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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 to determine if there are unpaid payment authorizations. Any unpaid payment
authorizations need to be processed or reversed.

POF

File ID: C
User ID:

Curr Per: 06
Mext Per: 06

lowrnals, Checks, Detad Ledgers
EIM 1000 - Cash Reoripts doummal
EiR110x0 - Encumbrance bramal
EIN1150 - Geneval boumal
EIR1 20 - Cagital Outlay Expenditure Report
EIM1250 - Check Register
EIM 1300 - Check Pavimnts List
EIM 1350 - Chck Transection List
EIN13E0 - Travel Request Regart
EIM 1400 - Detail General Ledges
EI1 S0 - Datail Budeet Status by Craanizaticn
EIR 1550 - Detail Buckpet Status by Program Intent
EIM 1600 - Batch Process Eialance Eror Listing
EIN1GE0 - Splective Detl Generd Ledger
EIR L 0D - Acoaunts Pavable Listiog
EIM L1750 - Year to Date Chick Parviments List
EIM1800 - Year to Date Check Register List
EIN1E50 - Student Activity Fund Becart
E1t4 1300 - Ireeentory Distributions lournal
EIM1950 - Credit Card Payment Listing

(=T Clear Options

FIN1750 - Year to Date Check Payments List

Parameter Descoription

File ID: C

Include Reversal Transactions? [YiN], or Voided Chedks only (V]

Include Payroll Deduction Checks? [YiN)
Inelude Transfer Checks? [YiN)

Print Publish Report Only? (YN}
Include OMLY EFT Payment? [YiN)

“Walue
¥TO only (Y], YTD and Current Month (C), YTD, Current and Next Month (A], Acct Peronty (01-12) (2|
Sort by Chijacct (1), Acct/CRE (2], Vendor8/CklfAoct (3], VendorAoot/Ckd (4)

Select Computer Written Chedes (), District Written Checks (D), Both [B)

1
[
(-

Il

| Z
L

Include Reason in Publish Report? [Y7M)

Select Paid checks (P), Unpaid checis (U], o blank for ALL
Seleet Weridor[sh, of Bk for ALL

Select Bank Account Group(s). or Blank for ALL

Select Fundis), or blank for ALL

Enter significant digits for fields to selecton

From Date (MMDDYYYY), or blank for ALL

Tos Dt [MMODDY YY), of blank for ALL

From Check Nbwr, or blank for ALL

Tix Chstke Nbi. o Blank for ALL

Il

—
L

I

@ YTD Check Payments

Do you want to print fund summary for check payments?

q Yes

T

O Click Yes to print the fund summary for check payments.
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Business

[Date Run: ¥-T-D Check Paymenis Program: FIN1750
ICnty Dist: 1SD Page: 1 of 1
From To Sort by Vendor Number, Check Number, Account Code File 1D: C
Wecounting Period: A
Check  Check  Vend PONbr  Invoice Nbr Tvp
Nbr Date Nbr Payee Organization Fnd-Fnc-Obj.S0-Org-Prog Cd Reason Amount EFT
33493 GROUP SALES BOX QO UNDISTRIBUTED O 260002 C OFFICE ITEMS 5000 N
199-34-6399 00-399-693000
35213 CITIBANK, N AJSTRACT UNDISTRIBUTED O 260003 C TRACTOR PARTS 25000 N
199-34-6319.00-999-699000
Grand Total: 300.00
End of Report

Reverse an unprocessed payment authorization:

Finance > Maintenance > Postings > Check Processing - PA

Save File 10

JOURMAL BUDGET ~ JOURNAL INQUIRY  PURCHASE ORDER  CASHRECEFT  CREDIT MEMO  CHECK PROCESSING - PA  CHECKPROCESSING - PO JOURNAL ACTUAL

P& Nurniber: | 260002 | Vendor Number: | 33493 [ Retnicee ] | Derectony ] 'u':ew Apcount Details

PA Number: Sort Key / Viendor Mame: Wendor Number:
260002 GROUP SALES BOX OFFICE, LLC. / GROUP SALES BOX OFFICE, LLC. 33493

teset Reverse PA ]I Delote l

Delete Detail Reverse Proc Acct Per Account Code Tves Check Nbr Check Date Reason Met Expend Amt  Invoice Date by
1 0 Boese [ 08 199-34-6399.00-999-699000 -~ [orrcermems ] soo0 [ -- ]|
Totals: 5000

4 *
Refresh |":‘:|!'.

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

Process a payment authorization:

Finance > Maintenance > Check Processing > Print Checks
File ID: C

PRINT CHECKS  VOID CHECK

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

Beginning Chack Mbr: Check Dato: Provima «
Boginning EFT Reference Number, E

Fund: |_ J't

Check Select Date Range: From:[ - - | T - - ]

Apply any credit memos up to the amount of the total inveices? (8) Yes () Ne

S Vedors o A omer?
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O Type a Check Date.

O Click Preview to view any outstanding items.

Fila ID: C
PRINTCHECKS  VOID CHECK
=P - | o~ ]
Select vendors for printing checcs, Click Next to view dhocks.
WVendor Chack Trans Credit  Soparate BT PO/PA  Chack
() Select 4 Mumber VendurSortKev  YendorMame Amount Amoynt Amount  LCheck  Favmert Mumber Tvne  Check Motes
35213 TRACTORSUPPLY CITIBANK NAJ/TRACTORSUPPLY 25000 25000 000 N N |
Selected Check Amount Total: 25000 Check Trans Amount Totak 25000  Credit Amount Totak  0.00

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