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How to Void AP Check

This will allow you to void an AP Check within the Sage 100 module.

1. Go to Accounts Payable > Main > Vendor Maintenance
a. Look up the vendor for whom you will void the check.
i. The check number will be in the bottom portion of the
invoice information.
*Always double-check the check number before voiding the check.

E Vendor Maintenance (ABC) 4/22/2024 - O X
Vendor No.  01-ANDERS QW4 PME ooy From  Renumber..  More.. v
Name | Anders Auto Repair

1. Main 2. Additi 3. Statisti 4. y 5. History § Invoices 7.Transactions 8.Checks 8. PIOs 10. InstaDocs
lnvoice No lnv Date invDue Date  Disc Date Amount D Bal C Terms A m
0001053190 81072025 980.89 Truck Maintenance 2
0002053190 112025 673072025 6/10/2025 3,596.74 0.00 0.00 Truck Rental 02 Q
2053190 312025 63072025 6/10/2025 3,596.74 0.00 0.00 02
0000118882 S17/2025 /1672025 SR72025 898.00 0.00 0.00 Truck#140 - paint ... 02
00001184385 SM52025 6/1472025 252025 1,200.00 0.00 0.00 Bediner and tookox 02
118863CM SNS2025 61142025 SR82025 238.00- 0.00 0.00 02
0000112384 §2/2025 61172025 SM272025 3,540.50 0.00 1,040.50 New engine 02
Q(i‘)’!ﬂl\ s nne SN2 S INne nnan non N AN Maw: annina nm 5 Y,
Trans D:le Trans Type Trans Amount Discount Check Date Check No Cleared  Cleared Date
/3172025 Invoice 1,980.89 0.00 S;31/2025 0000001689 No
3172025 Payment 1,000.00- 0.00 S/31/2025 m No
Balance Current 30 Days 45 Days 60 Days 90 Days
3,694.76 3,694.76 0.00 0.00 0.00 0.00

2. Go to Accounts Payable > Main > Manual Check and Payment Entry
3. Verify your bank code is the same account as the original check
4. Enter Check number

BankCode (A A, 14 4 b B

Payment Type [}(:-:ecs -
Check No. Q@8

| 1. Header 2. Lines 2. InstaDocs
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5. Click Yes when prompted, ‘Is this a check reversal?

H sage 100 2
\E) Is this a check re-.-e.rEP
6. Click Yes when prompted, "Do you want to recall invoices paid by this
check?”
B sage 100 *

\:?) Do you want to recall invoices paid by this check?
-

[y B 0|
7. Once you select yes, the check will show up as a negative amount.
& Manual Check and Payment Entry (ABC) 4/22/2024

— a *
Bank Code A Q\' > 14 b Vendor...
Payment Type | Check =
Check Ho. 00001665 (—L 4_5-

Cash Account | 101-01-00

1. Header 2 l.iaB 2. InstaDocs

Check Date 312025
Check Amount i
Vendor No. 01-ANDERS

Comment

= EIETIE s o

8. Go to Tab 2—lines to verify the invoice pulled through.
9. The invoices should be listed on the lines tab. If it does not use the

magnifying glass to search for the invoice for which the check was
written.
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5 Manual Check and Payment Entry (ABC) 4/22/2024 - =] X
Sucoss A RBEMAON A
Payment Type | Check -

CheckMo. 0000001685 G} [ &=
‘ Cash Account 101.01.00
1. Meader 2 Lines 3 instaDocs

@a@ Quick Row 138 18 :'Jr_:.;\_/_‘_,!%'
nvoice No. || mvoiceDate | invoice Amt | Discount Amt | Exp Dist Table

1] | |4 00 00
< >
_ DueDste |
Dascount Dste |
GAL Distributon O

Check Dstribution Balance 1,000 00- Payment Total ¢.00

DN IS G o

10. Select the invoice you wrote the check for. Then hit select.

Invoice List - O 4
Invoice No. - Cosmement vy Amount v D
CO00112354 Hew engne 1,040.50 S270
COo0TIE495 Bediner and lookox 00 sMs2
CO0OTIEEED Truck 2140 - paint lettering 0o SMTR
2001 043050 Trsck Mainfenance 00

001053150 Truck Mandgnance

0002043060 "5 Trsck Fental 00
PO02053150 Trusck Rental 00 532
1028240 0o A0
12340 Hew engine 00 SMrad
118863CM 00 SM52
2053190 00 S
TRUCK10:403 00 12028
TRUCK1022 TRUCK REPARS TTEAT 120
L4 >
Search | lvoice No. = ||Begins with = | Find
Cystem..  Loskup Wizard . Salect xS @

785 Elkridge Landing Road, Ste. 150 | Linthicum, Maryland 21090 | tel 410.309.9550 | www.stewarttechnologies.com



Stewar‘t CHAMPIONS FOR YOUR EFFICIENCY.
tech

1. Verify the invoice amount has a negative amount for the total check

you are voiding. Then accept.
5 Manual Check and Payment Entry (ABC) 4/22/2024

- (m} X
Bank Code ~Q LA VYendor..
Payment Type | Check -
CheckNo. 0000001889 O [= &
Cash Account [101.01.00
1. Meader 2 Lines 3 instaDocs o
Quick Row '8 ' ERaLB-
Y O E—
[ Invoice No. bvoice Date | | iwvoice Amt | DiscountAmt | ExpDistTable |
1 | 0001083150 w025 | By 1.000.00- %] @ | Truck ai
2 00
< >
Discount Date ‘mm
GA. Distribution | (]
Check Distrbution Balsnce | 0.00 | PaymentTotal |

1C"C O’

& X
12. Select Print at the bottom right to post

[ Manual Check and Payment Entry (ABC) 4/22/2024

(m] X
BnkCode (A A,V M 4 b M
Payment Type | Check

Check No ’ng

f v
. Cash Account |1
1. Header 2 Uines 2 InstaDoos

01.01-00

Check Date =
Check Amount 0a

Comment

& —-o
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13. Verify the Accounts Payable Posting Date. Select Print.

5 Manual Check and Payment Register (ABC) 4/22/2024 ? X
=] eogmg [spipozs |
Accounts Payadle Postng Date 0] [ |
Priot Ful Comments O B
ABS POF Driver v400 . Prevew @

14. Verify the check register is a negative amount.

Manual Check and Payment Regisier
Joumal Posting Date: 573152025
Register Number: RC-000004
ABC Distribution and Service Co

Bl & Securisy Pacdc Checking
CRapch Humbar Checl e erdor Humber CestrBution

Freiol Nutie  Freti Oile vk & LA Cotiisint A =
R i By SN PADERE MOERG RTORTEAS [‘:E
R A

L E h‘ 1,00500 « GG  (ON FILE) 0000 -
Wl o M B

e 1
oo Commant.  Trock Marmseence —— —
Bk & Toim 100 - ) LR -
Rapat Todm S0 - 6 0T -
——

15. Select “Yes” to “Do you want to update the Manual Check and Payment

Register?”
B sage 100 *

0 ) Do you want b update the Manual l.‘.r'rucﬂuru Paymenit Register?

16. Select “Yes” to “Do you want to print the Daily Transaction Register?”
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B sage 100 b4
o ] } Do you wanl to prind the Dally Transaction Regisber?

N

17. Select Print to print the transaction register.

3 Daity Transaction Register (ABC) 4/22/2024 ? X

ACCOUNTS PAYABLE DALY TRANSACTION REGISTER
Pt i Commeiyl (]

pes o overvis - (ke o

18. Select “Yes” to “Do you want to update the Daily Transaction Register?”
B sage 100 ¥

o : o you wani to update the Dally Transaction Register?

l Jles I Ha
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