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Target Audience: Department Payment Maintainer 

Purpose: This Supplemental Job Aid provides instructions for voiding an Office Revolving Fund (ORF) check or placing a stop payment on an ORF check.

Assumption: The department is receiving a FI$Cal Stop Payment file.

Cancelling Payments Made from a Department's ORF (voiding or stopping a check issued from a Department's ORF):

Per State Administrative Manual (SAM) section 8045, to stop the payment of a centralized State Treasury System agency check, agencies complete a STD. 432 form, in triplicate, and send the original, with one copy, to the State Treasurer’s Office (STO). The next business day, after the STO receives the STD. 432 form, departments verify that the STO processed the stop by logging on to the STO website, searching for the stop payment file, and clicking the Verify Stop Payment link at the bottom of the page:
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After verifying the stop, a new check can be issued and released.

The instructions in this Job Aid guide the Department Payment Maintainer through the Stop Payment process in FI$Cal. Please refer to SAM Section 8041, Checks, for instructions on voiding an Agency Check.

Step 1: Navigate to the Voucher that needs the stop payment placed against the payment:

· Navigation: Main Menu  Accounts Payable  Vouchers Add/Update  Regular Entry
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Step 2: Click the Find an Existing Value tab. Enter the following information:

· Business Unit: Default.
· Voucher ID: Voucher number associated with the payment being stopped.

Next, click Search. The voucher appears in the Search Results table.
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Click the Voucher ID to view the Voucher page.




Step 3: On the Voucher page, the Summary tab displays. Click the Payments tab.
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Step 4: On the Payments tab, in the Schedule Payment section, locate the Payment Reference on which to place the stop payment.
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Step 5: Navigate to the Payment Cancellation page:

· Navigation: Main Menu  Accounts Payable  Payments Cancel/Void Payments  Payment Cancellation
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Step 6: The Payment Cancellation page displays.
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Step 7: Under the Find an Existing Value tab, enter the following Search Criteria:
· Bank SetID: STATE.
· Bank Code: STATE.
· Bank Account: Click the Search icon and select the departmental ORF account the voucher was paid from.
· Payment Reference: Enter the Payment Reference ID from Step 4. 
· Payment Method: System Check.
Then click Search.
[image: ]
Click the appropriate Payment Reference ID number in the Search Results table.



Step 8: Review the Enter Cancel Payment section to ensure that the correct payment to be voided or stopped has been selected, before proceeding further:

· Bank Set ID: STATE.
· Bank: STATE.
· Account: Departmental ORF account associated with the payment.
· Payment Method: System Check.
· Remit Supplier: ID number and name of supplier that was paid.
· Payment Creation Date: Date payment was created.
· Payment Date: Date of payment to supplier. (These two dates are not necessarily the same, although they are in this example.)
· Payment Amount: Amount of payment.
· Cancel Post Status: Defaults to “Not Applicable.”
· Settle by: Defaults to “Pay Cycle.”
· Settlement Status: Defaults to “None.”
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Step 9: To void or place a stop payment, update the following information at the bottom of the Enter Cancel Payment section:
· Date Cancelled: Defaults to the current date. This date can be changed if cancelled.
· Payment Status:
· Void – Choose if the action desired is to void the issued check.
· Stopped – Choose if the action desired is to place a stop on the issued check.
· Undo Cancel – Choose if the action desired is to remove a void or stop.
· Cancel Action:
· Re-Open Voucher(s)/Re-Issue – Choose if the action desired is to reopen the voucher and allow it to be processed and paid again.
· Re-Open Voucher(s)/Put on Hold – Choose if the action desired is to re-open the voucher and place it on hold.
· Select the appropriate Hold Reason from the drop-down list
· Do Not Reissue/Close Liability – Choose if the action desired is to not process and pay the voucher again, but to close the voucher and reverse all accounting entries.
· Select the appropriate Cancel Reason
· Description: This is an optional comment field that you can use to describe the Cancel Payment.
Then click Save.
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NOTE: Upon clicking Save, the Cancel Post Status changes from “Not Applicable” to “Pending.” The Payment Status and Cancel Action radio buttons become grayed out.

In order for the voided or stopped payment to be posted, the Post Payment Batch Process must run. This is a regularly scheduled batch process that runs throughout the day.
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Step 10: To verify that the void/stop payment posted, navigate to the Payment Inquiry page:

· Navigation: Main Menu  Accounts Payable  Review Accounts Payable Info  Payments Payment Inquiry
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Step 11: On the Payment Inquiry page, search for the payment that had the void/stop placed on it by entering the following field values:
· Bank SetID: STATE.
· Bank Code: STATE.
· Bank Account: Click the Search icon, then click the bank account associated with the payment that was cancelled.
· Reference: Enter the Payment Reference ID of the payment that was voided/stopped.

Then click Search.
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Step 12: Verify the results displayed in the Payments Details tab of the Payment Inquiry Result section:
· Payment Reference ID
· Amount
· Creation Date
· Payment Status
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Step 13: Verify information on the Additional Info tab of the Payment Inquiry Result section:

· Post status: Shows a status of “Posted.”
· Cancel Action: Shows a status of “Re-Open Voucher(s)/Re-Issue.”
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Step 14: Follow steps 1 through 4 to navigate to the Payments tab on the voucher. In the Schedule Payment section, verify that the Action is “Cancelled.”

[image: ]




[bookmark: _GoBack]Step 15: Click the Related Documents tab to view the payment cancellation information (in the Payment Details section).
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You have successfully cancelled (voided or stopped) an ORF payment in FI$Cal.
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