OSAS

BANK RECONCILIATION

VOID CHECKS AND STOP PAYMENTS

Use the following to indicate that a check has been voided or had a stop payment issued.

This method should only be used if checks are not voided through AP/PO.

1. Go to Bank Reconciliation
2. Go to Transactions
3. Go to Void Checks and Stop Payments
4. Bank Acct ID-Enter the bank account ID of the voided check or stop payment

5. Check-Arrow down to the check to be voided/stop payment

6.  The Type field will be blank.  Hit either V to void the check or S to put a stop payment on the check.  You will see that void or stop appears in the type field.

7. To cancel a void or stop payment that is already appearing in the type field, hit V or S again.  A message to hit F3 to delete the void or stop payment will appear.  Hit F3 .

