OSAS 

ACCOUNTS PAYABLE/PURCHASE ORDER

VOID CHECKS VER 4.5
1. Go to Accounts Payable/Purchase Order.

2. Go to Daily Work.

3. Go to Transactions.

4. 2 – Miscellaneous Debits/Enter Returns (PO) (If PO #2).

5. Enter the Vendor ID of the check that is being voided.

6. 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.

7. Date-Use today’s date.

8. If all other information is correct, Page down.

9. Item ID-Hit enter to skip this field.

10. Description-Enter a description about this transaction (TO VOID CHECK 123).

11. 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.

12. Quantity-Enter 1.

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

14. Page Down.

15. Item ID-If more then one GL account is being used enter now, or if invoice is complete, hit F7.

16. N for next transaction.

17. Amt Paid-Enter the amount of the voided check.

18. Via Check No-Enter the original check number.

19. Payment Date-Enter today’s date.

20. 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 AP.

The next time checks are prepared this prepaid check will be processed and posted.

1. Now you will have to reenter the check that was just voided as an invoice.  Use the same invoice number and date.  

2. Do not prepay the invoice.  

3. After the purchase journal is printed and posted, the invoice will be in hold/release of AP waiting to have a new check printed.

