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Address unprocessed payment authorizations

Log on to file ID C.

Finance > Reports > Finance Reports > Journals, Checks, Detail Ledgers > FIN1750 - Year to Date
Check Payments List

Run the FIN1750 report with the Select Paid checks (P), Unpaid checks (U), or blank for ALL
parameter set to U - Include only unpaid checks on the report.

This allows you to determine if there are any unpaid payment authorizations. All unpaid payment
authorizations need to be processed or reversed.

Fila i C

FMATS0 - Vead 15 Dats Check Piryeiis Lise
Parameter Desoription ‘il

T anky (Y], ¥TD s Current Month |C), ¥TI0, Current and Maxt Month (4], Aoct Per only 01121 [+
St by CIGSVAEEE (1), AcrCIos [2), VendersCictidet (3], Venasrt/AoctChs (4]

Include Rerverasl Trasascticma [N], or Voided Chack anly [V}
Selact Goemputes Weisten Chacis |C). District Witsen Chexies. (DI Both (B
Include Payroll Deduction Checks? [T1H]

incluce Transfer Checics? (7%

[Prient Pubilish Repori OnlyT [P

inciude OHLY EFT PaymentT (/N1

include Keason in Publish Report? (VM)

Seloot Paid cheds [P, Unpaid chedis L. of blank for ALL

Seloct Vendor{n), or blank for ALL

Seloot Bk Aok Groupisl. or blank for ALL
Seloct Fundii), or blank for ALL

Erker sigrehcant digets torhelds 1o selest on
Framn Dute PMDDTTET. o Blank for ALL

Te Dt MMODTYFYY), or blank for ALL

From Check Mbr, or blamk for ALL

AN

Tes Cheath: Milor, o bl fiod ALL

@ YTD Check Payments

Da you want to print fund summary for check payments?

O Click Yes to print the fund summary for check payments.
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Date Run: ¥-T-D Chack Paymants Program: FIN1750
Cnity Dist: 15D Page: 1 of 1
From To Son by Vendor Number, Check Number, Account Code File ID: C
Accounting Period: A
Check  Check  Vend POMNbr  Invoice Nbr Typ
Mbr Date Mbr Payes Organization Fnd-Frnc-0bj.S0-Org-Prog Cd Reason Amount  EFT
00068 958 School 230012 C OCTOBER B743 N
159-51-6359.00-959-459000
998 School 230012 C NOVEMBER 4396 N
133-51-6333.00-533-459000
999 School 230012 C SEPTEMBEER 2798 N
193-51-6339 00-539-433000
Check Total: 15943
Vendor 00068 Total: 15843
Grand Total: 159.43
End of Report

Use one of the following options to address any unpaid payment authorizations:

Option 1: Reverse an unprocessed payment authorization - Use this option if the payments are no
longer valid or necessary. This helps prevent overstating expenditures for the prior fiscal year.

Finance > Maintenance > Postings > Check Processing - PA
— .

JOURMAL BUDGET JOURMAL INGUIRY PURCHASE ORDER CASH RECEIFT CREDIT MEMO CHECK PROCESSING - P&, CHECK PROCESSING - PO BOURMAL ACTUAL

P& Murmbsesr: Wendor Number: | 35213 [ Fetrieve ] | Directory Vlcw Account Details
P& Mumber:  Sort Key / Wendor Mame: “endor Mumbser:

100545 TRACTOR SUPPLY [ CITIBANK, N.ASTRACTOR SUPPLY 35213

Delete Detail Reverse [Proc Acct Per Account Code Tine Check e Check Date Beazon bt Expend &mt  Iovoice Oate  |nvoice b
@ 0 Boese [ 08 199-34-6310.00-990- 99000 -~ [tracTor paATs ] 25000 |[05-20-200 ) [AD163151561066)
Tetals: 250,00

O Retrieve all existing payment authorizations. Individually review and reverse each payment
authorization as needed.

Option 2: Process a payment authorization - Use this option if the obligation is still valid and payment
is still required.

Finance > Maintenance > Check Processing > Print Checks
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PRINT CHECKS ~ VIOID CHECK

WARNING: If you choose to update files, export of Finance tables to a saved folder is highly recommended before running this process.

Beginning Check Mbr: Check Date:
Beginning EFT Reference Number:  E

Fund: | |

Check Select Date Range: me:l_ - - J To: [ - ]

Apply any credit memas up to the amount of the total invoices? (8 Yes () Mo

Sort Viendors by Alpha or Numeric?

O Type a Check Date (typically August 31st).

O Click Preview to view any outstanding items.

Fileilx C

PRINT CHECKS  WOID CHECK

Select verdors for printing chedis. Click Mesd to view dhecks.

Wik Oheck Tmns  Crect Secambe $EFT POUPA
[)Select i Mumber VendorSortiey Mengorbgme Amount Amount Amount  Check Pt Number

Chiock Motes
1 0MEZ  OFFICEDEPOT  OFFICEDEPOT 12345 17045 e M M ]

Selected Check Amount Total 17345 Ohick Trams Aot Total: 12345 Crodit Amcurt Total 0.00

Chatk
Tene

O Click Next to proceed with the usual check processing steps.
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