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Document #: 3084 Product: |CenterPoint® Payroll

Void Checks in payroll is used to reverse individual pay checks or to void an entire pay run. The void process reverses the
original transaction including the employee's net pay check and any accounts payable invoices posted for taxes or deductions.
The pay check can be re-entered by processing a new pay run. The same dates and check numbers can be used on the re-
entered pay check.

Void a Pay Run/Paycheck

1. Onthe Processes menu, click Pay Employees or on the Processes menu, point to Payroll, and then click Pay

& Pay Employees =S
List | Pay Employees | Filter | Reporis
Current Filter Posted =
[Mumber = | Company [ From [0 [PayDate | NetPay | Status |5
00002 Alpine Sports 12/24/2003  12/30/2009  1/3/2010 4133.98 Posted
00003 Alpine Sports 12/31/2009 1/6/2010  1/10/2010 447136 Fosted
00004 Alpine Sports 12/24/2009 1/6/2010  1/10/2010  16696.96 Posted
00005 Alpine Sparts 7/010  1/14/2010  1/18/2010  6288.11 Posted
00008 Alpine Sports 115/2010  1/21/2010  1/25/2010  5482.64 Posted 4
00007 Alpine Sports 172010 1/21/2010  1/25/2010  166%.96 Posted 3
00008 Alpine Sports 1/22/2010  1/28/2010 212010 5305.07 Posted
00003 Alpine Sports 123/2010  2/4/2010  2/8/2010  5615.73 Posted
00010 Alpine Sports 1/22/2010  2/4/2010  2/8[2010 16646.96 Posted
00011 Alpine Sports 2/5/2010 /132010 2/15/2010 547065 Posted
00012 Alpine Sports 2/12/2010  2/18/2010  2/22/2010  4650.39 Posted
00013 Alpine Sports 2f5/2010  2/18/2010  2/22/2010  79354.47 Posted
00014 Alpine Sports 2/19/2010  /25/2010  3/4/2010 561180 Posted
00015 Alpine Sports 2/26/2010  3/4/2010  3/3/2010  5486.60 Posted
00016 Alpine Sparts 2/20/2010  3/4/2010  3/8/2010  16646.96 Posted
00017 Apine Sports 3(5/2010 3142010 3/15/2010  5513.17 Posted
00013 Alpine Sports 3112/2010  3/18/2010  3/22/2010  4872.21 Posted
00018 Alpine Sparts 3/5/010  3/18/2010  3/22/2010  16646.96 Posted
00020 Alpine Sports 3/19/2010  3/25(2010 3/29/2010  2778.04 Posted
00021 Alpine Sports 326/2010  4/1/2010  4/5/2010 2589167 Posted
00022 Alpine Sports 5/19/2010  4/1/2010  4/5/2010 1664696 Posted
00023 Alpine Sports 42/2010  4/8/2010  4/12/2010 280305 Posted
00024 Alpine Sports 4f9j2010  4/15/2010  4f19/2010 1631.92 Posted
Edt Delete Copy Unprocess | [ Void Checks (7)
Q) Void Payroll Checks
Pay Run &
Select the employee checks to void from the pay run
Check #* Abbreviation Last Name, First Mame Net Pay
[ 00225 AppleS Apple, Sam J 5330.77
[F] ooz26 MapleT Maple, Ted W £1.369.20
[ 00227 FinonF Finon, Frank R 562324
[E] ooz2g Saps Sap, Stella 5 £433.85
[ 00229 Spruce.) Spruce, Joanne A 5464 69

Deselect Al
)

3. Inthe Pay Run box, enter the pay run from which you want to void checks, or click the lookup button ', select the pay

run from which you want to void checks, and then click OK.
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4. Select the check(s) that you want to void from the pay run. Click Select All to select all checks in the pay run. Click
Deselect All to remove all of the selections.

Note: The Void Payroll Checks list can be sorted by clicking on a column header. The column that the list is sorted on will
display with an * in the column header.

Note: If a pay run included an employee who received a direct deposit advice and a check, the Check # column will
include both the direct deposit advice and check number. Both will be voided using this process.

5. Click Void.

6. Atthe Void the Selected Checks? message, click Yes.

7. Ifthere are published pay advices associated with employee check(s) or a pay run being voided, a message displays
asking if the published advices should be removed.

8. Click OK.

9. If no additional checks or pay runs need to be voided, click Cancel to close the Void Payroll Checks window.
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