page 1 of 1 &

6. Bank Accounts screen > Balance field for the selected bank account will be updated with the unposted miscellaneous check. That same
amount matches that of the unposted miscellaneous check > Balance field.
|l Bank Accounts z|[=][x

é @ A B )|l i Q g & A

Mew Save Search Delete  Undo Bank MICR  Check Audit Reconciliation Register  Cloze

Details || Crigin

Bank Name: ABC Bank ¥ || GL Accounts
Account No: 1500326210C Currency: |USD 6L Account: 10604040 =
Balance: 697.00 ||Active:

Contact: James Brown Check Number Range



Click the Check Audit toolbar button to open the Check Number Audit screen. The miscellaneous check that was voided is shown as another
line - a duplicate of the original check transaction with Status of Void Check.
|l Bank Accounts

=] e/ izl
i v E <& | [ - s Q’
@ H - L= ﬁ 8 2238LE “al H e f
Mew Save Search Delete Undo Bank MICR | Check Audit | Reconciliation Register  Close
Details | Origin
Bank Mame: ABC Bank ¥ | | GL Accounts
Account Mo: 1500326210C Curren usb |» 6L Account: 10604040
Balance: v
Contact: |l Check Number Audit 2%
Address: +® @
s
Waste Print ~ Close
Zip/Postal Col | Fitter: | All Checkd] ~ | From: To:
State/Proving | Printed: 2 Failed: 1 Unused: 8
Phone: Check No. Status Record No. Remarks
Vebsite: 10000001 Printed MCHK-8
Bt | 10000002 Printed MCHK-3
10000003 Unused
EFT Informati
10000004 Unused
Bank Strt f | | 10000005 Unused
10000006 Unused '
EFT/ACH Fi nos
10000007 Unused
Next EFT/A | | 1ppp0008 Unused
EFT/ACH Ct | | 10000009 Unused
EFT Bank N 10000010 Unused
10000002 Void Check MCHEK-9
@ D | re

7. In the Bank Account Register for the Bank Account used, it backs out the miscellaneous check by just marking the Check Number with the
word 'Voided' and Balance field from the previous transaction and the voided transaction did not move. Balance field matches that of the voided
miscellaneous check > Balance field.
|l Bank Account Register

=

Print

[=J

Reconciiation  Close

Bank Account: | 08|

Filter:

Check Date
05/28/2014
06/02/2014
06/02/2014
06/02/2014
06/02/2014
06/03/2014
06/03/2014

8.

)

Number Record No

BDEP-6

ETRN-7

BTRN-8

EWD-2

BTFR-2-WD
10000001 MCHK-8

Voided- 10000002 | MCHK-3

| Bank Name:

Payee or Payor

Company

Cash
payee 1

ABC Bank

Payment Deposit

1,500.00
10.00

7.00
150.00
250,00
400,00
50.00

%

Balance:

697.00

Balance Clear Clear Date

1,500.00
1,490.00
1,437.00
1,347.00
1,097.00

OdooOooO

Transaction Type
Bank Deposit

Bank Transaction
Bank Transaction
Bank Withdranal
Bank Transfer (WD)
Misc Checks

Misc Checks

Mema
initial deposit
service cha...
interest gai
purchase o..
from 08

for represe...

In the Bank Reconciliation > Payments and Debits panel for the Bank Account used, it backs out the miscellaneous check as if it was never

there to begin with. Bank Account Balance field matches that of the unposted miscellaneous check > Balance field.

) Bank Reconciliation

BEIES
& fa ¥ 3
~ & )
Reconcle  Frint  Search Import Close
Details | Attachments
Bank Account  Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
ogl v | 06/03/2014  |[F| | ABC Bank 10604040 697.00 0.00
4Payments and Debits 2 Deposits and Credits
Clear Al [7] Clear None | ) Add | Fiter: = Clear Al [] Clear None | & Add | Fiter: X
Clear Date Humber Fayes Transaction Type Fayment Clear Date humber Fayor Transaction Type Deposit
4, [ 06/02/2014 service charges Bank Transaction 10.00 [ [ o0s/28/201% Company Bank Deposit 1,500.00
% [0 os/o22014 purchase of offi...  Bank Withdrawal 15000 || [ os/o2f2014 interest gained Bank Transaction 7.00
% [0 osfoz014 from 08 Bank Transfer (D) 250,00
% [ 08032014 10000001 Cash Visc Checks 0000
0 Payments Cleared: 0.00 0 Deposits Cleared: 0.00
Prior Reconciiation Ending Baknce Cleared Payments + Clearad Deposits = Ending Baknce Per Reconcilation
0.00 0.00 0.00 0.00
Bank Statement Ending Balance Unclearad Payments + Uncleared Deposits - Difference
0.00 810.00 1,507.00 0.00
@ 29 | Ready




	How to Void Miscellaneous Check that was already Printed

