
		Business Process Document

	Accounts Payable - PaymentsAP.020.540 Canceling a Payment



	



	
		Business Process Document

	Accounts Payable - Payments AP.020.540 Canceling a Payment







 
	Security Role
	BOR_AP_CRTE_PMNTS_MAINT

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	AP_020_540 Canceling a Payment_BUSPROC.docx

	Version
	

	Document Generation Date
	12/9/2010

	Date Modified
	12/9/2010

	Last Changed by
	

	Status
	




AP.020.540 Canceling a Payment
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

You may want to stop a payment that has been lost in the mail or void a check that is still under your control. For stops, you should cancel the payment once you receive confirmation from the bank that the payment has been stopped. 

Payments for vouchers that were entered in v7.5, cannot be closed through payment cancellation but can be re-issued. If the payment needs to be voided/stopped and will not be re-issued, you should place the voucher on hold. Refer to Business Process AP.020.111 Closing a Voucher (7.5) to complete relieving the liability for this 7.5 voucher. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Payment Cancellation page.
- Select the criteria to cancel a payment.
- Select the appropriate options to Stop Payment and Reissue. 



	Assumptions

	




	Dependencies/Constraints

	-  The payment must be posted before it can be canceled.

-  The system automatically reconciles canceled payments.

-  You cannot undo a canceled payment once posting occurs.

-  If the payment has been reconciled, it must be unreconciled to cancel it.

-  Posting of payments/cancellations for transactions from Expenses will occur within the Expense Payment Post process and not AP.

-  Refer to Board of Regents Business Procedures Manual Section 1.7.4 Bank Accounts for BOR requirements for old outstanding checks.



Additional Information




Procedure

In the following scenario, imagine you have processed a check to Pollock Office Machine Co but the check was never received by the vendor. You have contacted your bank and asked them to stop payment. Cancel this payment in PeopleSoft so that the check can be reissued to the vendor.

	Step
	Action

	1. [bookmark: ID0x00000359] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x0000035A] 
	Click the Payments link.

	3. [bookmark: ID0x0000035B] 
	Click the Cancel/Void Payments link.

	4. [bookmark: ID0x0000035C] 
	Click the Payment Cancellation link.


	5. [bookmark: ID0x0000035D] 
	Click in the Bank Code field.


	6. [bookmark: ID0x0000035E] 
	Enter "MOPER" in the Bank Code field. 

	7. [bookmark: ID0x0000035F] 
	Click in the Bank Account field.


	8. [bookmark: ID0x00000360] 
	Enter "MOPR" in the Bank Account field. 

	9. [bookmark: ID0x00000361] 
	Click in the Payment Reference field.


	10. [bookmark: ID0x00000362] 
	Enter "219093" in the Payment Reference field. 

	11. [bookmark: ID0x00000363] 
	Click the Search button.


	12. [bookmark: ID0x00000364] 
	Use the Cancel Payment page to cancel payments, reverse a cancellation, or view previously canceled payments.

	13. [bookmark: ID0x00000365] 
	Use the options available in the Payment Status section to select the appropriate payment status of either Void or Stop. If you previously selected Void/Stop and have not posted the void, you can also select to Undo cancel.

	14. [bookmark: ID0x00000366] 
	Use the options available in the Cancel Action section to specify if vouchers should be reopened after cancellation.

Note: Vouchers entered in v7.5 cannot be closed through payment cancellation but can be re-issued.

	15. [bookmark: ID0x00000367] 
	Click in the Description field.

	16. [bookmark: ID0x00000368] 
	Enter "Vendor never received check. Stop payment and reissue per vendors request." in the Description field. 

	17. [bookmark: ID0x00000369] 
	Click the Save button.


	18. [bookmark: ID0x0000036A] 
	You will need to post the payment to complete the payment cancellation process. 

If you selected the "Do Not Reissue/Close Liability option, you would also need to post the voucher after posting the cancelled payment.

Cancellation of payments issued from Expenses will need to be posted within Expenses rather than AP.

	19. [bookmark: ID0x0000036B] 
	Congratulations. You have just completed the Canceling a Payment topic. Below is a summary of the key concepts of this topic:

- The payment must be posted before it can be canceled.
- The system automatically reconciles canceled payments.
- You cannot undo a canceled payment once posting occurs.
- If the payment has been reconciled, it must be unreconciled to cancel it.
End of Procedure.
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