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Overview

The purpose of this document is to provide guidance on how to void and reprint checks.  The following general rules apply to voiding and reprinting checks:

· To reprint a check does not necessarily require that the original check be voided.
· An electronic check can be reissued as a paper check.

· A paper check can be reissued as an electronic check.

· Voiding a check that is dated in a year prior to the current budget year can adversely affect your current-year financial statements.  For this reason, a separate (special) procedure is required to void a check issued in a prior year.
Specific guidance is provided in four areas:

· How to Void a Check Dated in the Current Budget Year 

· How to Void a Check Dated in a Prior Budget Year

· How to Delete an Electronic Check

· Options to Reprint Checks

Do you need to void the original check?

To reprint a check means it is intended to replace another check.  Do not automatically assume that just because the original check is to be replaced, it must be voided.  That is the conventional wisdom, but conventional wisdom is not always right.

· Check is lost or otherwise non-recoverable.  Often times it is sufficient to simply replace a lost check with an identical “manually written” check having a different check number.  It would not be necessary to void the check.  Refer to the procedure below “Replacing a Lost Check with a Manually Written Check” under Options to Reprint Checks.
· Check issued with wrong amount.  Assuming the check was issued to the correct vendor, it might not be necessary to void the original check or even reprint the check.
If the original check amount is more than it should be, an alternative would be to simply request a refund from the vendor for the difference.

If the original check amount is less than it should be, an alternative would be to simply issue a second (new) check to the vendor for the difference.

If these options are not acceptable, the original check would have to be voided and reprinted with a different amount.

· Electronic Check.  If you need to delete or change an electronic check, voiding it is not the best option.  Refer to the procedure How to Delete an Electronic Check.
· Wrong Check Number.  If the check number pre-printed on the check is different from the check number assigned to the check in the computer, you can change the check number in the computer (BA/Change Check Numbers (Paper Checks Only)).  There is no need to even reprint the check.  The only problem with this, albeit a minor one, is that the original check stub will still show the original check number that was in the computer.
How to Void a Check Dated in the Current Budget Year
Important:  If the check to be voided is dated in a prior budget year do not follow the steps outlined below.  Instead use the procedure How to Void a Check Dated in a Prior Year.
Steps to Void a Check Dated in the Current Budget Year

Step 1.  Make sure the check has been recovered and physically voided.  If the check cannot be recovered you must decide whether or not to stop payment on it.

Step 2.  Select BA/Void Checks.

Step 3.  Select Bank Account.
Step 4.  Enter Void Date.
Step 5.  Select Type of Payment.
Step 6.  Highlight the check to be voided.
Step 7.  Click on Print Documentation of Selected Check.
This documents information related to the check to be voided.  Also, the information might be needed later.

Step 8.  Click on Void Selected Check.
Step 9.  Do you want to print a new check, either with the same amount or a different amount?
· If Yes:  Go to “Procedures to Reprint a Voided Check Dated in Current Year” under Options to Reprint Checks.
· If No:  Proceed to next step.

Step 10.  Do you want to reissue the check in a different format, either electronic check to paper check or paper check to electronic check?
· If Yes:  Go to “Procedures to Reissue a Check Using a Different Format” under Options to Reprint Checks.
· If No:  Proceed to next step.

Step 11.  Do you NOT want to reprint or reissue the voided check?
Delete each invoice that was paid by the voided check (BA/Invoices).

Note:  When you void a check that is dated in the current budget year, the related invoice(s) will not be deleted.  Instead, the related invoice(s) will be released from the check and assume an unpaid status (i.e., a waiting-to-be-paid status).  Therefore, if the check will not be reprinted or reissued, you should locate and delete the invoice(s).

Note:  When you void a check that is dated in the prior budget year, the related invoice(s) will be deleted.  However, purchase orders (i.e., encumbrances) are created automatically to replace the invoices.

Step 12.  You are finished.
How to Void a Check Dated in a Prior Budget Year
Important – Before You Begin

Before you void a check dated in a prior budget year, be sure to look at other possible options.  If you only need to reprint the check, there might be simpler options as discussed at the beginning of this paper.
Special Procedure for a Special Transaction
Voiding a check has a pervasive effect on not just the financial statements, but the accounting system in general.  The complexity of a voided check transaction significantly increases if the check to be voided is dated in a prior budget year.
The procedural steps outlined below were designed to properly maintain the integrity of the transactional data in the entire accounting system.  Make no mistake about it, if someone tells you this transaction is not that complicated, and can be handled with a simple cash receipt entry, they do not have a clue.
In addition to maintaining the integrity of the transactional data, this procedure has two primary objectives:
· Beginning Cash and Beginning Unencumbered Cash Balances cannot be altered.  These balances are locked in after the books have been closed on the prior budget year.  Except in extraordinary instances, the current budget year beginning balances must tie to the prior budget year ending balances.
· Cash and Unencumbered Cash Balances must be restated.  When a check is voided, that means fund cash balances must be increased because the related cash disbursement is taken off the books.
Note that voiding a check does not affect the bank account cash balance because the bank doesn’t even know the check was issued.  It does change the bank statement reconciliation in the sense that you are still reconciling to the same bank statement ending cash balance.

Steps to Void a Check Dated in a Prior Budget Year
Step 1.  Make sure the check has been recovered and physically voided.  If the check cannot be recovered you must decide whether or not to stop payment on it.

Step 2.  Select BA/Void Checks.

Step 3.  Select Bank Account.

Step 4.  Enter Void Date.

Caution:  If the books have not yet been closed for the prior budget year, and the check to be voided is dated in the prior year, you should:  1) set the Budgetary Accounting beginning-of-year date as if you are still working in the prior year, and 2) enter the year-end date as the void date.

Step 5.  Select Type of Payment.

Step 6.  Highlight the check to be voided.

Step 7.  Click on Print Documentation of Selected Check.

This documents information related to the check to be voided.  Also, the information might be needed later.

Step 8.  Click on Void Selected Check.
Step 9.  Create a cash receipt adjustment for each fund that was originally charged for the check (BA/Cash Receipt Adjustments).  The amount of the each adjustment would be the total that fund was charged for the check.  The date of each adjustment would be the beginning-of-year date for the year in which the check is voided (void date).
For example, if a check is issued on 12/15/2011 (check issue date), and the void date is entered as 3/15/2012, the cash receipt adjustment date would be 1/1/2012.

Step 10.  Decrease the beginning cash balance of the bank account by the amount of the voided check (Banking/Beginning Account Balances (Per Bank Statement)).  Careful:  Change the beginning balance for the “current” year (i.e., the year in which the check is voided).
For example, if the beginning cash balance of the bank account is $900, and the amount of the voided check is $100, you would change the beginning balance from $900 to $800.

Step 11.  Add a deposit to the bank account for the amount of the check and use the beginning-of-year date as the deposit date (Banking/Deposits and Withdrawals).  The beginning-of-year date is the first day of the budget year in which the check is voided.
Step 12.  Clear the deposit added in the prior step (Banking/Outstanding Deposits).  You can use the January month-end date as the date cleared.
Step 13.  Set the Budgetary Accounting beginning-of-year date as if you are working in the prior year (BA/Setup/General Information) to make additional adjustments.

Step 14.  Create an expenditure adjustment for each invoice line item that was originally paid by the check (BA/Expenditure Adjustments).  The amount of the each adjustment would be the total that fund was charged for the check.  The date of each adjustment would be the end-of-year date for the year in which the check was originally issued (check issue date).

For example, if the check was issued on 12/15/2011 (check issue date) the expenditure adjustment date would be 12/31/2011.

Step 15.  Add a withdrawal to the bank account for the amount of the check (Banking/Deposits and Withdrawals).  Use the end-of-year date for the year in which the check was originally issued (check issue date) as the withdrawal date.

For example, if the check was issued on 12/15/2011 (check issue date) the withdrawal date would be 12/31/2011.

Step 16.  Set the Budgetary Accounting beginning-of-year date back to the current year (BA/Setup/General Information).

Step 17.  Important Note:  When you void a check that is dated in a year prior to the current budget year, the related invoices that were paid for using the check are deleted from the computer automatically.  The deleted invoices are replaced with purchase orders (i.e., encumbrances).
Step 18.  Do you want to print a new check, either with the same amount or a different amount?

· If Yes:  Go to “Procedures to Reprint a Voided Check Dated in Prior Year” under Options to Reprint Checks.
· If No:  Proceed to next step.

Step 19.  Suggestion.  It would be a good idea to reprint a set of Budgetary Accounting monthly reconciliation reports for December of the prior budget year.  This would include all bank account reconciliations, a detailed composition of cash, and the year-end “combined” fund summary report.
Step 20.  You are finished.

How to Delete an Electronic Check
Deleting an electronic check is a recommended alternative to voiding the check.  After the check is deleted, you can 1) delete the related invoice, 2) create a new electronic check for the related invoice, or 3) create a paper check for the related invoice.
Steps to Delete an Electronic Check

Step 1.  Select BA/Create Electronic Check Records.

Step 2.  Click on Display Electronic Checks.

Step 3.  Select the Check Date in the dropdown listing for the electronic check to be deleted.

Step 4.  Click on Display Checks.

Step 5.  Highlight the electronic check to be deleted in the Listing of Checks.

Step 6.  Click on Remove Selected Check.

You will be asked if you want to delete the check, and you can answer Yes.

Step 7.  Upon removing the electronic check, the related invoice line items assume an unpaid status, and you must decide what to do with them – 1) delete the related invoice, 2) create a new electronic check for the related invoice, or 3) create a paper check for the related invoice.
Step 8.  You are finished.
Options to Reprint Checks
Procedures to Reprint a Voided Check Dated in Current Year

Note: When you void a check that was dated in the current budget year, the related invoice(s) that were paid with the voided check are released from the check and are put back into an unpaid status (i.e., a waiting-to-be-paid status).  That means the related invoice(s) can be altered just as if they were never assigned to a check in the first place.

Step 1.  Does the amount of the check need to be changed?

· Yes

Select BA/Invoices.

Locate the invoice and Edit it.

Change the amounts for the invoice line items as appropriate.

Close the invoice.

Proceed to next step.

· No

Proceed to next step.

Step 2.  Create a check record.

Select BA/Create Paper Check Records (or Create Electronic Check Records)
Create a new check for the invoice(s) paid for by the voided check.

Step 3.  Reprint the check.

Select BA/Print Paper Checks

Follow the prompts on the screen and print a new check.

Step 4.  You are finished.

Procedures to Reprint a Voided Check Dated in Prior Year

Note: When you void a check that was dated in a prior budget year, the related invoice(s) that were paid with the voided check are deleted from the system completely.  They are replaced with a corresponding purchase order record.  That means there no longer exists an invoice to be paid.

If you need to reprint the check, you must enter a new invoice, but be careful here.  You should not date the new invoice in the prior year (i.e., do not charge to the prior year) unless the prior year books are still open.  If you are not clear about this, you should contact Technical Support.

Step 1.  Select BA/Invoices.

Step 2.  Add a new invoice in the usual manner.

Step 3.  Create a check record.

Select BA/Create Paper Check Records (or Create Electronic Check Records)

Create a new check for the invoice(s) paid for by the voided check.

Step 4.  Reprint the check.

Select BA/Print Paper Checks

Follow the prompts on the screen and print a new check.

Step 5.  You are finished.

Replacing a Lost Check with a Manually Written Check

Many people are of the notion that everything needs to be computerized.  Perhaps worse, some people think that if I don’t fix the problem in the computer, it isn’t fixed, or it looks bad.  Nothing could be further from the truth.

This procedure is an excellent example of keeping things extremely simple, when they otherwise would be more complicated and time-consuming.  Replacing a lost check with a manually written check, especially for a check issued in a prior budget year, is a classic example.  The point is that there is nothing gained by voiding a lost check from a prior year and then reprinting it in a “formal” manner in the computer.
Step 1.  Write a check manually duplicating the lost check.  That is, create the check outside the accounting system.

Step 2.  Change the check number in the computer to match the check number of the manually written check (BA/Change Check Numbers (Paper Checks Only)).
Step 3.  Create a Lost Check Memo to document the lost check reported to you and the new check written to replace it.  A copy of the Lost Check Memo can be placed with voided checks for audit purposes.
The following information should be included in the Lost Check Memo:

Original Check Number

Check Date

Check Amount

Recipient of Check (Vendor Name or Employee)
Stop Payment? (Yes or No)

New Check Number

New Check Date

Step 4.  You are finished.
Procedures to Reissue a Check Using a Different Format
If you have voided a paper check, or deleted an electronic check, AND you wish to reissue the check using a different format you can follow these steps.

Step 1.  Select BA/Invoices

Step 2.  Locate the invoice and Edit it.

Step 3.  Change the Method of Payment from Electronic Check to Paper Check, or from Paper Check to Electronic Check.

Step 4.  Proceed as you normally would to create a paper check or an electronic check.  If you create a paper check you will, of course need to print it.
Step 5.  You are finished.
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