VOIDING BANK ACTIVITY
Go to the BR module.
Only checks written in the B/R module should be voided here. If a check was originally posted from

the A/P or P/R modules, voiding it in the B/R module will not void it in the original modules. You
must go to the original source to void a check.

If your module preferences is set up for “multi batch mode”, click on Enter Activity, go to batch
control and set up a new batch or select an existing batch. When setting up a new batch, itis a
good idea to enter a description in the “identity” box to help you easily identify the data in that batch.
Click “save” and “cancel”.

If you are not using multi-batch mode, select Enter Activity from the drop-down menu rather than
“batch control”. After a batch is set up, click on Enter Activity, Void Bank Activity. The following
screen will be displayed.
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Place the cursor on the “bank account” box. When the magnifying glass appears, double-click and
select the bank account in which you wish to void activity.

Select the “activity type” you are voiding. Your options are All, Check, Deduction, Bank Charge,
Addition, & Deposit.

Using the lookup feature (magnifying glass & double-click) in the “item to void” box select the item
you wish to void.

Select the date to void. You can enter the date or use the drop-down menu. This date is important
because it lets you choose which fiscal period the void will be posted.

Enter a description. If more information should be attached to the activity than the “description” box
allows, enter it on the Activity Notes tab at the bottom. When you choose this option, you will see a
“time stamp” button on the right-hand side, which allows you to record the date and the time you
entered the note.

Notice at the bottom of the screen you will see pertinent information concerning the item you
selected to void.
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Save.

You can print the edit report by clicking on the “print edit” button on the right-hand side of the screen
or you can “cancel”, go to Enter Activity, and select Print Edit Report. You can view, print, or save
to a file.

If there is an error on the edit report, correct it by again selecting Enter Activity, Void Bank
Activity, clicking on the “find” button on the right-hand side, and selecting the item that needs to be
corrected.

When you are ready to post, go to Enter Activity, Post Activity. The system will stop periodically
to allow you to print or save posting reports.
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