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Voiding Receipts

Concept

It is possible for a processed or even a posteslpet® become invalid. A cashier could make a
mistake when creating a receipt, a student’s ckeakd bounce, or an organization could stop
payment on a check. In these cases, the Cashfedtge enables you to void a receipt.

Note that you can void receipts only for an opesitess day. If you want to void a receipt for a
past business day, you must reopen the cashieffiog for that business day.
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Navigation

Menu

[ Tree

Personalize Content | Lavout

[ My Favarites

[ University of Maine Systems
[- Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[> Benefits

[- Compensation

[ Stack

[> Time and Labor

I Payroll for Morth America
[ Global Payroll & Absence Mgmt
[ Payroll Interface

> Waorlkforce Development
[ Organizational Development
[ Enterprise Learning

> Waorkforce Monitering

[- Pensian

> Campus Community

[ Student Recruiting

[» Student Admissions

[» Records and Enrallment
I Curriculum Management
[> Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[> Set Up HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

[ Application Diagnostics

Manager

- Reporing Tools

- PeapleTools

I Packaging

— PSUnit

— Careers

— Change My Password
— Wy Personalizations
— Wy Systemn Profile

Workiist Add to Favorites

Help

w

Dione

%J Local intranst F 100% -

Step

Action

Click theStudent Financials link.

[ Student Financials

Click theCashiering link.

Click theCash M anagement link.

Click theVoid Receipts - Cashier link.
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Procedure

# MaineStreet

ER

Void Receipts
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: | = '+ | Q

Cashier's Office:| beains with + |

Description: begins with |

[Ocase Sensitive

Search | Clear | Basic Search B Save Search Criteria

Step | Action

5. If your User Defaults are set, your Business Uiilit @nter by default in th&usiness
Unit field. If not, you can enter or look up the appiafe Business Unit.

For this example, click the Look wgusiness Uniticon.

[

Click on the appropriatBusiness Unitto select it.

7. Click the Search button.

8. On theVoid Receiptslook uppage, click on the appropria@ashier's Officeto select
it.
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# MaineStreet

Void Receipts

Business Unit: UmMsos

Business Date: 11/28/2007
Cashier's Office:  PORTLAND Partland Cashiers Office
First Receipt Seq Nbr: 1 Last Receipt Seq Nbr: 2
Total Humber of Receipts: 2 [ [ seq 1to 2z B

Void GL Receipt _ _ Total ~
Code |pun [Status Number |REdister |Cashier Amunerlm

Void N Posted 19 REGO1 0099899 50000  19:02PM  StdntPymt 0093999
Void N Posted 20 REGO1 0098933 250,00  230:22PM  StantPymt 0099999

Trans Type |ID

Worklist

Customize | Find | 24

E\Return to Search | [Z] Notify

Add to Favorites

Sign out

New Window | Help | Customize Page | B

Dione

®J Locsl intranst

00 v

Step Action

9. On theVoid Receipts page, Click thé/oid button adjacent to the Receipt you wish

void.

to
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# MaineStreet
3
Mew Windaw | Help | Customize Page |
Enter Void Reason
“Void Reason Code: Q
OK Cancel
Don & Local intranet ok -
Step Action

10. | OntheEnter Void Reason page, click the Look upoid Reason Cod&on.

[

11. | Click on the appropriate Void Reason to select it.
12. | Click theOK button.
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Worklist Add to Favorites Sign out

New Window | Help | ,

Student Payments

Add a New Value

Business Unit: IMQ
Cashier's Drﬁce:mo\
Receipt Number:lm

D: [p1gzas o

Done ®J Local intranst F 100% -

Step Action

13. | End of Procedure.
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