How to Manually Waste a Check

1. Open Bank Accounts screen from Cash Management module > Bank Accounts.
2. Select the Bank Account.
3. Click Check Audit toolbar button.
4. Click the Waste toolbar button in the Check Number Audit screen.
Check Number Audit
Waste Print Close
5. The Waste Checks screen will open. Fill in required information.

Waste Checks

Waste Cancel

Details

If a check is rendered useless for any reason, you can use this screen to
mark it as "Wasted". Once itis wasted, it will show as such in the Check
Number Audit screen and usage of it from any transaction is blocked.
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Starting Check Mo 00000137

g

Ending Check No 00000138

Reason for wasted check | Test Waste
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Number of Checks

7 O
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a. In the Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

b. Inthe Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.

c. Enter reason for wasting the check/s in the Reason for wasted check field.

d. The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.

6. Click Waste toolbar button in the Waste Checks screen.

Waste Checks

Waste Cancel

7. This message is shown. Click Yes button.
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Are you sure you want to permanently waste the selected check
numbers?



8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.

Check Number Audit

Waste Print Close

Details

Fiter  CheckRange v From 00000135 v To 00000140
Printed 1| Failed 2| Unused 2
Check No. Status Record No Remarks

00000135 Printed PAY-216

00000136 For Print Verificat ..

00000137 Wested Test waste

00000138 Wasted Test waste

00000139 Unused |
00000140 Unused

? 0 U Ready

9. Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available
check number.

Bank Accounts - Commerce Bank

A O X
New Save Search Delete Undo Bank CheckAudi Reconciiation Register Close
Detals | CheckLayout | Audit Log(7)
BancName  + Commerce Bonk GL Accounts
Account Holder GL Account *|10718-0000-000 o
AccountNo #| 12152015 Currency|UsD
) Check Number Range
Balance 550412| Acive U
Starcing Check No
Contact Keith Morten i '
Ending Check N
Search Address | Enter address o search. e =0
ddress 53 Lucy Lane =1 [Nexe Creckno 139”
Check No. Lengeh s
Number of Checks 1862 | Create
City Seymour Swte  |IN Enable MICR Printing v/
Zip/Postal 27274 Country |Uniced States v
Backup Check Number Range
Phone (812)521-3326 Fax
— | | SarngCheckNo 0
Ending Check No
Email = € °
. Number of Checks 1] [ gy
SwiFT Comments
Electronic Bank file Information
s Company ID
Bank Stme ]| Bank Name
ACH/NACHA | Commerce ACH |~ || TransicNo 072000010
Positive Pay 1| Next No N
2 @ 0 & Resty [ 1 ort

. Open Bank Accounts screen from Cash Management module > Bank Accounts.
. Select the Bank Account.

. Click Check Audit toolbar button.
. Click the Waste toolbar button in the Check Number Audit screen.

Check Number Audit

HOONP

Waste Print Close

The Waste Checks screen will open. Fill in required information.
Waste Checks

Waste Cancel

Details

If a check is rendered useless for any reason, you can use this screen to
mark it as "Wasted". Once it is wasted, it will show as such in the Check
Mumber Audit screen and usage of it from any transacton is blocked.

Starting Check Na: 00000001 |~
Ending Check Na: 00000002 | ~
Reason for wasted check: | \Waste

MNumber of Checks: 2

® © Y Ready




In the Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

In the Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.

. Enter reason for wasting the check/s in the Reason for wasted check field.

The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.
6. Click Waste toolbar button in the Waste Checks screen.

Waste Checks

Waste Cancel

7. This message is shown. Click Yes button.

8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.

Check Number Audit

Waste Print  Close

Details

Filter: All Checks ~ | From: Ta:

Printed: 0| Failed: 0| Unused: 5
Check No. Status Record No. Remarks

00000001 Wasted Waste

00000002 Wasted Waste

00000003 Unused

00000004 Unused

100000005 Unused
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Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available
check number.

Bank Accounts - EFG Bank

N ="
New Save Search Delete Undo Bank MICR Check Audit Recondliation Register Close
Details | CheckLayout = AuditLog (4)
BankName:  [EFG Bank GL Accounts
Accounc No: IEIBW 12680 Currency: |USD ¥ | GLAccount |157‘\B—DDDA«DDB hd
Balance: [ 0.00] Acover V]
Contact: 08112680 Check Number Range
Address: ¥ Starting Check No: | 1
Ending Check No: s
Zip/Postal | Ciy: Next Check No: 3
Check No. Length 8
State/Province: Country: -
Number of Checks: 3| [ creste
Phone: Fax:
Enable MICR Printing: [/
Website: rd
Ermail = Backup Check Number Range
Electronic Bank File Information Starting Check No: | 0
Formats Ending CheckNo: | 0
Company ID:
R | fark arme: Number of Checks: | 1| [ Apply
ACH/NACHA ~| || TransitNo: | 081126800 Comments:
Positive Pay ~ || Next et o
@ @ O E Ready page | 1] of1

1. Open Bank Accounts screen from Cash Management module > Bank Accounts.
2. Select the Bank Account.

3. Click Check Audit toolbar button.



4. Click the Waste toolbar button in the Check Number Audit screen.
Check Number Audit

Waste Print Close
5. The Waste Checks screen will open. Fill in required information.
Waste Checks

Waste Cancel

Details

If a check is rendered useless for any reason, you can use this screen to
mark it as "Wasted". Once it is wasted, it will show as such in the Check
Number Audit screen and usage of it from any transaction is blocked.

Starting Check No: 00001000 | v
Ending Check No: 00001001 | v

Reason for wasted check: |waste

Number of Checks: 2

@ B U Ready

a. Inthe Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

b. In the Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.

c. Enter reason for wasting the check/s in the Reason for wasted check field.

d. The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.

6. Click Waste toolbar button in the Waste Checks screen.

Waste Checks

Waste Cancel

7. This message is shown. Click Yes button.

o ] } Are you sure you want to permanently waste the selected check numbers?

Yes Mo

8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.

Check Number Audit ~ X
Waste Print Close
Details
Filter: All Checks ~ | From: To:
Printed: 0| Failed: 2| Unused: 8,999
Check No. Status Record No Remarks
00001000 Wasted waste I‘
00001001 Wasted waste
00001002 Unused
00001003 Unused
00001004 Unused
00001005 Unused
00001006 Unused
00001007 Unused
00001008 Unused
00001009 Unused o
& U Ready




9. Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available

check number.

Bank Accounts - Three Rivers Federal Credit Union

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation

Details

Audit Log (0)
BankMsme:  Three Rivers Federal Credit Union ~
Account No: 253624539656 Currency: |USD |~
Balance: 0.00| Active: v
Contact: Anthony Wayne

Address: © 5600 Main Street

Register  Close

GL Accounts

GL Account: 10004-0000-000

Check Number Range

Starting Check No:

Ending Check No

1000
10000

| Next Check No:

Zip/Postal 46825 | Gy Fort Wayne 1002
e
Check No. Length: B
State/Province: | IN Councry: | United States v
Number of Checks: ,000| | Create
Phane: (260)436-2345 Fax:
Enable MICR Printing:
Website: & www.3riversfeu.co
Email: [ anthony.wayne@3riversfcu.com Backup Check Number Range
Electronic Bank File Information Starting Check No: 0
e Ending Check No: 0
Company ID:
Bank Stme || Gark Narme: Number of Checks: Apply
ACH/NACHA V||| Transit Ne: | 274973222 Comments:
Positive Pay v Next No: 5
@ & Q9 B Ready Page 1) oft

1. Open Bank Accounts screen from Cash Management module > Bank Accounts.
2. Select the Bank Account.

3. Click Check Audit toolbar button.
4. Click the Waste toolbar button in the Check Number Audit screen.

Check Number Audit

Waste Print Close

5. The Waste Checks screen will open. Fill in required information.
Waste Checks

Waste Cancel

Details

If a check is rendered useless for any reason, you can use this screen to
mark it as "Wasted". Once it is wasted, it will show as such in the Check
Mumber Audit screen and usage of it from any transaction is blocked.

Starting Check No: 00000002 | ~
Ending Check No: 00000002 | ~
Reason for wasted check: |ta|‘|‘|pered

Number of Checks: 1
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In the Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

b. In the Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.
c. Enter reason for wasting the check/s in the Reason for wasted check field.

d. The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.
6. Click Waste toolbar button in the Waste Checks screen.

Waste Checks

Waste Cancel



7. This message is shown. Click Yes button.

? ) Are you sure you want to permanently waste the selected check numbers?

8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.
Check Number Audit

Waste Print Close

Details
Filter: Al Checks v | From: To:
Printed: 0 Failed: 0| Unused 2
Check No. Status Record No. Remarks
00000001 Unused
00000002 Wasted tampered
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9. Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available
check number.

Bank Accounts - Fifth Third Bank

~ O X

New Save Search Delete Undo Bank MICR CheckAudit Reconcilistion Regster Close

Details | Origin

BankName: | Fifth Third Bank v GLAccounts

AccountNo: 445458 Currency: [USD || | G| Account 10001-0004-000 ~
Balance: 0.00 Active: v

Contact: Check Number Range

& 122 N Broad o
Address: 0 rosaway D Starting Check No: 1
MaiMain Street Railrosd = | Ending Check No: 2
Zip/Postal 45036 L] Gy [Lebanon Ne Cheek No: |
: Number of Checks 2| Create | |
State/Province: | OH Country: | United States v
Enable MICR Brinting: v/

Phone: (444)524-1699 Fax:
Websice: o Backup Check Number Range
Email: = Starting Check No: o
Electronic Bank File Information Ending Check No: o

Formats Company ID: Number of Checks: Apply

Bank Stme v || Bank Name R

ACHINACHA V||| TransitNo: 042000314

Positive Pay ||| Next No: o
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1. Open Bank Accounts screen from Cash Management module > Bank Accounts.
2. Select the Bank Account.

3. Click Check Audit toolbar button.
4. Click the Waste toolbar button in the Check Number Audit screen.
{5 Check Number Audit
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Waste




5. The Waste Checks screen will open. Fill in required information.
{3 Waste Checks 2%
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Waste  Cancel

If 2 check is rendered useless for any reason, you can uss this
screen to mark it as "Wasted". Once it is wasted, it will show as
such in the Check Number Audit screen and usage of it from any
transaction is blocked.

Starting Check No: 10000005 | »
Ending Check No: 10000005 | ¥
Reason for wasted check: | tampered|

Number of Checks: 1

@ 21 /| Ready

a. In the Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

b. Inthe Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.

c. Enter reason for wasting the check/s in the Reason for wasted check field.

d. The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.

6. Click Waste toolbar button in the Waste Checks screen.

(% Waste Checks 2 ||
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Waste | Cancsl

7. This message is shown. Click Yes button.

W iRely i21 %

\_ii) Are you sure you want to permanently waste the selected check numbers?

Yes MNo

8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.

£ Check Number Audit &|[x
i)
S = &
Waste  Print  Close
Filter: All Checks v | From: To:
Printed: Failed: Unusad:
Check Na. Status Record No. Remarks
Printed MCHK-2
Printed MCHK-3
Printed MCHK-4
Printed MCHK-5
Wasted tampered
Unused

Unused
Unused
Unused
Unused
Unused
Unused
Unused
Unused

Unused

Unused



9. Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available
check number.

3 Bank Accounts AlE|x

0 & "\ Jﬁ il :T.“fs m i @

New Save Search Delete Undo  Bank  MICR CheckAudit Reconciliation Register Close

petails | Origin

BankName:  |ABC Bank ¥ | GLAccounts.
Account No: |1500326210C cumency: [USD ¥ | ¢ account: 10122-1002 -
Balance: 900.000000 | Active:
Contact: James Brown Check Number Range
. agsa
Address: [B5]| 4242 Fagstaff Cove Starting Chack No: 10000001
Ending Check No: 10000010
Zip/Postal Code: | 46815 | aty: Fort Wayne Next Check No: 10000006 |
State/Province: | IN Country: |United States | | Number of Chacks: 15| Create
Phone: (123)555-8964 Fax: (123)222-5879 EELEOIEE R
Website: @ |www.irel
° [Ev-com Backup Check Number Range
Email: @ |info@iRely.com
Starting Chack No: 0
Electronic Bank File Information
Ending Check No: 0
Formats .
Company ID: Number of Checks: 1| | Apply
Bank Stmt: Qv | || Bank Name:
Comments:
ACH/NACHA: Q> || TransitNo: |AD05126751A
Pasitive Pay: ) || Next No: 0
@ D ) Edited Page 1]of1

1. Open Bank Accounts screen from Cash Management module > Maintenance folder > Bank Accounts.
2. Select the Bank Account.

3. Click Check Audit toolbar button.

4. Click the Waste toolbar button in the Check Number Audit screen.

fa| Check Number Audit
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Waste Print Close

5. The Waste Checks screen will open. Fill in required information.

i Waste Checks 2|x
+ 9
-~ 4
Waste Cancel

If a chedk is rendered useless for any reason, you Gan usa this
screen o mark it as "Wasted”, Once & is wasted, & wil show as
such in the Check Humber Audit screen and usage of i from
any transaction & blackad.

Starting Check No: 10000005 »
Ending Check No: 10000005~
Reason for wasted check:  tampered

Nurnber of Chadcks: 1

@ 8 ) Ready

a. In the Starting Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
starting check no. of the check/s you want wasted.

b. In the Ending Check No field, click the dropdown combo box button to bring down a list of checks available to be used. Select the
ending check no. of the check/s you want wasted.

c. Enter reason for wasting the check/s in the Reason for wasted check field.

d. The Number of Checks field will automatically show how many checks are to be wasted based on the difference of the check number
in the Ending and Starting Check No fields.

6. Click Waste toolbar button in the Waste Checks screen.

lall Waste Checks

28, | 5

Waste | Cancel




7. This message is shown. Click Yes button.
i Relyizi o

.::.-l’ Al yDu S8 you wWant o permanentl wiste the selected check nurmbens?
e
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8. The message box then is closed and you will be brought back to the Check Number Audit screen. The check number/s selected to be wasted
will then show Status of Wasted and entered Remarks when those were wasted.

|t Check Mumber Audit EJIES
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Waste Print Close

Filcer: All Checks] ~ | From: Ta:

Printed: 2| Failed: 2| Unused: 6
Check No. Status Record No. Remarks
10000001 Printed MCHE-8
10000002 Printed MCHK-3
10000003 Wasted MCHK-11 paper jammed
10000004 For Print Verification
10000005 Wasted tampered
10000006 Unused
10000007 Unused
10000008 Unused
10000009 Urused
10000010 Unused
10000002 Woid Check MCHK-3

9. Click Close toolbar button. You will be back at the Check Number Audit screen. Next Check No field will be updated by the next available
check number.
| Bank Accounts EI=1ES
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Mew Save Search Delete  Undo Bank MICR  Check Audit Reconciliation Register Close

Details Origin

Bank Name: ABC Bank ¥ | | GL Accounts

Account Mo: 1500326210C Currency: |USD |~ 6L Account: 10604040 -

Balance: 543.00 | Active:

Contact: James Brown Check Mumber Range

. [ J)

Address: [ 4242 Flagstaff Cove Starting Check No: 10000001
Ending Check No: 10000010

Zip/Postal Code: |46815 v | Cioy: Fort Wayne Mext Check No: 10000006

State/Province: |IN Country: |United States v Mumber of Checks: 10/ Create

Phone: (123)555-8964 Fax: (123)222-5879 Enable MICR Printing:



	How to Manually Waste a Check

