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Introduction 

There are times when a check has been written and 

updated, but for some reason needs to be voided. 

The important thing to remember about this process 

is that you must provide a detailed audit trail in case 

questions arise regarding a cancelled or voided check. 

 

The first step is to enter a bank debit with a negative 

amount of the check that is being voided. (example 

on the right). It’s a good practice to try and use the 

check number as the invoice number. A sample might 

be: VOID-123456 where 123456 is the check number 

or CANC-123456. 

Enter the same thing in the description field by 

changing the description to VOID CK #. Remember to 

enter the amount as a Negative. 

 

The next step is to run the Purchase Journal. We 

recommend always running a separate Purchase 

Journal for this type of transaction. This way it will be 

easier to find if someone has questions. Note: save 

your Purchase Journal with a name like 2018-07-25-

Cancel Check 123456. Once the Purchase Journal has 

been saved, then you’ll need to update the entry. 

 

Next, you’ll want to Schedule the Debit to be paid. 

Note: the bank debit should be scheduled in a batch 

by itself and then updated. 

After the update has been run, you will be able to see 

the transaction in the bank reconciliation program. 
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The Bank Reconciliation record should 

have the Payee Description changed 

to show VOID CK #. To do this, click on 

the transaction. Next, you’ll see the 

pop up screen shown here on the 

right. Change the Payee to Void Check 

and add the check number. The 

transaction will show in the payment 

column, but, since it is a negative 

amount, will increase the bank 

balance as opposed to decreasing it as 

a normal payment transaction would 

do. 

The General Ledger entries created in 

this method will be the opposite of 

what would normally happen, effectively reversing the original check and providing a detailed audit trail. 

The bank balance will be adjusted as shown below: 

 

Have questions? Feel free to send us an email, we welcome the questions! 
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