ACCOUNTS PAYABLE

AP-250 VOIDING CHECKS

This document explains how to void checks (including printed, manual, wire, and “no check” items) in the AUC
financial management application. The process allows voiding a single check, multiple checks, all the checks in a
warrant, or a consecutive range of checks. In addition, a spreadsheet of non-consecutive checks can be uploaded

for voiding.
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ADMINS Unified Community Accounts Payable

Voiding Checks AP-250

1 Voiding Non-Printed Checks

The AP Disbursement posting automatically sets the Clear Date for No Checks, ACH and Wires. The system sets
the clear date to the posting date, as it is assumed that these payment types should be cleared automatically.

The void process will not allow voiding a cleared check. To void a non-printed check, first delete the clear date.
Locate the check on the Bank Account Management screen.

Accounts Payable
Enter Bills (vouchers) »
Change Orders ¥
AP/PO Dashboard
Liquidate Vouchers

Wendaors 3
Comrmodity lterms b
Dishursements (Warrant) 3
Bank Reconciliation ¥ Bank Account banagement
Bank Account Managefent
Goto...
- Bank:
Actions v N
BANK Last Ck# 0329346 View Restrict View to Check Date
TESTIMG FOR TOC TDOS O Al Checks From To
3 Listing (O Dutstanding Checks | |
4 Clear Checks @ Cleared Checks
5 To Bank QOOO0-0000 (O vioided Checks
1 Check 2 CheckDste  |[Type Warrant|Payable To Amaunt] Status “oided CIeared|DetaiI
4000210 (15-How—2018 Mo Chec [005821 AFL-CIO AFSCHME LOCAL 747 20,00 Iszued 22-0ct—2018 | & view Detail
4000211 |15-Now-2018 Mo Chec POBE31 AFLAC- DISADEMTAL GA 53,57 I==ued 2-Oct-2018
4000212 (15-How—2018 Mo Chec PO5831 |[GREAT-WEST RETIREM SWC - WELLS 370,19 Iszued 2-0ct—-2018
a = = E= - T e T e =T el = Y W=V =R = EE= e o i N[ A R
. . — F2-0ct—2018
The system has automatically supplied a cleared date. To erase the f] B Oct—2018
_ . . Id [2-Oct-2018
date, position the cursor in the field and press {Spacebar}|{Enter} K e —o1E
— AN B2-Oct-2018
F001795 [25-5ep-2018 [Wire Tr POSS30 [TOWN OF BELL-GROUP IMS CL T F | 208,74 | Issued Ee—Oct—2018
4000210 [15-MHow—2018 Mo Chec 205821 |AFL-CIO AFSCHME LOCAL 747 20,00 Iszued PE—DDt—EOlEI
000211 |15-Mow-2018 Mo Chec D0OSE31 AFLAC- DIS/DEMTAL GA 53,57 Issued 2-0ct-20158
4000212 (15-MHow—2018 Mo Chec DOS831 |[GREAT-WEST RETIREM SWC - WELLS 370,19 Iszued
4000213 (15-How—2018 (Mo Chec [005831 |GREAT-WEST RETIREM SVWC-WELLS 123,00 Issued 22-0ct—2018 | & ‘iew Detail
S001797 (15-Mow—-2018 [Wire Tr DOSE31 MUTUAL OF OMAHA CO 13,50 Iszued F2-0ct—2018

If a no check was processed and instead should have been a printed
check, select the “Cancel check and replace with manual” check
option. This will void the check and replace it with a printed manual
check. No change order is required. Remove the clear date of the no
check prior to voiding as shown above.

Select Method below for Voiding Check
1 (® Cancel check and replace with manual check

—
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mmmmm Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 19 April 2022 Page 2 of 17
m:\training\ap_module\auc_ap_voidchecks.docx



ADMINS Unified Community Accounts Payable
Voiding Checks AP-250

2 Getting Started —Void Methods

When voiding a check, select from one
of four methods, depending on the
reason for voiding the check. Each

Select Method below for Yoiding Check
1 @ Cancel check and replace with manual check

2 () Cancel check and vouchers method has a different impact on the
3 (O Cancel check and reopen vouchers for later pavment system. See the table below for an
4 (O Tailing - Cancel check and replace with Manual Check explanation of when to use a specific

method and what the associated
accounting impact is within the system.

m When to Use which Method and Accounting Considerations.

This method will cancel the check and
allow replacing it with a manual
check. Use this option if a check was lost or torn and just needs to be replaced. Do not change vendors
or anything else about the payment. This simply re-issues the same check using a different check
number.

|1 @Cancel check and replace with manual check

Accounting: There is no accounting impact. Cash and accounts payable had been charged previously.
This simply replaces a check and therefore no accounting transactions are created.

—
ADMINS
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ADMINS Unified Community Accounts Payable
Voiding Checks AP-250

This method will cancel the check
and the original vouchers. Use this
method to reverse the entire expenditure transaction. The system will not delete the original
transactions but will create reversing entries that negate the original postings.

2 | 2 (®) Cancel check and vouchers

Direct Pay Voucher (no PO) Accounting: This affects Cash, Accounts Payable, Expenditure Control, and
the Expenditure Account(s) originally charged on the voucher, for vouchers not paying a purchase
order. The void process will create reversing entries as follows:

Balance Sheet Subsidiary Ledger
DR CR DR CR
Cash
Accounts Payable
Expense account
original voucher
Accounts Payable
Expenditure Control

Voucher (with a PO) Accounting: This affects Cash, Accounts Payable, Expenditure Control,
Encumbrance Control, Reserve for Encumbrance control, and the Expenditure Account(s) originally
charged on the voucher. The void process will create reversing entries as follows:

Balance Sheet Subsidiary Ledger
DR CR DR CR
Cash
Accounts Payable
Expense account
original voucher
Accounts Payable
Expenditure Control
Encumbrance Control
Reserve for
Encumbrance Control

3 | 3 @ Cancel check and reopen vouchers for later payment This method will cancel the check
and make the vouchers available for
payment later. Use this method to cancel the check, change something about the voucher via a
change order and then pay it later.
Accounting: This affects only cash and accounts payable. There is no impact on the line items from the
voucher because the expenditure accounts were already charged. This method simply re-instates the
liability to Accounts Payable until the check is re-issued. The void process will create reversing entries
as follows:
Balance Sheet Subsidiary Ledger (no impact)
DR CR DR CR
Cash
Accounts Payable
=== Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 19 April 2022 Page 4 of 17
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Accounts Payable

ADMINS Unified Community
Voiding Checks

AP-250

4 |4 (®) Tailing - Cancel check and replace with Manual Check

No accounting entries are created

during the replacement check

operation. This transaction is strictly a replacement of Cash and as such does not create a financial
impact. There are no vouchers to be re-opened. This process assumes an old unclaimed check is being

replaced with a current one to be deposited.

See AP-280 Unclaimed Property-Tailings for a detailed discussion of the Tailing method

3 Steps Menu

Click Accounts Payable » Disbursements » AP Void Check Processing:

Accounts Payahle
Enter Bills douchers) -3
Change Orders >
AP/PQ Dashboard
Liquidate Wouchers
Wendors ¥
Commodity ltems >
Disbursements (Warrant) 3 “Warrants
¥ AP void Check Processing

Bank Reconciliation

The steps menu for AP Void Check Processing:

IE [AUC] 2184-AP Void Check Processing

P Description

AP Void Check Processing

-0 X

Actions

Upload Checks from Spreadsheet

Select Checks for Void Processing

Restart Void Check Process

Email Template to User

Edit Void Check File
Void Checks Edit List
Voids - Print Manual Checks

VOIDCHK-Single User up

3.1 Restart Void Check Process

Restart Void Check Process

The system creates work files during the process. It does not update any live files until the post void checks step is
complete. Use the Restart process if void checks processing had begun but needed to be restarted either to select
another void method or to select a different range of checks. Restarting clears out all the work files and starts from

the beginning. No live files will be updated.

—
ADMINS
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ADMINS Unified Community

Accounts Payable

Voiding Checks

3.2 Email Template to User

Email Template to User

AP-250

This step is only used when uploading a file of checks to be voided. See the step described in section 3.3 below.

3.2.1 Email to User

B | Task 2199 Email Template to User

Email Template to User

Required: Enter Username ‘THERESN | l

Lookup Cancel

Clear All

The system will present a
prompt, requiring that a
username be entered directly or
selected from the lookup. The
username must exist either as an
AUC user or in the AUC Email

Users table (see SY=155 Email Users).

3.2.2 Edit and Save the Data in a .csv file Accessible from the Server

I} <
[ 57

£ search

File View Add-ins Help

S € = | & Unread/Read HF~

Send / Receive
mw- = &

@ TAKE YOUR OUTLOOK ANYWHERE Connect, organize and get things done
<

Home
] New Email ~

Download

PR

Search People @

Open the email; open the
attached spreadsheet
template. Enter each check
number to be voided.

Unread Mail

v Favorites
Sent Items

Inbox

&0 @ [From
v Today

Subject

ByDate~ T

In Fal... |Received ¥

Size |Cate. |V

= Original check dates may be
entered but are not

Drafts

[2]

q @ theresa@adlyns.cum [AUC] Void Check Template |50214:42--- 71KB

w4

required for this process.

Save the file as a

T ¥ [AUC Void Check Template - Me-sage (Plain Te... = B ., cocvoidcheciacy.. - Saved = o - O x csv file in a folder
file _Message Help Y TR iiodE File  Home Insert Page Lay Formula: Data Review View Help & 1 that |S access'ble
m-83 /8 99> fo- B~ | O :

5 Al - 5 v from the server.
[AUC] Void Check Template A B C = ADMINS
theresa@admins.com © REQUIRED: OPTIONAL: recommends USing
To Theresa Campbell 1 Check# to Void |Check Date
Upload Void _checksls > 2 359014 the Comm.on
! 28K 3 259014 transfer directory.
o 1 L2 ' E 4 s
b 4 359043 See example
File Attachment Included 5 359394 be|0W
6 359356
7 359365
** Do not reply to this email message as it was system generated 8 359356
via the ADMINS Unified Community (AUC) System ** 9 359371
< 10 359377
11 359386
12 359032
13 359019
- Uploa':‘.ll\—lg‘iaéhr;cks » .
50} =] 1 + 150%
—
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ADMINS Unified Community

Accounts Payable

Voiding Checks

Bl Save As X
1 Z:\Transfer vl O P Search Transfer
Organize New folder B= - o
=y InternalSystems ~ Name Date modified Type Size ~
s attach (ceres ACA 2/25/2021 1147 AM e folder
=x Netserve (\\adm, APCheckDownload 3/28/2019 11:38 AM File folder v
= admhome (\\pluv < >
File name: | UpVoidChecks -
Save as type: EV (Comma delimited) (*.csv) > N
Authors: Theresa Campbell Tags: Add a tag
~ Hide Folders Tools = Cancel

Microsoft Excel X

o Some features in your workbook might be lost if you save it as CSV (Comma delimited).
Do you want to keep using that format?

Yes No Help

3.3 Upload a File of Checks to Void

AP-250

The system will prompt
to confirm when saving
an Excel® sheet as CSV;
click on [Yes] to save
the file as CSV and then
close the file to make it
available for the upload.

This process can be used to upload several checks where the check numbers are not sequential. The first step is to
email the spreadsheet template and create the list of checks to void. When the spreadsheet is complete, save the

spreadsheet as a CSV file and upload it into the void check process.

The checks will then be available in the [Edit Void Check File] step for further processing

3.3.1 Upload Checks from Spreadsheet

Upload Checks from Spreadsheet

W1 Task 2156: Upload Checks from Spreadshest s
Upload Checks from Spreadsheet
RAequired: Enter Bank Code EAST | |[EASTERN BANK FOR AJP
Required: Enter Import File Path and Name [ex: FMLIS:FILENAME.CSV] | DAAUC_DEVELOPMENTWADMHOME\TRANS FER\UPLOADVOIDCHE CKS.CSV
Optional: Default Voided On Date [mmddyyyy] [15-Mar-2021 4
Optional: Default Void Check Method 0 Manual Replace () Cancel Youchers O Reopen Youchers ® Tailing-Manual Replace
oK Concel | Clear Al
== Select File to Load *
“ 1 [ pAAUCKDevelopment\sdmhomet Transfeq v]© wch »
Organize New folder - @ @
D Music ~\ HName Date modified pe e ~
=] Plctures Iﬂ UploadVoidChecks.csv | 3/15/2021 £49PM  Microseft Excel ( e
B videos Delinquent.cev 3/14/2021 1:33 AM icro 10 KB
‘i Lecal Disk (C:) @:] PP_Delinquent.csv 211:32 M Microsoft Excel € 1KE
4u pluto_data (D) '] taxdeling.csv 11:324M  Microsoft Excel C 5KB
o [ - 1 na 28 v
File name: v| |CSVfiles ~
e . . TR . .
mmmmm Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 19 April 2022 Page 7 of 17
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ADMINS Unified Community Accounts Payable
Voiding Checks AP-250

This step uploads the checks from the spreadsheet. Duplicates are discarded; invalid check numbers will be
displayed on the error report; duplicates and invalid numbers will not prevent the upload of the remaining valid
checks for voiding.

1. The bank code must be entered; if checks to be voided were issued from more than one bank, create an
upload spreadsheet for each bank.

2. Use the [Lookup] to select the .CSV file.

3. Enter a default voided on date (this is optional, but if there are many checks, enter a date to be applied
to all checks as the default Void date).

4. If these are tailing checks, select ® Tailing — Manual Replace (see also AP-280 in the AP Help Reference
Library)

Are these Tailing Checks?
If these are tailing checks, the tailing vendor must exist as a valid vendor in the
vendor database. Enter the tailing vendor number on the first record; page down
to the next record; click in the vendor field and use Ctrl|C to add the same tailing
vendor to each void.

3.4 Select Check(s) to Void

Select Checks for Void Processing
If the Upload Checks step was used, more voids may be added. If the Upload Checks step was not used, this is the
starting point for Void processing. Click “Select Checks for Void Processing” to start the cycle.

3.4.1 Enter the Bank Code (Required Field)

Enter the required bank code directly or select using the [Lookup]. The required check numbers may be entered
directly or selected from the lookup.

B | Task 2176: Select Checks for Vioid Processing X

Select Checks for Void Processing

Required: Enter Bank Code EAST ‘ IEASTERN BANK FOR A/P |
Required: Enter Range First Check#: p358932 |Last Check¥: n368950
Optional: Yoid Only in Warrant¥# 006804

Optional: Default Yoided On Date [mmddyyyy] 09-Jun-2021

Optional: Default Void Check Method (O Manual Replace ® Cancel Vouchers O Reopen Vouchers O Tailing-Manual Replace

Run as @ preview O Print O PDF
If Printing use Duplex @ vyes () No

Lookup 0K Cancel Clear All

=== Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 19 April 2022 Page 8 of 17
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ADMINS Unified Community

Accounts Payable

Voiding Checks

3.4.2 Select the First Check #

AP-250

AP Void Check Processing

Description Date Start End
Restart winid rheck Proress

1 Select Checks for “oid PVOCESSiI‘IG_

EET PR
* “oid Checks Edit List
]

Select Checks for Yoid Processing
Required: Enter Bank Code EAST |BANK |

ast Check#:

Goto...

Actions

Required: Enter Range First Check#:

Suc

CBSS

Optional: Yoid Only in Warrant#

[ ]

B Check Histary x
Optional: Default Yoided On Date [mmddyyyy]
. ; Checkk  Bank Chk Date Harrant Mame Ck| Tof
Optional: Default Yoid Check Method d O Cancel Vou| 0329327 EAST 31-0ct-2018 Q0BB41 IAFF LOCAL 2071 Poa
0329328 EAST 31-0ct—2018 005841 INDUSTRIAL CLEANTMG PRODUCTS P
0329323 EAST 31-0ct-2018 Q05841 LEGALSHIELD P
Run as ) . 0329330 EAST 31-0ct-2018 005841 MADISOM NATIONAL LIFE P
. ,@ PreviewO Print O PDF 0329331 EAST 31-Oct-2018 005841 MUTUAL OF OMAHA CO P
If Printing u b 0329332 EAST 31-0ct-2018 005841 NEW YORK LIFE INS CO P
oo 0329333 EAST 31-0ct—2018 Q05841 MORFOLK CTY RETIREMEWT SY P
Lookup 0329334 EAST 31-0ct-2015 005841 PROFESSIONAL ADMIN ASSOC P
Enter the first check # to be 0329235 ENST 31-0ct-2018 005241 RHODE ISLAND FAMILY COLRT P
. . 0329336 EAST 31-0ct—2015 005841 SECLURITY EEMEFTT P
voided. If the check #1s not 329337 TOWN OF BELL-GROUP INSCL T F P
0329330 TOWN OF BELLTNGHAM P
known, use the [Lookup] 0329339 TSA CONSULTING GROUF P
0329340 T5A COMSULTING GROUP P
button to select from the 0325341 T5A CONSULTING GROLF P
. . 0329342 TSA COMSULTING GROUP P
checks available to void for 0329343 T5A CONSULTING GROLP P
0329344 TSA COMNSULTING GROUP P
the selected bank. E29345 TSA CONSULTING GROUP Pov
Find Search | Cancel Help Eof

3.4.3 Select the Last Check#

If voiding only one Check, then the First Check# and Last Check# will be the same. If voiding a consecutive range
of checks, the First Check# must be lower than the Last Check#. If voiding a non-consecutive range of checks,
supply the first range and collect them. Then run the process again for the next range, adding to those already

collected, or use the [Upload Checks from Spreadsheet] method.

AP Void Check Processing

Goto... Descriptian Date Start Epa

Restart \air Cherk Pracsss

Select Checks for Void Processinq

“oid Checks Edit List

Actions

Select Checks for Yoid Processing

Required: Enter Bank Code ‘EAST | ‘BANK
Required: Enter Range First Checkl: (0329336 |Last Checkd:

Enter the last check # to be
voided. If the check # is not
known, use the [Lookup]
button to select from the
checks available to void for
the selected bank.

Optional: Void Only in Warrant# l:l /

Optional: Default Voided On Date [mmddyyyy] |:| f”eCk History

Optional: Default Void Check Method @® Manual Replace O Cancel Check  Bank Chi Date Warrant. Mame

Ck

Run as @ preview O Print O PDF
Ii Printing use Duplex @ves (O No

0329344 21-0ct-2018

5
1

1000002 EAST 18-Dec—2017
1000003 EAST 20-Dec—2017,
1000004 ERST 21-Dec—2017)
1000005 EAST 28-Dec—2017
1000006 EAST 20-Dec—-2017
1000007 EAST 22-Dec—2017
10000028 EAST 22-Dec—2017

0329336 EAST 31-O0ct-2018 005841 SECURITY BEMEFIT
0329337 EAST 31-O0ct-2018 005841 TOWM OF BELL-GROUP INS CL T F
0329338 EAST 31-0ct-2018 005841 TOWM OF BELLIMGHAM
0329339 EAST 31-O0ct-2018 005841 TSA CONSULTING GROUP
0329340 EAST 31-O0ct-2018 005841 TSA CONSULTING GROUP
0329341 EAST 31-0ct-2012 005241 TSA COWSULTING GROUP
0329342 EAST 31-0ct-2018 005841 TSA CONSULTING GROUP
0329343 EAST 31-0ct-2018 005841 TSA CONSULTING GROUP
Q05841 TSA CONSULTING GROUP

1 TSA CONSULTING GROUP
U.5. DEPT, DF EDUCATION
TRACTOR SUPPLY COMPANY
005217 MIDSTATE TRACTOR = EGU
005217 MIDSTATE TRACTOR = EQU
005817 FASTENAL COMPANYOL
005817  FASTENAL COMPAMYOL
005517 GEMUINE PARTS CO, - BOSTON COJ N
005817 GEMWUIME PARTS CO, - BOSTON COJ M
005217 GEWUIME PARTS CO, - BOSTOW COJ M

P
P
P
P
P
P
P
P
P
P
P
[i]
M
N
N
N

x
Tof

~

v

Search

Cancel

Help

Eof

—
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ADMINS Unified Community

Accounts Payable

Voiding Checks

3.4.4 Voiding an Entire Warrant (Optional Field)

AP-250

Sometimes an entire warrant must be voided after the warrant has been posted. To do so efficiently, without
intervention from ADMINS and preserving an audit trail, a warrant number may be specified in the prompt.

AP B Warrants

(Enter the warrant # to be voided.
the warrant # is unknown, use the
[Lookup] button to select from the
warrants available to void for the

\ selected bank.

N

Required: Enter Bank Code

If

Required: Enter Range

Optional: Yoid Only in Warrant#

Optional: Default Yoided On Date [mmddyvyyy]

Optional: Default Void Check Method

Run as @ preview O Print O PDF

If Printing use Duplex @ ves () No

X
Warrant CheckDate  Posted Bank Collected TotalPaid Entrylser Tof
41 31-Oct- 210 8 EAST [ 36 5 THERESA ~
21-0ct-2018 21-0ct-2018 EAST ©8801,36 £8201,36 THERESA
Wiz —Oct—-2018 31-0ct-2018 EAST THERESA
oS4 =) 780,00 780.00 LUANN
DOSHES 14875,00 14875,00 THERESA
(oleiats =3 1131,18 1131,18 THERESA
(oleiat= 5 2076 .65 2076.65 THERESA
OSSN 28939 .52 28499 ,52 THERESA
Weic]: 2] 6E67482.12 667482.12 THERESA
00SHE7  05-Jul-2018 29-A 175,00 175.00 THERESA
DOSHPE  27-Aug-2018 27-Aug— 30812,70 30812,70 THERESA_ADMIN
DO5HPS  13-Sep-2018 12-0ct-20 11664857 63 11664857 .63 LUAMM
noSged  18-Jul-20128 18-Jul-20182 T 70847570 702475 70 THERESA
0OSHPE  22-Jun-2018 22-Jun-2018 EA 100,00 100.00 THERESA
00SHE2  15-Jun-2018 15-Jun-2018 EAST 6300000 6300000 THERESA
1 13-Jun—2018 13-Jun-2018 EAST LUANN
0 07-Jun-2018 07-Jun-2018 EAST THERESA
9 07-Jun-2018 07-Jun-2018 EAST B85798,11 E5798,11 THERESA
7 20-Dec—2017 06-Jun-2012 EAST 14061,95 14061,95 THERESA >
OK Find Search  Cancel Help Eof
0K Cancel Clear All

Enter a date directly or select it from the lookup.

accountant to ask what date to use for the void.

3.4.6

Default Void Check Method [Optional]

Default Voided on Date (mmddyyyy) [Optional Field]

Tip: set the void date to be the current date. If voiding from a prevoius fiscal year, check with the Town

Select the radio button for the default void check method. The methods are described in detail in section 2. The
method may be overridden for any checks in the Edit Void Check File entry screen.

If voiding an entire warrant, to save time, fill in the optional fields on

the prompt. The default date and methods will be used for all the
checks selected for void processing, eliminating the need to enter a
date and void method for each check on the subsequent Edit Void

Check File screen. The defaults may be overridden for individual
checks in the Edit Void Check File screen if desired.

Once all the parameters are entered, click the [OK] button to run the selection process. The system will display a

notice when the selection process has been completed:

&y

This process will select only un-cleared checks. Non-printed checks are automatically given a clear date
when issued. If voiding a non-printed check, first remove the clear date. See Section 1.

—
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ADMINS Unified Community

Accounts Payable

Voiding Checks AP-250
3.5 Edit Void Check File
Edit Vioid Check File
Select the void check method and enter the void date on this screen for each check to be voided. No other
changes may be made. Be sure to verify that the desired check is the same as the check being displayed.
4| | — -
When voiding more than one check, click the arrow at
the top of the screen to advance to the next record.
Edit \Void Check File
Goto
P Check F329327 Check Date: [ficht,*EoiEl
1 Add Check Vendor 001524 Remit 02 Check Details
2 Delete Check IAFF LOCAL 2071
Amaount 120,00
3 Ediit List C/0 TOWM OF BELLIMGHAM Type: F F e .
I 28 BLACKSTOME STREET Status: I I;;:e: Enter the Void Date.
BELL IMGHAM Warrant, 000000

MA - 02018-0000

Use SpaceBar/Enter
for current date.

Lines: 4 Wigw Lines

Select Method below for Voiding Check
1 () Cancel check and replace with manual check
2 () cancel check and vouchers

(® Cancel check and reopen vouchers for later payment
(O Tailing - Cancel check and replace with Manual Check

Select the method to void the

Enter Void DMVI
Ei—DcL—ZOiEI 5 Clear oid Date

E Return to Steps Menu .
< When done, click here to

check

Enter Void Date
14-Mar—-2011 5 Cleat Void Date |

YVoid Date in different FY than Check

return to the steps menu.

The void date is the date that will be used for the GL
transactions. If replacing the check, the void date will be
the new check date as well. This message is displayed
when voiding a check that was created in a previous

this may take a few minutes to run

fiscal year
[AUC] 2135-Edit Void Check File X . .
When a void date is set, the
system will verify all the
Verifiying all Accounts on each Voucher associated with this Check to accounts on each associated
make sure her t fi that th
that all accounts are valid for the Void Date entered voucherto con I_rm a e
accounts are valid for the
If this check contains a number of Vouchers with multiple accounts void date.

The system will display this

message each time a void

date is changed.

—
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ADMINS Unified Community Accounts Payable
Voiding Checks AP-250

3.6 Print Edit List

Void Checks Edit List
Click the Edit List button to produce a listing of checks to be voided and the methods by which they will be voided.
This is a REQUIRED step; the posting cannot be completed unless the edit list is run.

ck leE: Date V Date dnr // d Method a Amount
0323, /L Cancel check and reopen vouchers for later payment 120.00
03 The edit list shows information about the checks to be Cancel check and wouchers 805.00
L voided. The columns identified in the numbered squares gL R T S T G T A Lt BT LR R &L, (et 18,353.65
0 0 ape De ode
1 Check The original check number to be voided
2 Check Date The date of the original check
3 Void Date The date of the void — best practice, use current date. If voiding a check from a
previous fiscal year, discuss void date with Town Accountant.
If voiding an entire warrant, use the same date as the original check date (as
long as the date is current, within the same month; otherwise use current
date). If doing a void/replace, the replacement check will be dated using the
void date.
4 Vendor The name of the vendor to whom the check was issued
5 Void Method The void method for this check —any method may be used but ADMINS
recommends that if voiding an entire warrant, a single method be used for all
the checks within the warrant.
6 Amount The amount of the check to be voided
7 FY Conflict This alerts the user that there is a fiscal year conflict between the original check
Check/Void date and the void date. See AP-255 Voiding a Check Across Fiscal Years in the
Help Reference Library for more information.
E Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 19 April 2022 Page 12 of 17
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3.7 Print Manual Checks

Voids - Print Manual Checks
This step will be available only if a check is marked to void that is using the used the method called

f+ Cancel check and replace with manual check | otherwise, this step will be grayed out and unavailable for
use.

B Task 2180: Woids - Print Manual Checks X

I This is for the check register report.

AP Voids - Print Manual Checks /—

Run as @ preview O Print O PDF
If Printing use Duplex @ ves O No

Lookup Cancel Clear All

Print Checks - POINT OF WO RETURN

Once checks are printed, the void
.' - \ Once this STEP has been run yau cannot Restart Void Check Pr check process cannot be restarted.
\ ' Click Yes to Continue with Printing Checks or

© Click Mo to exit this step A

es | Mo |

The AdmCrv progress bar will be displayed while the checks are being rendered for printing.

The checks will appear in the ADMINS Crystal Reports Viewer (ADMCrv)window. Click the printer icon to direct the
output to the printer used for checks. This is the same process used for printing the original checks, so be sure to
use a printer that is loaded with check stock and MICR toner.

—
ADMINS
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File  Help
= 23 EH b 1 2 ¥ - CRYSTAL Rf
[ 291959 | Main Repart ‘
[ 291260 ‘ ‘
& Print [Z]x]
General | Layoutl

2 HPS an nike (from ZEUS) in session &

i HPS

Bl |

Status: Ready [~ Printtofile  Preferences

Location:  topip printer port

Camimste Find Printer...

—Page Rang:

@Al Mumber of copies: |1 Hﬁ

£ Selection € Cument Page

" Pages: 12 | Collate

Enter either a single page number or a single 14-Mar-2011

page range. For example, 5-12

PErint I Cancel | Limply I
$¥4440.40

VOIDAFTER 90 DAYS
TO A/D INSTRUMENT REPAIR
THE 238 SOUTHMAIN ST
ORDER NEWTON, NH 03858

S Weoan . VR

When done, close the Crystal Reports application and return to the “steps menu” screen to continue.

3.8 Voids—Reprint Manual Checks

If needed, for example if check stock was not placed properly in the printer or a check is damaged, any checks may
be reprinted (which will result in a new void and a new check number). For example, check #123 is printed but is
damaged — running this step will void check #123 and assign the replacement check the next available check
number.

3.9 Post Void Checks

Post Void Checks

This step will create the accounting transactions described above, update the check history files, update the
vendor history, and update the vouchers as needed.

Select the sorting options for the Check Register and the Warrant Report.

Il Task 2136: Post Void Checks X
Post Yoid Checks

Sort Check Register By: &

Vendor Sort Name
Click [OK]
to continue.

Sort Warrant Report By! & vendor Name ¢ Vendor Sort Name

Run as & Preview  Print 1

Lookup | oK I

Cancel Clear All

Several different reports are produced, including a posting report, check register, and warrant approval report.
Print or close reports as needed.

—
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[& TedRE - VoidChkpst 2137} -ox

File Edit Format Options

[cometen <] [s_=] Bz |ufm] =] elexl [E %[3] &)

le11s

Page 1
2137-APCKVOIDPST.REP Printed 02-Feb-2021 at 09:29:30 .
City of ADMINS
Void Check Posting
Bank Check Check Date Void Date Void Method NewCheck Check Date Amount
EAST 0362039 12-Jan-2021 12-Jan-2021 Cancel check and vouchers 180.00
**% Grand Total *** 180.00

Any accounting transactions created by voiding checks are now in the
General Ledger Unposted file awaiting final posting to the Ledgers. For
more information on posting to the Ledgers please refer to the Help
Reference Library for the LEDGERS module.

4 NAME OR ADDRESS CHANGES

A change to an address or name can be done for an issued check. To update either the Vendor NAME or ADDRESS
without changing the Vendor# or Remit# on the Voucher, do one of the following:

4.1 Vendor Name

1. Go to Accounts Payable P Vendors P Enter Vendors screen to update the Vendor Name on the vendor#
already used on the voucher(s).

2. Void the Check and Re-Open the voucher(s) (Option 3) (no change order needed).
Run the Disbursement process that will include re-opened voucher(s).

Town of ADMINS B, MASEACHULET TS i 0372951
219 LEWIS WHARF

"Wrong" name on
original check

BOSTON, MA 01742 ‘ 14-Mar-2022

PAY
**Seventy Five Thousand and xx/100** Dollars $**75 000.00

Two Signatures Required

1'I'O WOZNIAK LAW GROUP AS ATTORNEYS

ORDER MIDDLESEX, N0 08846
OF:

Figure 1 Before — the check with the wrong vendor name is to be voided / vouchers reopened

Town of ADMINS B B 0372952
219 LEWIS WHARF Corrected” name on 29-Mar-2022

BOSTON MA 01742 replacement check

PAY *Seventy Five Thousand and xx100*= DOLLARS £**75,000.00

VOID AFTER 120 DAYS
TOTHE  MITT WOZNIAK. ATTORNEY AT LAW

ORDER
OF: MIDDLESEX, NJ D8246

Figure 2 After — The check is created in a new disbursement warrant and is payable to the new name

—
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4.2 Remit Address Change, Same Vendor Name

a) Go to Accounts Payable P Vendors P Enter Vendors screen to update the address on the vendor remit
used on the voucher(s).

b) Run the void check process and replace with manual check (Option 1). The new address will print on the
replacement check.

Town of ADMINS Al =E 0372940
219 LEWIS WHARF
BOSTON, MA 01742 14-Mar-2022
PAY |IW n dd
“*Five Hundred Ninety Nine and xx100** Dollars rong" address on $%*599,00

original check

Twa Signatures Required

TO MERRICK LOUISON & COSTELLO
THE 56 E MOREHEAD ST

Figure 3 Use Option 1 to create a replacement check that requires an address change (same vendor # & name)

EASTERN BANK FOR A/P 53-1729
, Town of ADMINS LYNN, MASSACHUSETTS 113 372953
219 LEWIS WHARF
BOSTON, MA 01742 14-Mar-2022
-
PAY
**Five Hundred Ninety Nine and xx/100** Dollars Corrected address on $**599,.00

replacement check

Two Signatures Required

TO MFERRTICK INIITERNN R COSTFIIN

™E 56 E MOREHEAD
ORDER PO BOX 1234
LAREDO, TX 78045-1234 |

Figure 4 The replacement check shows the new address (same vendor # and name)

5 Vendor # or Remit # Changes

If the wrong vendor number or remit number was used, do a voucher change order.

5.1 Use a Different Vendor# or Remit# on the Voucher

a) Void the check and re-open the voucher (Option 3).

b) Do achange order on the voucher and change the Vendor# and/or remit#. Error check and post the
change.

c) Create a new warrant and process the voucher(s) to create a new check.

Town of ADMINS BV, MASSACHUSETTS i 0372929
BOSTON, MA 01742 14-Mar-2022
PAY
**Six Hundred One and xx/100** Dollars $**6501.00
Original check with wrong
remit address T S et
TO DEUTSCH WILLTAMS BROOKS
THE 639 MAINST
ORER - ANCHORAGE, A 501 NON-NEGOTIABLE
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Town of ADMINS
219 LEWIS WHARF
BOSTON, MA 01742

PAY
**Six Hundred One and xx/100** Dollars

TO DEUTSCH WILLIAMS BROOKS

R A
oRE'QE 12 ELK RUN RO 9/

% SUITE 215
ANCHORAGE, AK 99501

AP-250

—
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