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Agenda

ÅCorrections
ïVoids and Recalls BEFORE receipting

ÅEditing a transaction BEFORE receipting (Slides 4-9)

ÅVoiding a transaction BEFORE receipting (Slides 10-14)

ïVoids and Recalls AFTER receipting

ÅEditing a transaction AFTER receipting (Slides 15-30)

ÅVoiding a transaction AFTER receipting (Slides 31-37)

ÅVoiding a Deposit (38-41)

ÅSearches  
ï Searching for Deposits that have posted to FAMIS (Slides 44-59)

ï Searching for IDTs that have posted to FAMIS (Slides 60-73)

ï Searching for Invoices that have posted to FAMIS (Slides 74-85)

ï Searching for Documents when you do not have the payfile #  

(Slides 86-99)
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ÅCan only be made in iPayments if the payfile

is still opened.

ÅMust be emailed to 

corrections@vpfn.tamu.edu if the payfile has 

been balanced.
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Corrections

mailto:corrections@vpfn.tamu.edu


Editing a transaction BEFORE receipting
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The amountentered is $500.00, but it should have 

been $50.00.  To change the amount, click Void#1.
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You will receive this pop-up.  Click Yes.
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The transaction will fade out and leave the option to recall.  Please 

notice that the balance is zero. Click Recall#1.
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The original transaction will pull forward on the right panel.  

Make your change to the amount and click ADD Tran.
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Now your amount chargedis $50.00 and your balance due is 

$50.00.  You can now tender your transaction.



Voiding a transaction BEFORE receipting
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To void a transaction entirely from the system, click 

Void#1.



Å Log into CANOPY
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You will receive this pop-up.  Click Yes.
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The transaction will fade out and leave the option to recall.  Please note that 

the balance is zero. To void the transaction completely, click Receipt List.
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You will receive a Confirmation Record with a $0.00 

transaction total.



Editing a transaction AFTER receipting
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Click on ñCreate 
Documentò

Voids AFTER receipting can only be processed by 

those persons with Supervisor access or higher.  Log 

into the file by double clicking on the payfile name.
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The process transactions screen will pull to the right.  

Go to the toolbar and click Home.
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Click VOID.



ÅOnce the DCR number has been 

assigned you can now edit the DCR 

document.  

ÅYou must enter in a description and 

choose a Justification Code.
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Enter the List #.  The list #is the number after the dash in the file#.  If 

we want to edit or void 20083500074-3, we would enter 3.
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Add in 
description

After entering the List#, click Find.  This will pull up the options to Void 

Entire receipt or Edit Receipt. Confirm this is the correct receipt and Click 

Edit Receipt.



ÅCurrently there are eight justification codes.  

ïAC (New account has been Established)

ïCI (Capitol/Inventory Goods Change) 

ïDF (Clear Deficit in the Account) 

ïER (Clerical Error) 

ïNE (No Expense Allowed on Current Account) 

ïOC (Object Code Modifications)  NOTES REQUIRED

ïOT (Other ) NOTES REQUIRED

ïPW (Processed on Wrong Account)
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The amount entered is $50.00 but it should have been $500.00.  To change 

the amount, click Void#1 under the transaction. Please note that Void#1 is 

located under each transaction  AND under each tender.  Please make 

sure you are selecting the correct one.
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You will receive this pop-up.  Click Yes.
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The transaction will fade out and leave the option to recall.  Please notice that 

the balance is $-50.00. This is because you have a zero transaction but a check 

tendered for $50.00.  Click Recall#1.
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The original transaction will pull forward on the right panel.  

Make your change to the amount and click ADD Tran.
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Now your amount chargedis $500.00 and your balance 

due is $450.00.  Click Void#1 under Check.
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You will receive this pop-up.  Click Yes.
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Your check transactionwill be faded out and you have the option to recall at 

this point or you can go to tender in the toolbar.  Please note that your 

balance due is now the full amount of $500.00. Click Recall #1 under Check.
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The amount of the original payment pulls forward. 

Change the amount of your payment .
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Click ADD tender.
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You will now receive your Confirmation Record.

Click the process button to start 

your next transaction.

Please notethat 

the $50.00 

transaction has 

been voided.  

Scroll down to 

see the $500.00 

details.



Voiding a transaction AFTER receipting
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Voids AFTER receipting can only be processed by those persons with 

Supervisor access or higher.  Log into the file by double clicking on the 

payfile name.
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The process transactions screen will pull to the right.  Go to the toolbar and 

click Home.
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Click VOID.
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Enter the List #.  The list #is the number after the dash in the file#.  If you 

want to edit or void 20083500074-3, you would enter 3.
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After entering the List#, click Find.  This will pull up the options to Void 

Entire receipt or Edit Receipt. Click Void Entire Receipt.
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You will now receive your Confirmation Recordfor the voided transaction.

Click the Processbutton to 

start your next transaction.



Voiding a Deposit
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To void duplicate of 

incorrect deposits, 

click on the Deposit 

link that you wish 

to void. Note that 

this file is not 

Marked as 

Balanced.
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Verify that the 

pop-up is the 

correct deposit to 

void and click the 

Void button.
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You will get this 

notification.  

Click OK. Not 

that your deposit 

amount is now 

correct.
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The correctionswe just discussed are only possible if the payfile is still open.  

If the Mark As Balanced button is showing on the Balance screen, the payfile 

has not been balanced and corrections can be made.



43

Here is howthe Balance screen will appear if the payfile 

has been balanced.  Notice that the Mark As Balanced 

button is no longer available.

Also note that the payfile no longer appears on the left panel.



Searching for Deposits that have posted 

to FAMIS
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Click the PF11 Key to show the full description.
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The payfile # is 20082450004.It has 4 receipts associated with it.
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Log onto iPayments and click VIEW.  You do not have to open a file.
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Copy the filenumber from FAMIS without the receipt number and 

paste it into the  File# field.
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Click FIND.
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This will bring up a pop-up file.  It contains 

every transaction entered in this file.  

Scrolling down will show receipts 2-4.  
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Here is an exampleof a file with information 

entered in the comments.
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You can also find information if you click

SEARCH instead of VIEW.
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Enter the File#, Enter the List#, and remove the dates.  To 

search for the third receipt details, enter 3 in the List# field.
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Click Find.
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This pop-up will pull forward.  Click on the link in the left 

panel.
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The information for 

receipt 3 will pull 

forward to the right 

panel for review.  You 

alsohave the option to 

print the receipt.
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Placeyour cursor on the transaction and click PF6 Key.
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This will bring up more detail.  Ref 1 is the bank deposit slip #.


