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PeopleSoft IR-#4

Enterprise-Wide Payment Cancellation (Void) of
Prior Year Check

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Accounts Payable and
General Accounting populations.

Purpose:

The purpose is to provide procedures for Payment Cancellation (Void) of Prior-Year Check
made by Accounts Payable.

Module:

The IR affects the Accounts Payable Module in Financials Production.

Source:

The source of this IR is a result of a work-a-round provided by PeopleSoft Corporation.

Procedures

Disclaimer — These procedures are not to be used in Voiding a Prior Check during FY Close,
during the Time Period of July 1% and AP Cutoff as established by your Business Unit GL
Department. Special instructions applicable for this said time period will be forthcoming.

Parameters — The following must exist for this procedure to be successful:
Database: PS Financial Production (PSFSPRD)

Voucher(s) for which check is to be voided must have:

Budget Period of Voucher(s): Budget Period < Current Budget Period.
Voucher(s) Post Status: P (posted)

Payment (check) Status: P (Posted)

Navigation & Process Overview

Section A. Cancel Check

Section B. Check Cancellation Verification
Section C. Voucher Closed Verification

Section D. Book Close Entries

Section E. Verification Journal Voucher Posting
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Navigation & Process

Section A. Cancel check (Void) - Do not reissue - Close liability

Step Action

L. Click Go, Administer Procurement, Create Payment
G
2.

Click Use, Payment_Cancellation
Use

Update/Display -- Payment Cancellation

Bank SetlD: [SHARE s

Bank Code: IBKDE ﬂ Cance
Bank Account: IBKDE ﬂ Search

Payment Reference: IBI]ESI]E

ekl

Payment Method: I j

Lze Query

SetlD |Bank | &czount | Reference | Method

Mew Quem

RELBE

Step Action

3. Enter the following:
Bank SetID: SHARE
Bank Code: (Your Bank Code)
Bank Account: (Your Bank Account)
Payment Reference: (Check Number to Void)

Click L
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The Cancel A Payment panel displays.

Create Payments - Use - Payment Cancellation
File Edit Yew Go Favorites Use Process Inguire Report Help

P =] B

@ X Eaal &% el S= 2E2] *|ve]vsli]
Cal Sayve aymentl

e
SetlD: SHARE

Bank: BKDG  Regions Bank
Account: BKDG 4105143268
Reference 1D: B0es08

Payment Method: Check

Remit Vendor: oooom 5121 SOURCECORP
Amount: 23099 US Dol

Date Cancelled: I12£ﬂﬂ!2l]l]3 FPayment Status
" Stop

" Undo Cancel

LSUSH

Date: 05/01/2003

Cancel Action
" Re-Dpen Vouchei[s)/Re-lssue
" Re-Dpen Youcher[s)/Put on Hold

[/

|F'SFSF'R2 Cancel a Payment Update/Display =
Step Action
4. Enter the following:
a. Date Cancelled: Current Date
b. Payment Status: Void (or Stop)
c. Cancel Action: Do Not Reissue/Close Liability
NOTE: Do not restore Encumbrance if any PO Vouchers are associated with the check.
5.
Click El (Save the panel).
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Section B. Verify Check was Voided successfully.
NOTE: ALLOW PAYMENT POSTING TO RUN ON THE NIGHTLY SCHEDULE

Create Payments - Inquire - Payment Information !EI
File Edit Mew Go Favorites Use Process Inguire Report Help

SIEE R == S=| 2|=]2] ]z

Payment Information

SetlD: SHARE Bank: BEDG Account: BEDG Reference: a0E503

Remit Yendor: Q000015121 SOURCECORFP

Amount: 23099 US Dollar Created: 05/02/2003

Dated: 0500 /2003 Cleared On: 12/09/2003

Payment Method: Check Reconciled On:

Payment Status: Woid Days outstanding: 222

Post Status: Posted

Cancel Status: Processed

Erme e | j Schedule:

Business Unit| Advice ID |A.£hit:e Sequence| Advice Date | Discount Amount | Paid Amount =
1 |LSUSE noo3z2siz 1 D41052003 0.0m 230.99 U5 Dolla
4| | i
PSFSPR.Z Payment Information Ipdate/Display “

Step Action

After PAYMENT POSTING runs (nightly)

Click Go, Administer Procurement, Create Payments

[eo

Click Inquire, Payment Information

Inquire

Verify the following before proceeding:

Payment Status: Void
Post Status: Posted
Cancel Status: Processed
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Section C. Verify Voucher is closed.

Step Action
9. Click Go, Administer Procurement, Enter Voucher Information
6o
10. Click Use, PO Voucher OR Express Voucher, Accounting Information, Update/Display
Use

The Accounting Information panel displays.

=] E3

Enter Youcher Information - Use - Express Youcher
File Edit Mew Go Fawvorites Use Process Inguire Report Help

Bl&/#%| = (el B S5 22| *]|v]|4[E]

Irvoice InFDrmatiDni Scheduls F‘ayment] Rﬂ:ﬂdpﬂﬂiﬂt] Approvals and Mabching  Accounting Information |CLII’I’EI'II:':.' 1 I *I

Unit: LSUSE Invoice: 58332746 Yendor: SOURCECORP
Youcher: 00032512 Date: 04,/10/2003 ID- (0005121 Pay Group:
~Accounting Instructions “Youcher Processing

Accounting D ate:

Accounting Template:

04/29/2003

|STD DP

¥ Fost Youcher ¥ Cloze Youcher

I” Delete ¥oucher

B

‘Non Recovesable VAT (11-a)

~Accounting Policy

I” Frorate Hon-Becoverable WAT

Account Al Met

H

“Woucher Proration Rules -‘Budget Checking
¥ Sales Tax I Late Charge Budget Check: Mat Chic'd
™ Use Tax ¥ Disc Eamn/Lost %
¥ Freight
Budoet Check Youcher |
FAccounting Information |Update/Display “
Step Action
1L Verify the following:
a. Voucher Processing: Close Voucher (Checked)
b. Budget Checking: Error or Not Chk’d
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Retrieval Name: Information Release - #4 :
Issue Date: December 12, 2003 I'SI'I Health SCIBHCBS CBH’[&T

Revision Date:
Originator: Financial Support Organization
Rescind Date:

Step Action

12. NOTE: Perform this step if Budget Check status is “Not Chk’d”

Click Budget Check Voucher button.
A Budget Checking “Error” will result because the Prior Budget Period is closed.

The Budget Exceptions panel displays.

Enter ¥Youcher Information - Use - Budget Control Exceplions [_ [O] x|

File Edit Mew Go Favorites Usse Process Inguire Report Help

gl g8 ¢ cl|=| EE| 2|6]2] #2412 ]

Budget Exceptions l
Unit: LSUSE Invoice: 5832746 SOURCECORP
Youcher: Q0032512 Date: 04102003 1D: onooos121

Budget Checking Header Status: E Emor m Budoet Check

Line Basze Merchandize Amount Descrnphion

1 23099 5832746-50URCECORP
Line Acct Fund DeptD Program Class  Bdgt Pd Proj/Grt ;I
1 53B200 115 2068290 95001 61210 Fy_2003
Transachion Amount GL Unit
Budget Check Total: 00D uso LelsH
Amount Previously Checked: 23099
Funds Pending Budget Check: -23093
GoTo -Budget Check — Budget Checking Line Status

13

Youcher Analyze Budgets W Tranzachon not allowed for By j j

|PSF5F‘R2 Budget Excephions |IpdateDisplay

4

Step Action

13. NOTE: The voucher has a Budget Control Exception
(this example shows: W “Transaction not allowed for FY”)

14. Leave the Budget Checking Error as is
DO NOT (CHECK) OVER-RIDE the Budget Control Exception

Click Inquire, Voucher Accounting Entries

Inquire
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The AP Accounting Lines panel displays.

Enter ¥Youcher Information - Inguire - ¥Youcher Accounting Entries
File Edit Yiew Go Favorites Use Process Inguire Report Help

== S=| 2lel2] #|v]4]7 ]

a#|® X

AP Accounting Lines l

Unit: LSUSE Youcher: 00032512 VYendor: 00000715121 Invoace: 5837746

Accounting Line Yiew Option
" Standard T Supplemental [Entry Event] * View Both \
Description Ledger |Templat |T_1|1e |At:t:n|.l|t Budget IA-mnt |'l"ear J'ﬁ":':':""":ti”g Line Scroll Buttn |
5832746-SUUR | ACTUALS ACCRUA DST 536200 FY_2003 230 2003 10 APACCRO214 16 )
(Accounts Paya ACTUALS ACCRUA APA 221010 Fy_2003 -230° 2003 10 APACCRO214
Accounts Paya ACTUALS CANCEL APA 221010 FY_2003 x| L
ributio ACTUALS CANCEL CAS 110102 FY_2003 b= | EE
CAMCEL IPMN 1101001 -FY_2003 2z
CAMCEL IRMN 110101 -FY_2003 -230
aya ACTUALS PAYMEN APA 221010 Fy_2003 230 2003
| utio ACTUALS PAYMEN CAS 110102 Fy_2003 -230° 2003
Interfund Payab ACTUALS PAYMEN IPN 110101 Fy_2003 -230° 2003
Interfund Recei ACTUALS PAYMEN IRN 110101 FY_2003 230 2003
< |
PSFSPRZ AP fcoounting Lines |Ipdate Display S
Step Action
16. After the panel displays
Click S Accounting Line Scroll Button
NOTE:
The Payment Cancellation is now posted (DR Cash; CR AP). However, since the voucher will
not pass Budget Check due to “Transaction not allowed for FY”, the Close Voucher Portion
on the Accounting Entry has not been made (DR AP; CR Expense).
17.
Click Iﬁl to close panel.
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Section D. Book close entries of the Voucher.

Step Action

18. To book the Close of the Voucher, Create a Journal Voucher in Accounts Payable by:
Click Go, Administer Procurement, Enter Voucher Information
=

19.

Click Use, Journal Voucher, Journal Information, Add

Lse

Add -- Journal ¥Youcher

Buziness Unit: LSUSE ﬂ
Youcher 1D: IHEXT Cancel |

Step Action

20. Enter the Appropriate Business Unit.

21.
Click
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The Journal Info panel displays.

Enter ¥Youcher Information - Use - Journal ¥oucher Eizl

File Edit Yiew Go Favorites Use Process Inguire Report Help

Bl&|®X| ‘= == =] 2le]2] #]lv]42]

Journal Info |Line info | ApprovalsfMatching | Accounting Info | Currency | Status | Comments |

Unit: LSUSE Youcher: REXT Limes: 1 Balance: 0.0a

Mame: [SOURCECORF-001 ﬂ Loe: [01 ﬂ SOURCECORF

PO BOX 432

?endur:lWﬂ Addi- I_Iﬂ CARFMCRO, LA T0520

Terms: oo 8] Gross: | 0.00 USD
Date:  [12/09/2003 Schedule: [OTH 4|
TAP PR ¥ 32512 CLOSE ¥

Related Youcher: [00032512 ﬂ (2o to

Match Emmors |

PSFSPRZ  Journal Information ladd 7
Step Action

22. Enter or Select the following:

Vendor: (10 Digit Vendor 1D)

Date: (Current Date)

Invoice: JVXXXXX CLOSE VOUCHER

(With xxxxx being the original Voucher# that is being closed)

Related Voucher:  (Original Voucher number being closed)
23. _

Click |\UmeRfeY]
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The Line Info panel displays.

Enter Youcher Information - Use - Journal ¥Youcher M=l E3
File Edit YWew Go Favorites Use Process Inguire Report  Help
alel@(x| mwE se = g8 @ikelo] #e42 ]
Journal Info  Line info |.ﬁ.pprnvals,l'Mat-:hing I Accounting Info I CUrrency I Status I Zomments I
| Unit: LSUSE Youcher ID: MEXT Balance: 0.0a |
Distribute by: IAmt j :I
Amount Item Description GQuantity WOM Unit Price
1 0.00 | | | [ =l
Amount Guantity Entry Event Account Fund DeptlD ;I
1| -230.99 | | +| [s36200  #| [us #| [ev6s250 +|
Program Class Bdgt Pd FProject!Grant
[95001 ﬂ [61210 ﬂ [Fv_z004 ﬂ |_|
SpeedChart GL Unit Ezch Rate
I_ ]—ﬂ .H.SEEI:I Stat | ILSUSH ﬂl
Amount Guantity Entry Event Account Fund DeptlD
2 230.99 | | #| ez #| [us #| [ev6s250 +|
Program Class Bdgt Pd FProject!Grant
[95001 ﬂ [61210 ﬂ [Fv_z004 ﬂ [ |_|
GL Unit Ezch Rate
.H.SEEI:I Stat | ILSUSH ﬂl j j
| |PSFSPRP |Line Infarmation and Charge [4dd &
Step Action
24. Enter the CR to EXPENSE on Line #1 of the Voucher:
Amount: (Voucher Amount - Negative Value)
Account, Fund, DeptID, Program, Class, (if applicable - Project/Grant)
25.
Click El Insert Row icon or Press F7.
26. | Enter the DR to ACCOUNTS PAYABLE on Line #2 of the Voucher:
Amount: (Voucher Amount - Positive Value)
Account: Select from the PS Account Values below
SHARE 221005 AP endor
SHARE 221010 ASP-Travel & Direct Pay
Fund, DeptID, Program, Class, (if applicable - Project/Grant)
27. .
Clickl Accounking Info I tab.

Page 10
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The Accounting Info panel displays.

Enter Youcher Information - Use - Journal Youcher =] B3
File Edit Mew Go Favorites LUse Process Inguire Report Help
slm| s[5 2lel=] el ]
Journal Info I Line info ; approvalsiMatching  ficcounting Info ]Cura‘nr I Stabus I Comments I
Unit: LSUISE Invoice: JW32512 CLOSE WOUCHER Yendor: SOURCECORF
Youcher: MEXT Date: 12409/ 2003 1D: 00005121 Pay Group:
~Accounting Instructions “Youcher Processing
Accounting D ate: 120952003 W Post Voucher [T | Close Youcher
Accounting Template: |5TD DP ﬂ " Delete Voucher
-Hon-Recoverable VAT
A ting Poli
memme i I” Prorate Hon-Becoverable WAT
Account At: Met j
“oucher Proration Hules -Budget Checking
¥ Sales Tax [ Late Charge Budget Check:  Not Chid
I™ Use Tax ¥ Disc Eam/Lost —
¥ Freight
|Budget Check Youcher I
|PsFaPR2 Accounting Information {dd i
Step Action
28. Budget Check the Journal Voucher
Click E"]‘ Budget Check Voucher button.
i Budget Check Process |
|
The Voucher successfully met Budget Checking
Fequirements. Do pou want the panel refreshed? [3340,44]
Mo LCancel E=plain
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Step Action

29.

Click

The Accounting Info panel displays refreshed.

Enter ¥Youcher Information - Use - Journal ¥oucher

File Edit “iew Go Favorites LUse Process Inguire Beport Help

=] E3

B8 =5 =] 2le=] #lv]sli]

nfo I Line info ; ApprovalsiMakching  fccounting Info ICl.l'rfmn_.r I Status I Comments I

Youcher: 00044368  Date: 1240952003

U nit: LSUSE Invoice: V32512 CLOSE YOUCHER

¥endor: SOURCECORP
0oooms121 Pay Group:

~Accounting Instructions
Accounting Date: 124092003

Accounting Template: |5TD DP ﬂ

~Accounting Pohcy

Account Al Het j

“Woucher Proration Rules

[¥ Sales Tax [~ Late Charge
I™ Use Tax V¥ Disc Eam/Lost
¥ Freight

“Youcher Processing
W Post Youcher

I” Delete ¥oucher

I Cloze Youcher

-Hon-Recoverable WAT

[~ Prorate Hon-Recoverable VAT

-Budget Checking
Budoet Check:

Walid

|PSFSPR2

Acoounting Information |Update/Display

Step Action

30.
Click El Save the Voucher
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Section E. Verify Journal Voucher Acctg Lines Posted to Book close entry of
original Voucher.

Step Action

31. NOTE: ALLOW VOUCHER POSTING TO RUN ON THE NIGHTLY SCHEDULE

32. Click Go, Administer Procurement, Enter Voucher Information
G
33. Click Inquire, Voucher Accounting Entries

Inquire

The AP Accounting Lines panel displays.

Enter ¥Youcher Information - Inquire - ¥Youcher Accounting Entries
File Edit “ew Go Fawvorites LUss Process Inquire Beport Help

sj=| E=| 2{E=] #lelvf |

al#® X

AP Accounking Lines l

Unit: LSUSE Voucher: 00044362 Vendor 0000015121 Invoice: Jvw32512 CLOSE WOUCHER

Accounting Line Yiew Option
" Standard " Supplemental [Entry Event] * View Both %
Description Ledger Type || Budget Penod |A-mnt Currency | Account |::
ACTUALS:DST -Fr_2004 -230.99 UsD 536200
................................. ACTUALS:DST -FY_2004 230.33 UsD 221010
Accounts Payable ACTUALS:APA -FY_2004 00D UsD

_________________________________ :

|F‘SF5F‘R2 AP Accounting Lines Ipdate/Display S

NOTE: CR to EXPENSE and DR to ACCOUNTS PAYABLE.
If the Check is not to be reissued to the Vendor, all necessary Steps to Close the Voucher are

complete.
If a Check is to be reissued to the Vendor, Please re-enter a new EXPRESS VOUCHER for Payment

OR contact Purchasing to create a replacement PO and pay by PO Voucher.
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Questions/Comments:
Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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