How To Void Payments

Payments with 'Check' payment method and were already printed can no longer be Unposted. However, you can Void payments in case you need to

cancel the payment.

Here are the steps on how to void a payable:
1. Once a payable with 'Check' payment method was printed (see How To Process Payments), a Check No will be assigned to the pay bill.
2. Unpost button will be hidden and will be replaced by Void button.

Voucher - Test Vendor

Debit Memo Recurring  Export Import Close

New Search Print  Duplicate.

Details | Prepaid and Debit memos | Attachments (0] | Activities(0) | AuditLog(2) = Approval(1)  Additional Info

3. Click Void button and select Yes from the message.

IRely 121

Are you sure you want to void this record?

4. Select Reversing Date and click OK.

Void Check

OK | Cancel

Details

Check Reversing Date: 01/26/2016 | =
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. After voiding the payable, Pa
Pay Voucher Details - Test Vendor

Voucher Detail will be marked as 'Voided'.

'Voided' caption is also added before the Check No.

New Search Unpost Preview  Close
Detail | Audic Log (4]
VendorNo  #|Test), Date Paid Record Mo PAY-325
Vendor Pay To«|Test y o Payment Method  +| Currency = UsD
Bank Account =| Test Bank Unapplied Amount 0.00| Withheld
Amount Paid heck No Credit Limit
Quantity 0.00 otes
Bank Balance
[/ Select Al [ Clear A Report BE Wiew Filter (F3)
Pay  Due Date Record No. Invoice No Commaodity Terms Voucher Total | AP Account Amount Due Discount Interest Payment
10/13/2017  BL-20848 testinvoice Soybeans CAD throug... 3.000.00 20000-0001... 3.000.00 0.00 0.00 3.000.00
3.000.00 3,000.00
T ® 0 F | ed Paze 1| of1
6. Another trans;

action will be created. This is the reversal transaction of your voided
Pay Voucher Details - Test Vendor

payment.

New Search Unpost Preview  Close
Detail | Audit Log (0)
Vendor Mo #|Test Vendaor | Date Paid 10/13/2017 | Record No
Vendor Pay Tox Payment Method  + Check Currency * UsD
Bank Account x| Test Bank Unapplied Amount .00, Withheld 0.00
Ameount Paid -3.000.00| | Selec |Che:k Mo Voided-00000165 | Credit Limit
Quantity 0.0 slzc: | Notes Vioid transaction for PA'\-EZE-
Bank Balance 827274173
BA selectAll [0 Clearal Report  B§ View Filter (F3) b
Pay Due Date Record No. Invoice No Commodity Terms Voucher Total | AP Account Amount Due Discount Interest Payment
| 10/12/2017  BL-20848 testinvoice Eoybeanz CAD throug... -3.000.00 20000-0001... 0.00 0.00 0.00 -3,000.00
0.00 -3.000.00
7 § Pags 1) of1

Affected Modules after Voiding

General Ledger

1. Open GL Account Detail from General Ledger. Select the accounts used in your posted transaction. A reverse entry of the posted payable

transaction will be displayed on the screen.

2. Click Transaction Detail button from the GL Account Detail screen to open GL Transaction Detail screen. A reverse entry for each account

used in the unposted payable transaction will be displayed on the screen.

Cash Management

1.
before the check number. The transaction is marked as Void and in red font.
2.

3.
4.

Open Bank Account Register screen by selecting Cash Management and click mouse over Bank Account Register. Voided word is also shown

Open Bank Reconciliation screen by clicking Reconciliation button from Bank Account Register screen or from Cash Management and click
mouse over Bank Reconciliation. Select Bank Account used in the posted transaction. Transaction will be removed from Bank Reconciliation.
Balance field of the Bank Accounts screen also updates every time a transaction that uses this bank is unposted.

Check No. will also be marked as 'Void Check' on the Check Number Audit of the Bank Account used in the transaction.

Payments with 'Check' payment method and were already printed can no longer be Unposted. However, you can Void payments in case you need to

cancel the payment.

Here are the steps on how to void a payable:



1. Once a payable with 'Check’ payment method was printed (see How To Process Payments), a Check No will be assigned to the pay bill.
2. Unpost button will be hidden and will be replaced by Void button.

Voucher - Test Vendor

New Search Print  Duplicate Debit Memo Recurring  Export Import Close

Detsils | Prepaid and Debitmemos | Arachmen:s (0) | Activiries(0) | Auditleg(2) | Approval(1) = Additional nfo

3. Click Void button and select Yes from the message.

IRely i21

Are you sure you want to void this record?

Yes

4. Select Reversing Date and click OK.

Void Check

OK | Cancel

Details

Check Reversing Date: 01/26/2016 | =

'E' 'ﬂ' Ready
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. After voiding the payable, Pa
Pay Voucher Details - Test Vendor

Voucher Detail will be marked as 'Voided'.

'Voided' caption is also added before the Check No.

New Search Unpost Preview  Close
Detail | Audic Log (4]
VendorNo  #|Test), Date Paid Record Mo PAY-325
Vendor Pay To«|Test y o Payment Method  +| Currency = UsD
Bank Account =| Test Bank Unapplied Amount 0.00| Withheld
Amount Paid heck No Credit Limit
Quantity 0.00 otes
Bank Balance
[/ Select Al [ Clear A Report BE Wiew Filter (F3)
Pay  Due Date Record No. Invoice No Commaodity Terms Voucher Total | AP Account Amount Due Discount Interest Payment
10/13/2017  BL-20848 testinvoice Soybeans CAD throug... 3.000.00 20000-0001... 3.000.00 0.00 0.00 3.000.00
3.000.00 3,000.00
T ® 0 F | ed Paze 1| of1
6. Another trans;

action will be created. This is the reversal transaction of your voided
Pay Voucher Details - Test Vendor

payment.

New Search Unpost Preview  Close
Detail | Audit Log (0)
Vendor Mo #|Test Vendaor | Date Paid 10/13/2017 | Record No
Vendor Pay Tox Payment Method  + Check Currency * UsD
Bank Account x| Test Bank Unapplied Amount .00, Withheld 0.00
Ameount Paid -3.000.00| | Selec |Che:k Mo Voided-00000165 | Credit Limit
Quantity 0.0 slzc: | Notes Vioid transaction for PA'\-EZE-
Bank Balance 827274173
BA selectAll [0 Clearal Report  B§ View Filter (F3) b
Pay Due Date Record No. Invoice No Commodity Terms Voucher Total | AP Account Amount Due Discount Interest Payment
| 10/12/2017  BL-20848 testinvoice Eoybeanz CAD throug... -3.000.00 20000-0001... 0.00 0.00 0.00 -3,000.00
0.00 -3.000.00
7 § Pags 1) of1

Affected Modules after Voiding

General Ledger

1. Open GL Account Detail from General Ledger. Select the accounts used in your posted transaction. A reverse entry of the posted payable

transaction will be displayed on the screen.

2. Click Transaction Detail button from the GL Account Detail screen to open GL Transaction Detail screen. A reverse entry for each account

used in the unposted payable transaction will be displayed on the screen.

Cash Management

1.
before the check number. The transaction is marked as Void and in red font.
2.

3.
4.

Open Bank Account Register screen by selecting Cash Management and click mouse over Bank Account Register. Voided word is also shown

Open Bank Reconciliation screen by clicking Reconciliation button from Bank Account Register screen or from Cash Management and click
mouse over Bank Reconciliation. Select Bank Account used in the posted transaction. Transaction will be removed from Bank Reconciliation.
Balance field of the Bank Accounts screen also updates every time a transaction that uses this bank is unposted.

Check No. will also be marked as 'Void Check' on the Check Number Audit of the Bank Account used in the transaction.

Payments with 'Check' payment method and is already printed can no longer be unposted. However, you can void payments in case you need to cancel a

payment.

Here are the steps on how to void a payable:



1. Once a payable with 'Check' payment method was printed (see How To Process Payments), a Check No will be assigned to the pay bill.
2. Unpost button will be hidden and will be replaced by Void button.

Pay Voucher Details - CC Jitters

Mew Search Void Recap Close

Dietail Audit Log (2)

3. Click Void button and select Yes from the message.

iRely i21

Are you sure you want to void this record?

- e

4. Select Reversing Date and click OK.
Void Check

OK Cancel

Details

Check Reversing Date: 01/26/2016 |2

@ ':__:' Ready

5. After voiding the payable, Pay Voucher Detail will be marked as 'Voided'. 'Voided' caption is also added before the Check No.
Pay Voucher Detalls - CC Jitters A O X

New Search Recap Close

Detsil | AuditLog(3)

Vendor No: CC Jitters Date Paid: 01/26/2016 Record No: PAY-34

Bank Account: |1616 Payment Method: | Check Currency: usD

Amount Paid: 55,00 | Unapplied Amount: 0.00 | Vendor Credit:

Bank Balance: Check No: Voided-00020012 Withheld: 5.00
Motes: Transaction Vioided on PAY-34V

88 Layout Q  |Filter Records (F3)

| Due Date Record No. Invoice Nao Terms Voucher Tot.. | AP Account Discow.. | Interest Amount Du... | Payment
| o2noroe  BLEZ 1234 Net 15 100.00  20000-0000... 0.00 0.00 100.00 100.00
100.00 100.00

@ © ¢ [ Voided Page 1] of1
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6. Another transaction will be created. This is the reversal transaction of
Pay Voucher Details - CC Jitters

Search Delete
"Detail || Audit Log(0)
Vendor No: C:
Bank Account:
Amount Paid:
Bank Balance:
Motes: ans
B8 Layout Q
Due Date Record No.
021072016 BL-&2
[OJN'5] Voided

Date Paid:

Payment Method: | Check

00| Unapplied Amount:

2 &| Check No: Voided-00020012
Invoice No Terms Voucher Tot... | AP Account
1234 Net 15 100,00 20000-0000...

Record No: PAY-34V
Currency: usD
00 | Vendor Credit:
Withheld:
Discow.. | Interest Amount Du..
0.00 0.00 0.00
0.00
Page 1) o

Payment

-100.00

-100.00

Affected Modules after Voiding

General Ledger

1. Open GL Account Detail from General Ledger. Select the accounts used in your posted transaction. A reverse entry of the posted payable

transaction will be displayed on the screen.

2. Click Transaction Detail button from the GL Account Detail screen to open GL Transaction Detail screen. A reverse entry for each account

used in the unposted payable transaction will be displayed on the screen.

Cash Management

1. Open Bank Account Register screen by selecting Cash Management and click mouse over Bank Account Register. Voided word is also shown

before the check number. The transaction is marked as Void and in red font.

2. Open Bank Reconciliation screen by clicking Reconciliation button from Bank Account Register screen or from Cash Management and click
mouse over Bank Reconciliation. Select Bank Account used in the posted transaction. Transaction will be removed from Bank Reconciliation.

3. Balance field of the Bank Accounts screen also updates every time a transaction that uses this bank is unposted.

4. Check No. will also be marked as 'Void Check' on the Check Number Audit of the Bank Account used in the transaction.

Payments with 'Check' payment method and is already printed can no longer be unposted. However, you can void payments in case you need to cancel a

payment.

Here are the steps on how to void a payable:

1. Once a pay bill with 'Check’ payment method is printed (see How To Process Payments), a Check No will be assigned to the pay bill.

2. Unpost button will be hidden and will be replaced by Void button.

il Pay Bills Detail
0 W &

New Search
Vendor No: 0000000001
Bank Account: AG
Amount Paid:

Bank Balance:

Notes:
[F] Due Date Bill No.
[[] 03/03/2015 BL-45615
@ 2 ) Posted/Printed

-

(&,

Void

=

Print

8 @

Recap Close

Date Paid:

Payment Method:

02/16/2015
Check

11.56 | Unapplied Amount:

4,999,

Terms
3% 5 Net 15

51| Check No:

00000004

Bill Total AP Account

12.55 22222-0000

Record No: PAY-14668
Currency: usD
Vendor Credit:
Withheld:
Discoun...  Interest Amount Due
0.38 0.00 0.00

Page 1

EIl=0Ed)

0.61

Payment
1217
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3. Click Void button and select Yes from the message to start the voiding process.
il Pay Bills Detail

28X
~ |
© ‘N x =/ |
MNew Search Recap Close
Vendor No: 0000000001 02/16/2015 Record No: PA
Bank Account: AG Check Currency:
Amount Paid: Vendor Credit:
Bank Balance: 4, 4 ‘Withheld: 61
Motes:
|l Relyizt X
Al want to void th d?
|:| Due Date Bill No. Teq @ FEPRIARE IR SR S0 B s recon Discoun...  Interest Amount Due Payment
D 03/03/2015 BL45615 39 0.38 0.00 0.00 12.17
No
0 12.17
@ v ) | Posted/Printed Page 1 ofl e

Rz

4. After voiding the pay bill, Pay Bill Detail will be marked as 'Void'. 'Voided' caption is also added before the Check No.
|l Pay Bills Detail

23X
0 A &= =
e & ~ R — L
New Search Print Close
Vendor No: 0000000001 Date Paid: 02/16/2015 Record No: PAY-14668
Bank Account: AG Payment Method: Check Currency: SD
Amount Paid: 11.56 | Unapplied Amount: Vendor Credit:
Bank Balance: 7| Check No: Voided-00000004 Withheld: 61
Notes:
[7] Due Date Bill No. Terms Bill Total AP Account Discoun... Interest ~ Amount Due Payment
[C] 03/03/2015 BL-45615 3% 5 Met 15 12.55 22222-0000 0.38 0.00 0.00 12.17
0 12.37
@ D | wvoid Page 1]of1 &

Affected Modules after Voiding

General Ledger

1. Open GL Account Detail from General Ledger. Select the accounts used in your posted transaction. A reverse entry of the posted pay bill
transaction will be displayed on the screen.

| GL Account Detail

E3=1E3
2o 3 8@
“~
Print  Search Transaction Detail  Joumnal Close
Account ID: 11111-0000 Description: 01 cash accounts Date Range: All Date %
Account Group: | Cash Accounts Opening Balance: 0.00 From Date: |12/31/1899 [3 To Date: 12/31/2099 (]
Q view | F |14668 x
Date Source System  Batch Number  Record No Transaction Description Debit Credit Debit Units Credit Units ~ AuditRecord U
[ 02/16/2015 AP BATCH-446 PAY-14668 01 cash accounts 0.00 1156 0.0000 0.0000
|m 02/16/2015 | AP BATCH-447 PAY-14668 01 cash accounts 11.56 0.00 0.0000 0.0000 |
»
5,000,670.49 780.42 0.0000 0.0000
Ending Balance: 4,099,890.07

@ D ) | Ready Page 1ofa| b M|



2. Click Transaction Detail button from the GL Account Detail screen to open GL Transaction Detail screen. A reverse entry for each account
used in the unposted pay bill transaction will be displayed on the screen.

|J GL Transaction Detail =163

i

Close

Qview | T

Date Batch Number Account ID Description Record No Debit Credit

[[] 02/16/2015 BATCH-446 11140-0000 Posted Payment - Discount PAY-14668 0.00 0.38
[C] 02/16/2015 BATCH-446 28030-0000 Posted Payment - Withheld PAY-14668 0.00 0.61
[ 02/16/2015 BATCH-446 11111-0000 Posted Payment PAY-14668 0.00 11.56
[ 02/16/2015 BATCH-446 22222-0000 Posted Payment - BL45615 PAY-14668 12.55 0.00
[ 02/18/2015 BATCH-247 11140-D000 Posted Payment - Discount PAY-14668 0.38 0.00
[ 02/16/2015 BATCH-447 28030-0000 Posted Payment - Withheld PAY-14668 0.61 0.00
[[] 02/16/2015 BATCH-447 11111-0000 Posted Payment PAY-14668 11.56 0.00
[ 02/16/2015 BATCH-447 22222-0000 Posted Payment - BL45615 PAY-14668 0.00 12.55

@ O | Ready

Cash Management

1. Open Bank Account Register screen by selecting Cash Management and click mouse over Bank Account Register. Voided word is also shown
before the check number. The transaction is marked as Void and in red font.

\wl Bank Account Register 2 OX

= §

Print  Reconciliation Close

Bank Account: |AG . Bank Name: |SAMPLE BANK ACCOUNT Balance: 4,999,890.07
Filter:

Check Date  Number Record No Payee or Payor Payment Deposit Balance  Clear ClearDate  Transaction Type  Memo
02/16/2015 BDEP-1 5,000,000. 5,000,000.00 [ Bank Deposit

02/16/2015 00000002 PAY-14658 Test Vendor 1 47.50 4,999,952.50 D AP Payment

02/16/2015 PAY-14659 Test Vendor 1 57.83 4,999,894.67 [ AP Payment

02/16/2015 PAY-14660 Test Vendor 1 2.30 4,999,892.37 [ AP Payment

02/16/2015 PAY-14661 Test Vendor 1 2.30 4,099,800.07 [ AP Payment

02/16/2015  Voided-00000003 PAY-14663 Test Vendor 1 24.25 D AP Payment Void
02/16/2015  Voided-D0D00001  PAY-14664 ZAY LEASING 600.00 D AP Payment Void
|U2/16/2D15 Voided-00000004 PAY-14668 Test Vendor 1 11.56 4,999,890.07 D AP Payment Void |

@ 3  Ready

2. Open Bank Reconciliation screen by clicking Reconciliation button from Bank Account Register screen or from Cash Management and click
mouse over Bank Reconciliation. Select Bank Account used in the posted transaction. Transaction will be removed from Bank Reconciliation.

al Bank Recondilation alox
= o N i
B &= a & |\,

Reconcile  Print  Search Import Close

Details | Attachments

Bank Account Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
AG v/|02/16/2015 [ | SAMPLE BANK ACCOUNT 11111-0000 4,999,890.07 0.00
||| 4Payments and Debits 1 Deposits and Credits
[¥] Clear All [] Clear None | @ Add |7 [¥] Clear All [ Clear None | @ Add |7
| Clear Date Number Payee Transaction Type Payment Clear Date Number Payor Transaction Type Deposit
Q[ 02/16/2015 00000002 Test Vendor 1 AP Payment 4750 | [ 02/16/2015 Bank Deposit 5,000,000.00
’X [[]1  02/16/2015 Test Vendor 1 AP Payment 57.83
’X [1  02/16/2015 Test Vendor 1 AP Payment 2.30
’X E] 02/16/2015 Test Vendor 1 AP Payment 2.30
|
| 0 Payments Cleared: 0.00 0 Deposits Cleared: 0.00
| Prior Reconciiation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00 0.00
Bank Statement Ending Balance - Undleared Payments + Undleared Deposits - Bank Account Balance = Difference
0.00 109.93 5,000,000.00 4,999,890.07 0.00

@ 2 ) |Ready

3. Balance field of the Bank Accounts screen also updates every time a transaction that uses this bank is unposted.
|l Bank Accounts Y (=11F3

- [ pr . [/ ]
o w A 5 ¥ Wt 5 &I 3y | A

New Save Search Delete Undo Bank MICR  Check Audit Recondiliation Register  Close

Details | Origin

Bank Name: [SAMPLE BANK ACCO ~ | &L accounts

(I Currency: |USD ¥ | G| Account: 11111-0000 v
Balance: 4,999,890.07 | |Active:

Contact: Sample Contact . Check Number Range

Address: |5 13th Main st Starting Check No: 1

Ending Check No: 100



4. Check No. will also be marked as 'Void Check' on the Check Number Audit of the Bank Account used in the transaction.

Payments with 'Check’ payment method and is already printed can no longer be unposted. However, you can void payments in case you need to cancel a

payment.

|l Bank Accounts
© B N\ LSk
New Save Search Delete
Detd |gi Check Number Audit
Bank | s o
S H
Accol | waste  Print  Close
Balar | Fiter: Al Checks
Conté | printed:
B Check No.
00000001
00000001
Zip/P)
00000002
State | | 00000003
Phonl| | 00000003
00000004
Webs
00000004
Email | | gpoonoos
Eled | | 00000006

D W 52| G i
Undo Bank MICR | Check Audit | Recondiliation
v
v | From: To:
5| Failed:

Status Record No.

Printed PAY-14664

Void Check PAY-14664

Printed PAY-14658

Printed PAY-14663

Void Check PAY-14663

Void Check PAY-14668

Printed PAY-14668

Printed PAY-14661

Unused

Here are the steps on how to void a pay bill:

1. Once a pay bill with ‘Check’ payment method is printed (see How To Process Payments), a Check No will be assigned to the pay bill.

ty 4

Register  Close

3| Unused:

Remarks

2. Unpost button will be hidden and will be replaced by Void button.

| Pay Bills Detail
e W S ¢
New Search
Vendor No: 0000000001
Bank Account: AG
Amount Paid:
Bank Balance:
Notes:
[C] Due Date Bill No.
[F] 03/03/2015 BL-45615
@ o y  Posted/Printed

e

[
) & (%, z
Print Void Recap Close
Date Paid: 02/16/2015
Payment Method: Check
11.56 | Unapplied Amount:
1| Check No: 00000004
Terms Bill Total AP Account
3% 5 Net 15 12.55 22222-0000

Discoun...

0.38

&

(=4

100

Create

3. Click Void button and select Yes from the message to start the voiding process.

il Pay Bills Detail

w3 A

@ ~
New Search
Vendor No: 0000000001
Bank Account: AG
Amount Paid:
Bank Balance:
Notes:
[[] DueDate Bill No.
[C] 03/03/2015 BL45615

@ D Posted/Printed

|l Relyi21

T 0 Are you sure you want to void this record?
§| -

39
No

e

= (e e @
s |
Print Void Recap Close
02/16/2015
Check

Discoun...
0.38

E3I(=)E3
Record No:
Currency:
00 | Vendor Credit:
Withheld: 0.6
Interest Amount Due Payment
0.00 0.00 12.17
0 1217
Page 1| of 1 &
A QX
Record No: PAY-1
Currency: UsD
Vendor Credit:
Withheld: 1
Interest  Amount Due Payment
0.00 0.00 12.17
0 12.17
Page 1 of1 )
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4. After voiding the pay bill, Pay Bill Detail will be marked as 'Void'. 'Voided' caption is also added before the Check No.

il Pay Bills Detail e (=]ES
a A b = A
e = ~ =
New Search Print Close
Vendor No: Date Paid: 02/16/2015 Record Mo: PAY-14668
Bank Account: AG Payment Method: Check Currency:
Amount Paid: 11.56 | Unapplied Amount: Vendor Credit:
Bank Balance: 4,999,880.07 | Check No: Voided-00000004 Withheld:
Notes:
D Due Date Bill No. Terms Bill Total AP Account Discoun. Interest Amount Due Payment
D 03/03/2015  BL-45615 3% 5 MNet 15 12.55 22222-0000 0.38 0.00 0.00 12.17
0 12.17
@ Q0 | void Page 1| of 1 Fd

Affected Modules after Voiding
General Ledger

1. Open GL Account Detail from General Ledger > Activities. Select the accounts used in your posted transaction. A reverse entry of the posted
pay bill transaction will be displayed on the screen.
uGLAtmunt Detail

2[ox
& 'a )
Print  Search Transaction Detall Joumal  Close
Account ID: 11111-0000 Description: 01 cash accounts Date Range: | All Date i
Account Group: | Cash Accounts Opening Balance: 0.00| From Date: |12/31/1899 [ To Date: 12/31/2099 [}
G view | T | 14668 X
Date Source System  Batch Number  Record No Transaction Description Debit Credit Debit Units Credit Units Audit Record U
[ 02/16/2015 AP BATCH-446 PAY-14668 01 cash accounts 0.00 11.56 0.0000 0.0000
|D 02/16/2015 | AP BATCH-447 PAY-14568 01 cash accounts 11.56 0.00 0.0000 0.0000 |
»
5,000,670.49 780.42 0.0000 0.0000
Ending Balance: 4,999,890.07
@ 3 | Ready Page 103 b M@

2. Click Transaction Detail button from the GL Account Detail screen to open GL Transaction Detail screen. A reverse entry for each account
used in the unposted pay bill transaction will be displayed on the screen.
|l GL Transaction Detail A

=113
i
Close
Q view | ¥

Date Batch Number Account ID Description Record No Debit Credit
[ 02/18/2015 BATCH-446 11140-0000 Posted Payment - Discount PAY-14668 0.00 0.38
[F] 02/16/2015 BATCH-446 28030-0000 Posted Payment - Withheld PAY-14668 0.00 0.61
[ 02/16/2015 BATCH-446 11111-0000 Posted Payment PAY-14668 0.00 11.56
[[] 02/16/2015 BATCH-446 22222-0000 Posted Payment - BL45615 PAY-14668 12.55 0.00
[ 02/16/2015 BATCH-447 11140-0000 Posted Payment - Discount PAY-14668 0.38 0.00
[ 02/16/2015 BATCH-447 28030-0000 Posted Payment - Withheld PAY-14668 0.61 0.00
[ 02/18/2015 BATCH-447 11111-0000 Posted Payment PAY-14668 11.56 0.00
[ 02/16/2015 BATCH-447 22222-0000 Posted Payment - BL-45615 PAY-14668 0.00 12.55

@ iy | Ready

Cash Management



1. Open Bank Account Register screen by selecting Cash Management > Activities from the menu and double click mouse over Bank Account

Register. Voided word is also shown before the check number. The transaction is marked as Void and in red font.
\wil Bank Account Register E3 (=[P

= ® &

Print  Reconciliztion Close

Bank Account: |AG . Bank Name: |SAMPLE BANK ACCOUNT Balance: 4,999,890.07
Filter:
Check Date Number Record No Payee or Payor Payment Deposit Balance Clear  Clear Date Transaction Type Memo
02/16/2015 BDEP-1 5,000,000.. 5,000,000.00 [ Bank Deposit
02/16/2015 00000002 PAY-14658 Test Vendor 1 47.50 4,999,952.50  [7] AP Payment
02/16/2015 PAY-14659 Test Vendor 1 57.83 4,990,804.67 [ AP Payment
02/16/2015 PAY-14660 Test Vendor 1 2.30 4,000,802.37 [ AP Payment
02/16/2015 PAY-14661 Test Vendor 1 2.30 4,999,890.07 [ AP Payment
02/16/2015  Voided-00000003 PAY-14663 Test Vendor 1 24.25 4,999,800.07 [ AP Payment Void
02/16/2015 _ Voided-00000001  PAY-14664 ZAY LEASING 600.00 |l AP Payment Void
| 02/16/2015  Voided-00000004  PAY-14668 Test Vendor 1 11.36 Ll AP Payment Woid ||

@ D/ Ready

. Open Bank Reconciliation screen by clicking Reconciliation button from Bank Account Register screen or from Cash Management >
Activities and double click mouse over Bank Reconciliation. Select Bank Account used in the posted transaction. Transaction will be removed
from Bank Reconciliation.

i Bank Reconciliation NICIE
=1 0
B E e &

Reconcile  Print  Search Import Close

Details | Attachments

Bank Account Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
AG v/|02/16/2015 |3 |SAMPLE BANK ACCOUNT 11111-0000 4,999,890.07 0.00
(/| 4 Payments and Debits 1 Deposits and Credits
[¥] Clear Al [] ClearNone | @ Add |7 [¥] Clear Al [ Clear None | @ Add |7
| Clear Date Number Payee Transaction Type Payment Clear Date Number Payor Transaction Type Deposit
’1 [[] 02/16/2015 00000002 Test Vendor 1 AP Payment 47.50 ’1 B 02/16/2015 Bank Deposit 5,000,000.00
’1 [[]1  02/16/2015 Test Vendor 1 AP Payment 57.83
Q [ o26/2015 Test Vendor 1 AP Payment 2.30
’1 [[1  02/16/2015 Test Vendor 1 AP Payment 2.30
|
| 0 Payments Cleared: 0.00 0 Deposits Cleared: 0.00
| Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00 0.00
Bank Statement Ending Balance - Undleared Payments + Undleared Deposits - Bank Account Balance = Difference
0.00 109.93 5,000,000.00 4,999,890.07 0.00

@ 9 ) | Ready

Balance field of the Bank Accounts screen also updates every time a transaction that uses this bank is unposted
|t Bank Accounts 2ol x

oW A =¥ WS & <y (4

New Save Search Delete Undo Bank MICR  Check Audit Recondiliation Register  Close

Details | Origin

<

Bank Name: [SAMPLE BANK ACCO GL Accounts

(I Currency: |USD ¥ | G| Account: 11111-0000 v
Balance: 4,999,890.07 | |Active:

Contact: ‘Samp\e Contact ) Check Number Range

Address: |5 13th Main st Starting Check No: 1

Ending Check No: 100



4. Check No. will also be marked as 'Void Check' on the Check Number Audit of the Bank Account used in the transaction.

00000001 PAY-14664
00000001 PAY-14664
00000002 PAY-14658
00000003 PAY-14663
00000003 PAY-14663

00000004 PAY-14668
00000005 PAY-14661
00000006




	How To Void Payments

