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

Before Proceeding:  Did you void a check that should not have been voided?
If you voided a check by mistake, there might be a fairly simple solution to the problem.
If the check you voided was issued the in the prior budget year, you should follow the procedures outlined in the download document Void and Reprint Checks.  Also, you probably should contact Technical Support.

If the check you voided was issued the in the current budget year, you can follow these steps and you should be okay:

1) Create and Print a new check for the invoice(s) that were paid for using the check that was mistakenly voided.

2) Assuming the check you voided is in the hands of the vendor it was sent to, physically write VOID on the new check you just created and save it for audit purposes.

Note:  At this point, the vendor check in the computer (i.e., the new check) has a different check number than the check that will be cleared by the bank (i.e., the old, voided check).

3) When you reconcile the bank statement at month-end, the bank statement will show the old check number, but you must clear the new check number in the computer.  This should not be a big problem because the amount on the old check on the bank statement will be the same as the amount on the new check in the computer.

4) Likely the bank statement will reconcile normally and you can put the voided check mistake behind you.

To Recreate Paper Check Records
· Unclear the paper check.

Before recreating a paper 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 Paper Checks

To unclear a paper check, use these selections:

BA/Banking/Cleared Paper Checks

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

· Change the paper check number.
To change a paper check number, use the selections:

BA/Change Check Numbers (Paper Checks Only)

When you change the check number for the purpose of recreating a new paper check record, change the number to one that is similar to the old number.  This will make it easier to track what is going on.  In a sense, it leaves an “audit trail.”

For example, if the original check number is 3456, you might use 13456 for the new check number.

· Void the paper check.

To void a paper check, use the selections:

BA/Void Checks

Note:  When you void the check, you should use the new check number that was assigned to it.
· Create a new paper check record.

At this point, because you voided the check, the related invoice(s) that was paid with the check is now in an “unpaid” status.  That is, the related invoice(s) is waiting to be paid, just like before the voided check was created.

To create a new check for the invoice(s), use the selections:

BA/Create Paper Check Records
CAUTION:  There is a good chance that you have other invoices that are “waiting to be paid.”  If this is the case, new check records will automatically be created for those invoices also.  Be careful that no other invoices get lumped in with the invoice(s) you are creating the new check for.  This can potentially happen if you create your checks “By Vendor”.
· Print the new paper check record.

To print the new paper check, use the selections:

BA/Print Paper Checks
Important:  When you print the new paper check, be sure to use the same check number as the original check.  That is why we changed the check number before we voided the original check!  If there is more than one check to print, you should print this one check by itself to make sure it gets the correct check number on it.

· Document what you did.

To document what you did, simply write down somewhere that you changed a check number, voided the check, and then recreated a new check in its place.  This documentation should be placed with your monthly bank statement reconciliation information.
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