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Overview
These procedures provide guidance on how to “recreate” a vendor electronic check record for the purpose of correcting a problem with an electronic check.

CAUTION:  You should use these procedures only in cases where there are 1) no other alternatives, and 2) there is a critical need to recreate the check record.

These procedures can be a little confusing, even for an experienced GS user.  If you have any questions at all, you should consult technical support.

To Recreate Electronic Check Records
· Unclear the electronic check.

Before recreating an electronic check, make sure the related check has not been cleared.  This means not cleared in the computer records.

To determine if the related check has been cleared in the computer you can check to see if it is still outstanding.  If it is still outstanding, then it is not cleared.  If it not outstanding, then it likely has been cleared.  To determine if the check is outstanding, use these selections:

BA/Banking/Outstanding Electronic Checks

To unclear an electronic check, use these selections:

BA/Banking/Cleared Electronic Checks

If you are not sure whether or not the check has been cleared, contact technical support.

· Delete the electronic check.

To delete the electronic check, use these selections:

BA/Create Electronic Checks
Click on Display Electronic Checks (Step 3)

Select Check Date

Click on Display Checks

Highlight the check in the listing (check to be recreated)

Click on Remove Selected Check

Note:  This procedure is slightly different from voiding an electronic check.  When you void an electronic check, the check record stays in the system, similar to a voided paper check.  The above-described process removes the check record completely from the system.

· Create a new electronic check record.
At this point, because you “removed” the check, the related invoice that was paid with the check is now in an “unpaid” status.  That is, the related invoice is waiting to be paid, just like before the check was originally created.
To create a new electronic check for the invoice, use the selections:

BA/Create Electronic Check Records

Click on Display Unpaid Invoices (Step 1)
Click on Create Electronic Check Records (Step 2)

Enter Check Date

Click on Create Checks

CAUTION:  The same date will be placed on all unpaid invoices that appear in the listing.  You will get an error message if the check date you entered is earlier than the date of any of the invoices in the listing.  For this reason, you should use as the check date, the most recent date of all of the invoices in the listing.

If there is more than one unpaid invoice in the listing AND you want to use a different date for them, you will have to repeat this “check recreation” procedure to re-date the second invoice (i.e., remove it and then recreate it).
· Document what you did.

To document what you did, simply write down somewhere that you created a new electronic check, in place of a previous electronic check.  This documentation should be placed with your monthly bank statement reconciliation information.
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