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Background

Not all checks are cashed. Therefore, it is necessary to stop or void checks using
PeopleSoft. The proper treatment of check cancellation depends on the following if the
check is not re-issued, i.e., voucher is to be closed:
1. Cancelling a payment with Re-Issue — all versions
2. Cancelling a Check created in version 8.8 or later and at least one voucher on the
payment is PO-related. (After November 2005)
3. Cancelling a Check created in version 7.5 or lower both PO and non-PO. (Prior to
November 2005)

Because each scenario is slightly different, each will be demonstrated in this manual
starting on page 10.

Cancellation of any payment with re-issue is illustrated on page 6.

Each campus establishes the business process prior to initiating a void or stop in SFS.
Stopped checks will be reported in the Daily Positive Pay File but must always be
stopped at the bank manually. A Void check must be in custody of the campus. A
Stopped check must first be stopped at the bank. Failure to stop a check first at the bank
can result in duplicate payment and reconciliation problems.

Overview of the process

Navigation: Accounts Payable>Payments>Cancel/\VVoid Payments>Payment Cancellation

[+ Billing ﬂ hain Menu = Accounts Payable =

[ Accounts Receivahle

[= Accounts Payahle

[> Wouchers

[ Control Groups

= Payments
[ Pay Cycle Processing
[> Pay Cycle Approvals
[» Pay Cycle Exceptions
[» Express Payments

Payments
Create and manage payments.

Pay Cycle Processing
Maintain and process the pay cycle.

Pay Cycle Approvals
Approve and confirm the pay cycle.

Payment Selection Criteria
Pay Cycle Manager
Pay Cycle Job

Pay Cycle
= Reference Confirmation
=] Reference Unconfirmation

[> Drafts G More... =] Certification
[> Pay Cycle Definition Enneasn T Drafts
EXpress Pavinents

I Manual Payment and Creste express payments.
Frepayment =
2| oid Payments =
— Pavtnent Cancellation
— Payment Schedule
Cancellation
— Escheat Payment

Add and maintsin drafts.

Creste Express Payvmert
Manace Express Pavinents

Draft Stading Approyal
Diraft Stadine Incuiry
Draft Information Upcate
& Mare...

[ Batch Processes

[ Review Accounts Payahle
Info

[» Reporis

— Accounts Payable Center

[> eSettlements

[ Azset Management

- IT Asset Managemet

Manual Payiment and Prepayient
Add and apply manual payments and apply
vouchers to prepayments.

=] Create Manual Payment

Update Payment Worksheet

Delete Payment Wiorksheet

Apply Youchers to Prepaymert

CancelVoid Payments
Cancel and eschest payments.
= Payment Canceliation

Paytnent Schedule Cancellation

Ezchest Payvmert




[> Wouchers -
[» Caontrol Groups

= Payments Cancelioid Payments
[ Pay Cycle Processing
[> Pay Cycle Approvals Cancel and escheat payments.

[ Pay Cycle Exceptions =

E ent Cancellation
[» Express Payments Request to cancel payments.
[> Drafts

[ Pay Cycle Definition
[ Manual Payment and
Prepayment

Vol Paymente

Cancellation
— Escheat Payment
[> Batch Processes
[ Review Accounts Payahle
Infa
[ Repors ‘

Payment Cancellation
Enter any information you have and click Search. Leave fields blank for a list of all values.

" Find an Existing value

Bank SetlD: = [T

Bank Code: begins with x| [FRSTR

o PP

Bank Account: [ begins with ~|[z8A

Payment Reference:l henins with j |DDT9?4
Payment Method: I: j ISystem Check j

Search | Clear | Basic Seatch Save Search Criteria

Enter check number and hit search.

Cancel Payment

Bank Set ID: LAAADM Reference ID: 0074974 Creation Date: OBr28/2006

Bank: FRETR L3 Bank Payment Date: 062872006

Account: ZBA 754851996 Payment Amount: 1214225 USL
Payment Method:  Systern Check Cancel Post Status: Mot Applicable

Remit Vendor: 0000000905 UWY MADISON SEUIElE FIG

Settlement Status: MNone

Date Cancelled: |D1I1 712007 [5] A|Ways the current date

Payment Status: % Void
" Stop
" Undo Cancel

Cancel Action: {* Re-Open Youcher(s)Re-Issue Hold Reason I |
" Re-Open Youcher{syPut on Hold
" Do Not Reissue/Close Liability

Description: I
& save I L Return to Search I [=] Motity I

Payment Cancellation Screen



Payment Status (from PeopleBooks):

Void: Select to void the payment. You void a payment when it has not been released.
Stop: Select to stop the payment. You stop a payment when it has been released.
Undo Cancel: You can undo any cancellation until you post the canceled payment.

Cancel Action (from PeopleBooks):

Re-Open Voucher(s)/Re-Issue: Use to reselect the scheduled payments and reissue them
the next time that you run a pay cycle, assuming that the vouchers meet the selection
criteria for that pay cycle.

Important! If you reopen and reissue the voucher, the existing schedule payment will be
cancelled in the Payment Posting process and a new schedule is added.

Note. If you decide to reopen vouchers and reissue, remember that you must run the
Payment Posting process to record the reversal before those vouchers are available for a
new payment selection. You can undo your cancellation, as long as the canceled payment
is not posted.

Re-Open Voucher(s)/Put on Hold: Use to reopen the scheduled payments, but places the
reopened scheduled payments on hold for your review. Select this option if you need to
perform additional investigation or revise voucher information before proceeding with
payment. A pay cycle process does not select the scheduled payments until the hold is
removed on the Payments page of the VVoucher component. (See Page 17)

Hold reason:

Specify a hold reason, if desired, for payment cancellations placed on hold. The
system defaults this hold reason onto the cancelled payment's new payment
schedule. Select from the following: Accounting, Amount, CCR Expire (Central
Contractor Registry vendor expiration), Cntrct Ret (contract return), Goods, IPAC
(Intra-Governmental Payment and Collection System ), Other, Quantity, and
Wthd hold (withholding hold).

Do Not Reissue/Close Liability: Use to cancel the payment and close any liabilities
associated with it. The amount of the liability to close is calculated as the amount of
unpaid liability remaining. The system takes into account whether the business unit is
accounting at gross or net. The Payment Posting process identifies the voucher as process
manual close, and the amount of the outstanding liability is reversed the next time the
Voucher Posting process runs. This will be explained later.



Cancelling a Payment with Re-issue — All versions

Cancel Payment

Enter Cancel Payment

Bank Set ID: LAAD Reference Il 007974 Creation Date: OEr28r2006

Bank: FRETR US Bank Payment Date: 062820086

Account: ZBA 7548519496 Payment Amount: 1214225 USD
Payment Method:  Systern Check Cancel Post Status: ot Applicable

Remit Vendor: 0000000305 UV MADISON Settle by: pavievile

Settlement Status: NMNone

Date Cancelled:<|um 7iz007 [ > Date Cancelled is ALWAYS the

Payment Status: " Void CURRENT date
* Stop
" Unido Cancel
Cancel Action: ¥ Re-Open Youcher(s)Re-lssue Hold Reason I 'I

" Re-Open Youcher{s)/Put on Hold
" Do Not Reissue/Close Liahility

Description: Wendor (051 check per Tina Farman. vermed check did ot clear bank and has been stopped Reissue - JWL,
1T

& Save I Ll Return to Search I [ Matity I

Following Navigation in the overview, make appropriate selections for Payment Status
and Cancel action of “Re-Open voucher(s) Re-issue” as shown above

Description field can carry information relevant to the transaction. Consider entering
information that will be useful in resolving future inquiries to the payment. Take a
moment to compare the cancel payment information on the screen to the Stop/Void
request information. After the correct option has been chosen, click on “Save”.

Cancel with re-issue will create a new payment panel within the original voucher after the
payment post. A new check will be issued the next pay cycle after payment post. To see
the new payment panel or to change payment address information in voucher entry —
select View All after the next payment post:

[ Bummary | Invoice Infarmation | Payments | Youcher Afiributes | ErrdxSummary |
N\

Business Unit:  LiywADM Invoice Number:

Youcher ID: ooo04302 Invoice Date;

Youcher Style  Regular Action: frun
Total: 78.00

vendor: KELLER, JONATHAN E *Pay Terms: DUR >

1646 VAN HISE HALL
MADISOMN, W 53706

Payment Information First El 1cf 2 [} Last

Eind | Wiew All

=
Scheduled Payment: 1
*Hamit tn- [Frnnnnnr1a = U Tann 1ien



Cancel Payment

Enter Cancel Payment

Bank Set ID: I AD M Reference ID: 007474
Bank: FRSTR 1S Bank
Account: ZBA 754851994

Payment Method:  Systerm Check

Remit Vendor: ooonooogons Uy MADISON

Creation Date: 06/28/2006
Payment Date: 06/28/2006
Payment Amount: 1214225

Cancel Post Statys: Pending
Settle n: Famp-Gyetd

Settlement Status: MNane

Date Cancelled: |E|1I1 Traoor @

Payment Status: 7 Vid
¥ Stop
" Undo Cancel
Cancel Action: ¥ Re-Open Youcher(s)/Re-lssue

" Re-Open Youcher{s)/Put on Hold
" Do Not Reissue/Close Liahility

Hold Reason I 'I

Description: I

& save I L\ Return to Search I [=] Matify I

Note that the Cancel Status is “Pending”. This will change to Cancelled after the daily

payment post. This is a successful payment cancellation.



UNDO Cancel — Payments without POs

Undo cancel can only be performed BEFORE the next payment post. After the Payment
Post, there is no option to undo a cancel. Always verify the payment number, vendor and

amount before any cancellation.

NOTE: If Undo is attempted on a PO-related payment with “Do not Reissue/Close

Liability” the following message will appear:
x|

'j Payment cancel cannot be Undone, (7030,633)

This pavment is tied & PO woucher that was closed. This operation cannot be undone.

In the rare instance that this occurs, contact UWSA Finance Administration immediately.

To “undo” the cancel navigate back to the Search Panel for Payment Cancellation. Enter

Bank SetlD, etc., and hit “Search”.

Payment Cancellation
Enter any information you have and click Search. Leave fields blank for a list of all value

{ Find an Existing Value

Bank SetiD: I: 'l IUWADM Q
Bank Code: |begins with ~|[FRSTR Q
Bank Account: |begins with = | |ZBA Q

Payment Reference:|begins with j |DD?9?4
Payment Method:  [= = =

Search Clear | Basic Search Save Search Criteria

Cancel Payment

Enter Cancel Payment

Bank Set ID: 1A DI Reference ID: 007974 Creation Date: OB/2812006
Bank: FRETR LIS Bank Payment Date: 06/28/2006
Account: ZBA 754851996 Payment Amount: 1214225 1USC

Payment Method:  System Check Cancel Post Stat
Remit Vendor: 0000000905  UW MADISON Settle by Pay Cycle

Settlement Status: MNone

Date Cancelled: |D1I1 712007 [

Payment Status: Void
* Stop
" Undo Cancel
Cancel Action: ¥ Re-Open Voucher(s)/Re-lssue Hold Reason I 'I

" Re-Open Voucher{s)/Put on Hold
" Do Not Reissue/Close Liability

Description: vendor lost chack per Tina Parman. Verified check did not clear bank and has been stopped Reissue - JML
AMTNT

&l Save | S\ Return to Search | [=] Matify |

Cancel Post status must be “Pending” or the cancel can not be undone.



Cancel Payment

Enter Cancel Payment

Bank Set ID: LD ReferenceID: (007974 Creation Date: OBf2B872006

Bank: FRSTR LS Bank Payment Date: 06/28/2006

Account: ZBA 754851996 Payment Amount: 12,142.25 UsD
Payment Method:  System Check Cancel Post StatQs: Fending

Remit Vendor: 0000000905 LW/ MADISOM Settle by. Fay Cycle

Settlement Status: MNone

Date Cancelled: |D1I1 712007 [
Payment Status: " Void

i~ Stop /

' Undo Cancel

Cancel Action: +' Re_Open Voucher{s)Re-lssue Hold Reason I 'l
" Re-Open Youcher{syPut on Hold
" Do Mot Reissue/Close Liahility

Description: Wendar lost check per Tina Parman. Yerified check did not clear bank and has been stapped Reissue - ML

AP TINT Aivene cboels cenmenllod ML A6 TIOT

Bl save | ELReturn to Search | [=] Metity |

Select “Undo Cancel” and add additional comments, if necessary, then click on “Save”.
Cancel Payment

Enter Cancel Payment

Bank Set ID: LA Reference lD:  QO07ar74 Creation Date: 0Bf28r2006
Bank: FRETR 1JS Bank Payment Date: 0Bf28r2006
Account: ZBHA 754851936 Payment Amount: 1214225 USD

Payment Method:  Systern Check Cancel Post Status: Rot Applicahle

Remit Vendor: 0000000905  UWW MADISON Settle by: Pay Cycle

Settlement Status: MNone

Date Cancelled: I

Payment Status: Void
i~ Stop
~ Undo Cancel
Cancel Action: " Re-Open Voucher(s)Re-Issue Hold Reason I |

” Re-Open Youcher{syPut on Hold
~ Do Mot Reissue/Close Liahility

Description: I

Bl save | ELReturn to Search | [=] Mctify |

After the Undo Cancellation process is successfully completed, the screen will appear as
shown above.



d

Cancellation of a Check Created in version 8.8 or 8.9 with at least one
PO voucher, Do Not Reissue/Close Liability

Cancel Payment

Enter Cancel Payment

Bank Set ID: UiwAD Referencell: 008186 Creation Date: 03092007

Bank: FRETR S Bank Payment Date: 03/09:2007

Account: ZBA 754851096 Payment Amount: 1,110.00 USD
Payiment Method:  Systerm Check Cancel Post Status: Mot Applicable
RemitVendor: 0000000001  ALLTEL SUPPLY COMPANY Settle hy: Pay Cycle

Settlement Status: MNone

Date Cancelled: tamgxzum @ Always Current Date

Payment Status: ¢ Void
&~ Stop
" Undo Cancel

Cancel Action: ' Re-Open Youcher{s)/Re-lssue Hold Reason I |

" Re-Open Youcher(s)/Put on Hold
¥ Do Not Reissue/Close Liahility

Description: IDepartment requested stop on this payment = per T Parman. 33/07 jml ﬂ

Bl Save | ELReturn to Search I +[2 Previous in List | +E| Mext in List | Motify |

Choose Payment Status and Cancel Action, enter comments and click on “Save”.

FPayment Schedule selected for cancellation has atleast 1 PO Youcher, Do you wish to continue® (FO30,622)
YES - will restore encumbrance, liguidate liability, and reopen the PQiLine Schedule for future invoicing for the unreconciled PO's selected.

MO - will only liguidate the liability for all vouchers

The su ing will automatically unmatch the voucher ifyour answer is YES. If the answer is MO then Unmatching will MOT be performed.
ote; This process cannot he Undan
Yes Mo Cancel I

This is the next screen. GREAT NEW FEATURE - Instead of a Reversal VVoucher the
system will process a reversal entry for the voucher liability and PO encumbrance.
Selecting “Yes” will restore the encumbrance to the PO line and close the voucher. For

a

PO that is already closed, selecting “No” will close the voucher only without the need for

a Reversal Voucher. There is no difference in message if a PO is closed.
Next Screen if “Yes” is selected:

PO Associated with the Voucher

¥gelectal  LDeselect Al
First E 1of 1 |I| Last
Restore . - N B
[E—— Business Unit  Voucher ID PO Busihess Unit PO Number PO Status Search
Encumbrance
1V LA 00010034 LWADM QE9PC1234 D 0
oK | Cancel |

Be sure to select the check box otherwise the encumbrance will not be restored.
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Cancel Payment

Bank Set ID: (WA | Reference ID: 003186 Creation Date: Q3rmeizo07

Bank: FRETR LIS Bank Payment Date: D3i08/2007

Account: ZBA 754351996 Payment Amount: 1,110.00 USD
Payment Method:  Systern Check Cancel Post Status: Pending

Remit Vendor: 0000000001  ALLTEL SUPPLY GOMPANY Settle by: Pay Cycle

Settlement Status: Mone

Date Cancelled: IDSIDQIEDD? El

Payment Status: 7 Void
¥ Stop
" Undo Cancel
Cancel Action: € Re-Open Youcher(s)Re-Issue Hold Reason I -]

~ Re-Open Voucher{s)Put on Hold
¥ Do Not ReissueiClose Liahility

Description: I ﬂ

B save | S Return to Search | +[E Previous in List | +[5] Mext in List | [=] tatity |

Successful Payment Cancellation will appear as shown above.

Remember that once a PO related payment has been cancelled and the voucher has been

closed by selecting “Do Not Reissue/Close Liability” from either 8.8 or 8.9 the cancel
can not be “undone”.

Message if attempting to “Undo” a payment cancellation for a PO related check.

Microsoft Internet Explorer x|
":, Favment cancel cannok be Undone, (F030,633)

This payment is kied a PO waucher that was cosed, This operation cannot be undone,

11



Cancelling a check created in version 7.5 or earlier for both PO and
non-PO. (Prior to November 2005) without reissue

This is the message when attempting to cancel a payment from a prior-version (7.5 and
earlier) “Do Not Reissue/Close Liability”.

Microsoft Internet Explorer x|

'T There is at least one vouchers was converted From a prior release, You cannot cancel with close, (7030,350)
L

When this message is displayed, the payment must be cancelled either “Re-Open
Voucher(s)/Reissue” or “Re-Open Voucher(s)/Put on Hold”.

Caution: When a voucher can not be closed through the Cancel process, care must be
taken to prevent another payment being created.

If Re-Open/Re-issue is chosen, another check will be created in the next pay cycle run
after the payment post. To prevent a new payment, a reversal voucher must be entered
immediately after the original payment is cancelled.

If Re-Open/Put on Hold is chosen, the voucher will not pay until the hold is taken off.
After the reversal voucher is entered (and it MUST be entered) the voucher must be taken
“off hold” so that the voucher close process will complete.

Cancel Payment Screen
Cancel Payment

Enter Cancel Payment

Bank Set ID: WADM Reference ID: 005937 Creation Date: 10/0452004

Bank: FRSTR Firstar State Contract Bank Payment Date: 10/04/2004

Account: ZBA 754851996 Payment Amount: 200.00 USD
Payment Method:  Systern Check Cancel Post Status: 1ot Applicable
RemitVendor: 0000004088  STEFFENHAGEN, JAMES 5 Settle by: RavicEle

Settlermment Status: Mone

Date Cancelled: |1 1/30/2006 [

Payment Status:  * Void
" Stop
" Undo Cancel

Cancel Action: " Re-Open Voucher{s)/ReIssue Hold Reason I 'I

" Re-Open Voucher{s)/Put on Hold
* Do Not ReissueiClose Liability

Description: IF'erJ Smith, this checkwas never sentta the recipient. Check has heen destruyed.| ﬂ

B save | LLReturn to Search | [=] motify |

12



Stop Payment Form indicates VVoid without Re-issue. Select and click on “Save”.
Cancel Payment

Bank Set ID: LiADM Reference ID: 00583y Creation Date: 10/04i2004
Bank: FRETR Firstar State Contract Bank Payment Date: 10/04/2004
pocount - x

p ent Method:  Systern Check 'E There is at least one wouchers was converted from a prior release. You cannot cancel with close, (7030,3500
L

Remit Vendor: oo0ooo4088

Date Cancelled: 11/30/2006 [=1

Payment Status: % Void
" Stop
" Undo Cancel

Cancel Action: " Re-Open Youcher{s)Re-lssue Hold Reason I 'l
" Re-Open Youcher{s)Put on Hold
%' Do Not ReissueiClose Liability

Description: IF'er.J Smith, this checkwas never sentta the recipient. Check has been destroyed. ﬂ

Bl save | S Return to Search I [=] mctity I

Message is displayed that requires this payment to be void with re-issue and a reversal
voucher created to “close” the voucher.
Cancel Payment

Enter Cancel Payment

Bank Set ID: LADM Reference ID: 005937 Creation Date: 1000452004

Bank: FRETR Firstar State Contract Bank Payment Date: 10/0452004

Account: ZBA 754851996 Payinent Amount: 200,00 UsSD
Payment Method:  Systern Check Cancel Post Status: Mot Applicable

Remit Vendor: 0000004088  STEFFENHAGEN, JAMES 5 Sl FS L

Settlement Status: MNone

Date Cancelled: |11r3mznoa El

Payment Status: & Void
" Stop
" Undo Cancel

Cancel Action: ¥ Re-Open Youcher(s)Re-Issue Hold Reason I 'I
" Re-Open Youcher(s})/Put on Hold
" Do Not ReissueiClose Liability

Description:

FPerJ Smith, this check was never sentto the recipient. Check has been destroyed. Reversal Youcher entered | ﬂ
b | 2R =

B Save | LLReturn to Search | [=] Matify |

Change Cancel Action to Re-Open Voucher(s)/Re-issue and Save.
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Cancel Payment

Enter Cancel Payment

Bank Set ID: UvWwADM Reference ID: 005937 Creation Date: 10/0452004
Bank: FRSTR Firstar State Contract Bank Payment Date: 100462004
Account: ZHA 7548519496 Payment Amount: 200.00 LSO

Payment Method:  Systern Check Cancel Post Status: Fending

Remit Vendor: 0000004088 STEFFEMHAGEM, JAMES S Settle hy: Pay Cycle

Settlement Status: MNone

Date Cancelled:  [[I1/30/2006 [5i

Payment Status: & vid
i Stop
 Undo Cancel

Cancel Action: ¥ Re-Open Youcher{s)Re-Issue Hold Reason I 'l
" Re-Open Youcher{s)/Put on Hold
" Do Not Reissue/Close Liability

Description: I

B save | S\ Return to Search | [=] matity |

After Save. Radio Buttons are grayed out.
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Entering a Reversal VVoucher

User Preferences determine if a user can enter a Reversal VVoucher. Individual Campuses

determine users with this authority and the business process for processing cancelled

checks.

Navigate to the Voucher Entry page and select “Reversal VVoucher” from the drop down

menu at “Voucher Style”.
Voucher

/ Eind an Existing Value | Add a New Value

Business Unit: IUWADh Q
Youcher ID: INE}{T

Select Reversal

Voucher Style: |Reversa| voucher

Short Vendor Name: I Q

wendor ID: IEIDDDDIMDBE Q
Vendor Location: | Q

Address Sequence Numher:l 0naQ

Voucher here.

Invoice Number:

|
Invoice Date: I 5]

Add
E3
Business Unit:  LwaDM Invoice Number: I
Voucher ID: MEXT Invoice Date: I &
Voucher Style  Reversal Action: I :I' M
Voucher To Be Reversed: I & Copyio Vaoucher I Reverse Remaining Vchr Balance
A
Vendor:  [J000004088 Q “Pay Terms: [oUR ~] 7 BasisDtType InvDate
Name: |STEFFENHAG-DD1 Q Control Group: | Q Comments
Location:  [o001 Q Accounting Date: |11/30/2006 [
“Address: I T pdvanced endor Search | *Currency: IUSD
- Calculate i i
STEFFENHAGEN, JAMES Total: 000 | Caleulate | withholsing
DBAJIM'S SIGN & ART SHOP
2064 E MAIN ST
WAUNAKEE, Wl 53597 Packing Sip: I
Look up voucher to be reversed. This Invoice Lines

is the voucher or vouchers from the
cancelled payment. If more than one
voucher is related to the payment,
each individual voucher must have a
reversal voucher. (See Note) Click on
look-up icon.

{minus)

{equals)

Misc Charge Amount I =
Freight Amount I =

Total I Calculate

15



Look Up Voucher To Be Reversed

Business Unit: LA
Yendor ID: jonoon4nses
Voucher ID: | begins with jl

Imvoice Humber: | hegins with j |

Short Yendor Name:l hegins with j |

Hame 1: |hegins wiith j|

Look Up | Clear | Cancel |Elasic Lookup

Search Results
1 of1

‘'oucher ID Invoice Number Gross Invoice Amount Invoice Date Short Vendor Name Name 1 Voucher Stye
0ooov191 8M4/04 200 08202004 STEFFEMHAG-001 STEFFEMHAGEM, JAMES S Regular

Be sure to select the correct voucher. Click on the link to select the voucher.

NOTE: If there are multiple vouchers on a cancelled payment and not all are PO-Related,
the non-PO vouchers can be individually closed. Closing vouchers is described in the
Accounts Payable Manual.

51
/ Invoice Information Y Payments | Youcher Affributes

Business Unit:  _LWWADM Invoice Number: I
Youcher ID: MEXT Invoice Date:

e
Voucher Style  Reversal Action: jv M

vioucher To Be Reversed: |bIJIJIJT1 a1 A\ Sopyto Youcher I Reverse Remaining Vchr Balance

vendor:  [0000004088 Q ‘Pay Tdrms: [our ~] ©  BasisDtType InvDate
Name:  [STEFFENHAG-001 O Contgol Group: | Q Comments
Location: 0001 Q Acchunting Date; |1 1/30/2006 [5)

*Address: I VR agvancedvendor Search  *Cufrency: e

STEFFENHAGEM, JAMES S
DBAJIM'S SIGN & ART SHOF
2064 E MAIN ST

WALINAKEE, W 535837 Packing Slip: |

Invoice Lines

Misc Charge Amount [~ ]
Freight Amount I =

{minus)  Total I Calculate |

(equals)

To bring in the voucher dollar amount and coding, click on “Copy to Voucher”.
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J Imvoice Information " Payments | Woucher Atributes |

Business Unit:  LvwWaDM Invoice Humber: I
Voucher ID: MEXT Invoice Date: || El
Voucher Style  Reversal Action: I ﬂ _IRL'”

Vendor:  nnopon4nes *Pay Terms: [oUR ~| %  BasisDtType InvDate

L STEFFENHAG-001 Control Group: | Q Comments
Location:  [0001 Q Accounting Date: |11/30/2006 (5

*Address: I 1Q *CUrrency: IUSD Mon Merchandise Summan
X I R Calculate i i
STEFFENHAGEN, JAMES 5 Total: 200.00 | winhoiging

DBA JIM'S SIGMN & ART SHOFP
206A E MAIM ST

WALINAKEE, W 53597 Packing Slip: |

Invoice Lines

E| Line ‘Distribiie by HKem Description Quantity UOM Unit Price Extended Amount
1 |amount |7 | C, |LETTERINGILOGO ON'W | [a | -200.00

Ship To Related Youcher

IMQ 000071491 [” Use One Asset ID Calculate |
< 2
Jf’ GL Chart Y ExchangeRate | Statisics ) Assets |

Amount Quantity *GL Unit Account Fund Dept Program Class Project

= 1] -z00.00 | [LvaDh ©, [2623 Q J301 Q@ [457000 Q |1 Q| Q |

Reversal voucher with copied information.

Voucher Comments

CANCELLED CHECK MUMBER 005937. CHECK MEVER SENT TO PAYEE. M. SMITH ﬂ
DESTROYED CHECK AND REQUESTED THE WOID. JML 11-30-06

B

QK | Cancel I Refreshl

Use comments to share information about this transaction.
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[ Summary_ | Invoice Information '\ Payments ” Voucher Aftributes ) Error Summary

Business Unit:  LwaDM Invoice Humber:
Youcher ID: 00009856 Invoice Date:
VYoucher Style  Reversal Action:

Vendor: 0000004088 *Pay Terms:
Name:

STEFFEMHAG-001 Control Group:

SULE IDDM Q Accounting Date:
*Address: I 1|@® “Currency:
STEFFEMHAGER, JAMES S [T)'_::fak

DBA JIM'S SIGN & ART SHOF erence

2064 E MAIN 5T

WALIMAKEE, Wi 53587 Packing Slip:

IREVERSE 000071491

[11r30r2008 [

—Ll Run

m = Basis Dt Type Inv Date
[ a Comments

|11x3m2005 El

=

I -200.00

0.00

Mon Merchandise Summary
Calculate | Withholding

Invoice Lines

= Line ‘Distribute by Htem Description

Quantity UOM Unit Price Extended Amount

1 |amount =] |

C |LETTERINGILOGO ON WY |

[Ta] [ ~200.00

Ship To Related Voucher
|ADM'N'5TQ 00007181 [~ Use One Asset ID Calculate |
< #H
J.f GL Chart Y Exchange Rate ‘)f Statistics Y Azsets \'.
Amount Quantity *GL Unit Account Fund Dept Program Class Project
=] 1| -zo000f |uwaDn @ [2623 Q f3o1 | 457000 Q| Q| Q| Q,
Invoice Lines -200.00

Reversal Voucher Created at Save.

The process is now complete unless you selected Re-open VVoucher/put on Hold. Do not
forget to go back into the original voucher and take off Hold for Payment. The check box
is located on the payment panel in voucher entry. This is IMPORTANT to remember.

*Bank: W a, Pay Group: I— a,

*Account: W &} *Handling: IRG— &} @
‘Method:  [CHK QU Check “Netting: N a

Message: | Messages

Message will appear on remittance advice.

ancﬁon:lsmedule vl Payment Date: |

Pay: I 'l Reference: I

Fayment Inquiry HalidayCurrency Options Express Payment
Pavment Hnte

Hold Payme Separate Payme@
Hold Reason: Q.

Letter of Credit: I =

Wendor Bank Account

Caution: The Reversal VVoucher must match the
original voucher EXACTLY. Be sure to verify that

the “Remit to”, “Location”

and Payment Handling

Code are the same. Be sure that both vouchers are not
marked “Hold for Payment” or “Separate Payment”.
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