How to Void AP Checks

The Void Checks program voids individual vendor checks. In addition to voiding the check, the program
reopens the accounts payable invoice that was paid by the check by changing the status of the invoice
from Paid Back to Approved. VVoided checks display the original check amount. Any type of check
(printed, manual, or direct disbursements) can be voided in this program. This program does not allow
checks that have been cleared through Check Reconciliation to be voided.

Financials>Accounts Payable>Cash Disbursements>Void Checks
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Complete the following steps to void an accounts payable check:

1. Navigate to:
o Al irves
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CARH

< >

2. Click Search,Q, ,in the MUNIS ribbon.
Complete the fields according to the following table.

Field Description

Cash Account This is the cash account associated with the Check Run.

The default value is the cash account identified in Accounts
Payable Settings, but you can change this if need be.

Check Number This is the range or the actual number of the check or EFT to be
voided.

Either a check range or the check number must be input and one
or the other is required.

Date This is the original date of the check to be voided (optional).
Check Run This box contains the Check Run identifier for the invoices that
were paid by this check (optional).

3. Click Accept.ﬁ.
The program displays all of the checks that match the search criteria. The Vendor and Invoice
information related to the check is also displayed.
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4. Click Select in the MUNIS Ribbon.
The program unlocks the lower portion of the Void Checks screen.
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Voia Check number Warrant Vendor iumber Vendor namme Check dale Amount Type Mumber of invoices, Frscal year Comment Vo Comme]

00 0Rms 1010 DELL 0800 1545500 E 4 COMPUTER HARDWARE AND PERIPHER
111120 8041 1013 STAPLES DDA s P 1 5
1121 060S15K 1000 ABC SUPPLY CO 00052015 5000m P 1 DBUMPER FOR TRUCK
11111122 080515K 1000 ABC SUPPLY CO 08052015 560000.00 P 1 Fire Track
MY oA 010 DELL aAR018 10m P 2 COMPUTER
1148 ABCELECTRIC | DRDS01S 0000 P 1 aoscrpon

11111132 082015 1000 ABC SUPPLY CO G015 40605 P 1 sl
11111133, 082015 1000, ABC SUPPLY CO 0a202015 100000, P 1 Supphes for the day
11111134 082015 1032 SAFECO INC 08202015 12500 P 2 Supples
N ma 1 ABCEUPPLYCO | DR242015 s0000 P 1 supgbes
11111137 sma 1000 ARG SUPPLY GO 09242015 Mk P P supgios
111138 smd 1000 ABC SUPPLY CO QA0S 5nes P 1 Use Tax 0&01/15 w0 0BOVES

5. Select the Void check box for each check to be voided.
6. Click Accept,ﬂ', to save the checks to be voided.
7. Click Void in the MUNIS ribbon to initiate voiding the selected checks.

8. The program displays the Void Check confirmation message, which indicates the number of checks
to be voided...

Void Checks

Q Are you sure you want to void 1 check(s)?

Yes No

And then click the Yes button to void the selected checks.

The Cash Disbursements Journal program must now be run in order to update the accounts for the
voided amounts. This provides a check and balance on the voiding and posting of checks and EFTs.

If a check is to be reissued for the associated invoices, be sure to include invoices with no check run in
the next Select Items to be Paid process. IF they are not to be reissued, the invoices need to be voided
through the Modify Invoices program.
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