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Voiding a Payment 
 
If a check doesn’t clear the bank or if you’ve made the payment in the wrong account, you may have to void the 
payment.  You can either void the payment from the Undeposited Funds account or directly from the case 
requirement. 
 

From the Undeposited Funds Account: 
 

Menu | Miscellaneous | Financial | Chart of Accounts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on your Undeposited Funds account.  This brings you to the List Account Register.  You may need to change 
your Display transactions between dates to go back far enough to find the payment.  If you change the 

beginning date, click the Submit button to see the results.  Find the payment you wish to void and click on the 

Date link to get into the Payment Detail screen. 
 
 
 
 
 

Void your check payment, and make sure the requirement status no longer shows paid in 
full.  Assess a NSF requirement in whatever amount of money you are charging them.  This 
will go into the "bank fee" fund on the chart of account.  The assessment will subtract the fee 
from the checking account.  Hopefully you are assessing them with just the fee and not 
extra?   It was already set up in your system, but the transactions hadn't been updated since 
we upgraded the financials, which is why I was so confused!!  I fixed it. 
 
When they pay the fee and the requirement again, you can take a payment, deposit, and make 
disbursable just like normal. 
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From the Requirement: 
 

You can also get to the payment by going into the case requirements, click on the Assigned link to get into 
the requirement.  The one payment may have been for multiple requirements, you can click on any requirement 
that was paid and the same payment will be in each. 
 
 
 
 
 
 
 
Once inside the Requirement Detail screen, you can scroll to the bottom of the page to the Requirement 

transactions.  Click on the Date link of the payment you wish to void. 
 
 
 
 
 
 
 
 
 
 
 

Payment Detail screen 
 

Once you are on the Payment Detail screen that shows the payment.  You can click the Void button at the 
bottom of the page. 
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This will bring up the Void Transaction 
screen where you can enter your Void 
reason and Void date. 
 

Click the Void button at the bottom of 
the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Requirement Status: 
 
If the payment paid the requirement in full, this requirement will be closed.  You will need to remove the closed 
requirement status.  Simply click on the status drop down and select the “select” option.  This will remove the 
date from the status date field. 
 

Click the Update button to 
save your work. 
 
 
 
 
 
 
 
 
 
 
 
 
This requirement is open and due 
again. 
 
 
 
 
 
 


