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How Do You Void a Check?

m From the Ribbon Menu: / ]

i [+ L= / —

vender LB et e Tab: Vendor OR Accounting o8 P

Manager (5 views < Products { *
|ﬁ\ Control Group: Vendor OR Banking \\ Reconcile_lﬁrw Check
@ Order Products Tab: Views/History OR Check Register. ayroll Register
@ purcrases \ Banking Iy

i History

Explanation: To void a check, you need to adjust the previous payment. Load the Bill-Adjust tab from
either the History or Check Register. Locate the Vendor and the appropriate check. Click on the Blue
Hyperlink Bills-Pay. This will load a separate tab with Bill-Adjust.
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Simply put a check Mark in Void. This will reverse any entries made when this check was marked paid. If
you have a physical printed copy, please be sure to write “VOID".
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