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Unclaimed Funds 
 
If a check is returned unclaimed or is lost and outstanding for a specific period of time, the check should be 
voided, and the money should be moved to the Unclaimed Funds accounts. 
 

Void the Check 
 
 

Go to the case detail screen, click on the Assigned date link to get into the Requirement Detail screen of a 
requirement that was included on the unclaimed check. 
 
 
 
 
 
 
 

In this example, check number 5 has been returned, no forwarding address on file.  Click on the Check Date 
link to void the check. 
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Move money to Unclaimed Funds 
 
Once the check has been voided, the money is once again in the liability account waiting to be disbursed.  You 
need to move it from that liability account and put it into the appropriate unclaimed funds liability account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the Options link, then click the Add a Transaction link. 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Date – Enter a T for today’s date and time. 

• Type – Select the appropriate unclaimed funds year to move the money into. 

• Amount – Enter the amount of the unclaimed check. 

 

Click the Update button to save your work. 
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List Requirement Alerts 
 
Menu | Miscellaneous | Requirements | Requirement Alerts  
 
This will provide you with a list of all requirements that have an alert.  Select your date range, this will be the 
date of the alert. 
 

Alert type, you can select a specific alert, if applicable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Submit button to see the results. 
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Default Payee is Found 
 
If the payee is found, you should move the funds out of unpaid funds back into the appropriate liability account 
so you can create a new check for the payee. 
 

Go to the case and click on the Requirement to get into the Requirement Detail screen.  Scroll to the bottom of 

the page to the Requirement Transactions, click on the Options link, then click the Add a Transaction 
link. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click the Update button to save your work. 
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Disbursing Funds to the State 
 

Menu | Miscellaneous | Financial | List Disbursable 
 
When it is time to disburse the funds to the state, simply click the year you wish to disburse, and print the check. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


