VOIDS and REISSUED CHECKS
May 23, 2011
When a grant payment needs to be voided and replaced, here’s what to do:

1. Search the Payments tab of Gifts for the check to be voided.

2. Double click to open the payment record.

3. Select “void” at the top of the screen.

4. You will be asked if you wish to schedule a replacement payment at this time; answer yes.

5. Schedule the payment for the next check-cutting day.
6. In the payment notes field of the new payment, indicate the check number and date of the voided check.  (This information is need for the Finance department because current year voids and prior year voids are handled differently.)  Be sure to include the word reissue in the notes field because you will need to search on that word in order to find reissued checks for the monthly grant reconciliation.
7. In the payment notes field of the voided payment, indicate the reason (i.e. lost in mail).
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