AP-46 Escheating Payments in NCFS

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to escheat
unclaimed checks in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to escheat unclaimed checks in NCFS. Initiate Escheatment, Escheatment, and Create
Invoice to Escheatment Authority are outlined in the steps below. You must have the AP Void Payment Security
Role to proceed with this process.

AP Void Payment Role

To escheat unclaimed checks in NCFS, please follow the steps below. There are 13 steps to complete this process.
Step 1. Log in to the NCFS portal with your credentials to access the system.
Step 2. On the Home page, select the Payables tab and the Payments app.
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https://www.ncosc.gov/training/ncfs-system-training/ncfs-help-documents/ap-46-escheating-payments-ncfs

Product Management Payables Procurement Tools

Payables to Ledger Reconciliztion

Manage Fayments

Step 3. Select the Tasks icon and then select the Manage Payments link.
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Overview

4 Payment Process Requests (7)
4 Payment Files Requiring Attention

4 Stop Payment Requests

vieww 8 B 5 Detach
Payment Payment Stop Request
Number Date Amount nae

Mo results found.

4 Supplier Sites on Payment Hold (7)

Vewv 7 [ [ Detach
Supplier or Party Supplier Site
BELUE360 MEDIA LLC R0200.10
CAD IRA COMTAIKMED 1 O MM mA

Step 4.

L)

Payment

Method Bank Account Bank Name Payee

On Hold Since  Hold Reason

Pending receipl of W-9/W-& documents

Dandinn raccing of WA GAMN 8 doessmante

Enter your text here

Enter your text here

Accounting

« Review Joumal Enlries

» Payables to Ledger Reconciliation
Payables Periods

IlI » Manage Accounting Periods
L

Once on the Manage Payments page, select the Advance search toggle button to switch to Advance

Search Mode. You will now have more search criteria fields and the conditional operators will be activated,

allowing you to filter your search options.
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Manage Payments @

4 Search
** supplier or Party| Equals v“ | v |
I** Payment Date| Onorbefore  ~ H 6/30/24 fe I
** payment Numher| Equals ~ H |
** Disbursement Bank Accnunt| Equals VH | v |
Payment Document | Equals ~ || 1400 1000 v
Payment Amount | Grealer than ~[o Alw
Paymen:currency| Equals v“ | v |
** payment Type| Equals ~ H v|
Example:

Payment Status (Equals): Negotiable

Payment Amount (Greater than): 0

Saved Search ‘AH Payments v

= At least one is required

** Payment Process Request ‘ Equals

v” v

Payment Status ‘ Equals v ” Negotiable z
Business Unit‘EquaIs v” | v ‘
Supplier Sihe‘Equals v” | v ‘
Payment Method ‘ Equals VH | v ‘
] E2

Payee ‘ Equals

Gontext ‘ Equals

I Search I Reset H Save... || Add Fields || Reorder ‘

Payment Date (On or before): 6/30/24 (The date should equal the end date of the Payment Issue Year)

Payment Document (Equals) Business Unit 1000 (XXXX 1000): 1400 1000

Step 5. Once your search results are generated, you can hold the Ctrl button on your keyboard and select one

or more of the unclaimed payments, from the Manage Payments search results.
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Search Reset Save.. AddFields ¥ Reorder
< >

Actions w View w = » Detach

Payment Status Recomn Payee ;:‘t:"'m ?my?u:: Remit-to Address :::';::’ Account Detailg
Negotlable BRAME SPECIALTY C... 12/21/23 0.00 USD "PO BOX 896882, CHARLOTTENC, 282896982, MECK.. =2
Negotiable CHARLES AFAGAN IV 5/30/24 100,000.... 1533 STERLING RD, CHARLOTTENC, 282091545, ME.. =
Negotiable NATIONAL CAUSUS 530124 150.00 U... 71100 H ST NW STE 600, WASHINGTONDC, 20005549... [ |
Negotiable CCH INC 6/27/24 1,155.86... "PO BOX 71882, CHICAGOIL, 606941882, COOK, US 3
Negotiable AT&T CORP 627124 2,113.60... "PO BOX 5019, CAROL STREAMIL, 601875018, DUPA... =P
1875 0100 1000 Negotiable No CANON BUSINESS S...  6/27/24 21565 U 15004 COLLECTION CENTER DR, CHICAGOIL, 60693 1
1911 0100 1000 Negotiable No WEST PUBLISHING C... 6/27/24 13,043.3... "PO BOX 6292, CAROL STREAMIL, 601976292, DUPA... 2

Step 6. After selecting the appropriate payments, select the Actions drop-down list. Then select Escheatment
and then Initiate Escheatment.

Note: Once you initiate the escheat, you CANNOT undo this process.
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You are using DEV2.Copied from PROD - Data as of 06/20/2024 07:18 PM EST

Manage Payments &

b Search
*ayment Payment
us
Escheatment  » Initiate Escheat |
ftiable
Escheat
1230 | - ftiable
Create Invoice |
1746 0100 1000 N&gdtlanle
1734 nAON 4000 Manntiahis

Step 7.

Image
Payment: 1197 @

" Detach

Reconciled

Mo

Mo

Payee

REGIOMAL ECONOMI...

BRAME SPECIALTY C...

ENVIROMMENTAL FE. ..

CHARI F& & FAMRAN IV

Payea REGIONAL ECONOMIC MODELS INC

Payment Date 12/12/23

Status Escheatmenl Initiated

Reconciled No

Typé Payment Procéss Requést

Note: The next step is to fully escheat the payment.

Payment
Date

12112/23
12121423
5/30v24

EAaniDA

A0 D0 00 1 IRM

Basic  Saved Search All Payments

Payment

Avicskait Remit-to Address

10,500.00 USD 7433 WEST ST, AMHERSTMA, 010022936, H...
0.00 USD "PO BOX 896982, CHARLOTTENG, 28289694. ..

1,182.00 USD "PO BOX 186, DURHAMNC, 27702, DURMHAM. ..

1833 ATFRI ING RN CHARI ATTRENM 2A200

10,500.00

Payment Amount
usD
0.00

Withheld Amount
usD

Business Unit 0100 NC GENERAL ASSEMBLY

Remit-to Account

Number Detail

After payment is initiated for escheatment, the payment status will update to Escheatment Initiated.

Actions » m

Legal Entity NC DEPARTMENT OF STATE TREASURER

Stop Date B/12/24

Void Date

Attachments None <=



Step 8. From the Manage Payments search page, change your search criteria to filter and find unclaimed

checks in Escheatment Initiated status.
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Manage Payments @

4 Search

** Supplier or Party | Equals v v
** Payment Date | 630124

** Payment Number| Equals

** Disbursement Bank .Ac:count| Equals

Payment Document | Equals

Payment Amount | Equals

Payment Currency | Equals

** payment Type | Equals

Example:

e Payment Date (On or before): 6/30/24
e Payment Status (Equals): Escheatment Initiated

Saved Search | All Paymenis v

** At least one is required

** Payment Process Request| Equals v || | v |
e e s v Excresmentoies
Business Unil| Equals v” | v |
Supplier Sile| Equals v” | v |
Payment Method| Containg hd || Check |
F'ayee| Equals V” | - |
Cuntexl| Equals ~ || . |

Reset || Jave... ” Add Fields = || Reorder |

Step 9. Once your search results are generated, you can hold the Ctrl button on your keyboard and select one
or more of the Escheatment Initiated. After selecting the appropriate payments, select the Actions drop-down
list then select Escheatment and then Escheat.
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Manage Payments @

F Search Besic Saved Search ANl Paymen
b
el Payment Status Recon Payee ::‘t'e“““' P:.rynomt“m“ Remit-to Address Humwb:;) Account
patment intlated  No REGIONAL ECONOMI... 12112723 10,500.00 USD 7433 WEST ST. AMHERSTMA, 010022036, HAM
{ eaiment intiated  No ENVIRONMENTAL FE... 5230/24 1.192.00 USD "PO BOX 196, DURHAMNC, 27702, DURMAM, US
Create Invoice
Step 10. Now the payment status will update to Escheated for those selected lines.
Image
Actions v View ¥ 7 [ & Detach
Payment &% Payment Payment Payment : Remit-to Account ;
Number Document Payment Status Recomn Payee Date Amount Remit-to Address Number Detail
1197 0100 1000 Escheated No REGIONAL ECONOMI... 1211223 10,500.00 USD  "433 WEST ST, AMHERSTMA, 010022936, HAM... @
1746 0100 1000 Escheated No ENVIRONMENTAL FE... 5/30/24 1,182.00 USD FPO BOX 196, DURHAMNC, 27702, DURHAM, US =

Note: The Create Accounting job is set to run every hour in NCFS. After the payments are escheated, create
accounting will run the following hour to transfer the amounts from the Cash Clearing account to the

Unclaimed Fund account.

The next step is to Create the Invoice to the Escheatment Authority supplier.



Step 11. You can hold the Ctrl button on your keyboard and select one or more of the lines with the Escheated
status. After selecting the appropriate lines, select the Actions drop-down list then select Escheatment and then
Create Invoice.

Image
Manage Payments @ m
F Search Basic | Saved Search All Payments
lew = :" i e
Payment Payment Payment . Remit-to Account .
F ni P, Remi ik
Payment Status Recon Payee Date Aount PP NOGIees Number -
Eated No REGIONAL ECONOMI... 12712723 10,500.00 USD "433 WEST ST, AMHERSTMA, 010022936, HAM B
Escheat
1746 ( eated No ENVIRONMENTAL FE... 5/30/24 1,182.00 USD "PO BOX 186, DURHAMNC, 27702, DURHAM, US |

The next step is to choose the Escheatment Authority supplier.
For NC unclaimed checks, the escheatment authority is NC DST.
Out of state checks will need to be escheated to that State's Escheatment Authority.

Step 12. Once on the Search and Select: Escheatment Authority page, search for the Escheatment
Authority Supplier using the search criteria. Select the Search button. Once your search results are generated,
with that Escheatment Supplier selected in our search results, select the Submit button to create the invoice.
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Search and Select: Escheatment Authority

4 Search

** At least one is required

** Escheatment Supplier or Party Name | NC DEPART

* Supplier Number | |

** supplier Site | ESCH

Escheatment Supplier or Party Name Supplier Number Supplier Site

NC DEPARTMENT OF STATE TREASURER 111922 ESCH.0800

=

Note: All agencies have an escheatment pay site under the NCDST supplier record. The naming convention for
the site is ESCH.XXXX (XXXX = Agency Business Unit).

Step 13. A message will now appear advising that the invoices have been created.
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~NCFS3

s X
Q 2 escheatment invoices were created.

b Search Basic | Saved Search |All Paymi

lanage Payments (3

Actions v View w ¥ ¥ =" Detach
Payment Payment Payment Payment : Remit-to Account
Therdelorle Bctirait Payment Status Recont Payee Date Arsount Remit-to Address Rindar
1187 0100 1000 Escheated Mo REGIOMAL ECONOMI... 12/12/23 10,500.00 USD 433 WEST 5T, AMHERSTMA, 010022836, HAM...
1746 0100 1000 Escheated No ENVIRONMENTAL FE... 5/30/24 1,182.00 USD "PO BOX 186, DURHAMNC, 27702, DURHAM, US

Note: The next step is to view the invoices on the Manage Invoices screen.

Wrap-Up

Escheat unclaimed checks in NCFS using the steps above.

Additional Resources

e Virtual Instructor Led Training (vILT)
o AP107: Void Payment and Escheatment

e Escheatment Session Info (Slide Deck & Recordings)
o Please see the NCFS Resources page
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