OSAS

ACCOUNTS PAYABLE/PURCHASE ORDER

VOIDING CHECKS

OSAS has two ways to void a A/P check.

  The first way is to use the Void Checks function in Pay Invoices.  This is used when you need to void a check and reissue it for the same amount and to the same vendor.  

  The second way is the Long Way.  This is a credit memo entered through AP or Purchase Order with a negative prepaid check amount and check number entered.  This is used when you need to void a check and not reissue the check or the check amount is different or the vendor is wrong.

VOID CHECKS THROUGH THE VOID CHECK FUNCTION

1. Go to Purchase Order.
2. Go to Pay Invoices.
3. Go to Void Checks.
4. Method of Payment: Enter the MOP used for this check when printed.
5. Vendor ID-The vendor ID for the check you want to void will default.

6. Payment Date-Enter the date of the check you want to void.

7. Payment Number.-Enter the check number you want to void or hit F2 and select from the list.

8. Void Date: Enter the date to use for voiding this check
9. GL Period: The GL period will default from the void date.  
10. Status on reinstated invoice-#1 Released

11. Post GL to-#1 is the default

12. Post 1099 Payments to-#1 Current Year1099 Payments.

13. P to print

14. Select printer.
This function voids the check and post to GL all at the same time.  The GL journal entry is cash and accounts payable, not the expense account.

The invoice is now in Pay Invoices, Hold/Release.  You can prepare checks to print the check or wait until the next check run.

VOID CHECKS AND VOID THE INVOICE (LONG WAY)

1. Go to Purchase Order.
2. Go to Daily Work.
3. Go to Transactions.
4. Enter Returns
5. Option #2 
6. Enter the Vendor ID of the check that is being voided.

7. Enter the Invoice number showing on the check that is being voided.  If more than one invoice was paid on the check being voided, enter one of the invoice numbers only.

8. Date-Use today’s date.

9. If all other information is correct, Page down.
10. Item ID-Hit enter to skip this field or enter the inventory item ID.

11. Description-Enter a description about this transaction after the inventory item description (TO VOID CHECK 123)

12. GL Account-Enter the GL account that this invoice was originally applied.  If the check being voided has more then one invoice and more then one GL account number, enter the total dollar figure for each GL account number as a line item.

13. Quantity-Enter 1

14. Unit Cost-Enter the amount for this GL account or the amount of the whole check.

15. Page Down.
16. Item ID-If more then one GL account is being used enter the next line item, or if the invoice is complete, hit F7.

17. T for totals, D for Debit Memo.

18. Amt Paid-Enter the amount of the voided check (Enter as a positive number).

19. Method of Payment: Hit enter to accept the default or change.
20. Via Check No-Enter the original check number.

21. Payment Date-Enter today’s date.

22. Page Down.

The check has now been voided.  The Miscellaneous Debits Journal will need to be printed and posted.  This will put the prepaid miscellaneous debit in Hold/Release of PO.  The next time checks are prepared this prepaid check will be processed and posted.

1. Now you will have to reenter the invoice for the check that was voided if it needs to be paid in a different amount or to a different vendor.  Use the same invoice number and date.  If you do not want to pay the invoice do not reenter it.

2. Do not prepay the invoice.

3. After the purchase journal is printed and posted, the invoice will be in Hold/Release of PO waiting to have a new check printed.

If you voided a check through the void check function and it is in Hold/Release but you do not want to print a check again, enter a miscellaneous debit as shown in the Long Way.  Use the date for the prepaid check number.  After this is done, go to Hold/Release and bring up the invoice that should not be in Hold/Release.  Hit R to prepay it and enter the same check number as was used during the miscellaneous debit entry.
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