AP-15 View and Void Payments Resend Remittance

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to View and Void
Payments, Resend Remittance in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to view and void payments, resend remittance in NCFS.

View and Void Payments

To View and Void Payments in NCFS, please follow the steps below. There are 11 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, click the Payables tab. Click the Payments app.
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https://www.ncosc.gov/training/ncfs-system-training/ncfs-help-documents/ap-15-view-and-void-payments-resend-remittance

¢| Payables

QUICK ACTIONS

Step 3. Click the Tasks icon.
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APPS

On the Tasks pane, click Manage Payments.




Payments
» Manage Payment Process Request Templates

Manage Payments

Create Printed Payment Files

Manage Payment Files

Send Separate Remittance Advice

Accounting
» Create Accounting

¢ Create Adjustment Journal
+ Review Journal Entries

o Payables to Ledger Reconciliation

Payables Periods
» Manage Accounting Periods



Step 4. The Manage Payments page is displayed. Click the Advanced button.
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Manage Payments @

4 Search

** Supplier or Party

** payment Date

** Payment Number

** Disbursement Bank Account

Actions v View w ke y oy Detach
Pay Pay Pay

Number Document Status Reconclled Payee

Payment
Date

** Payment Type
** payment Process Request
Payment Status

Business Unit

Payment

Amount ReMit-to Address

Advanced

aved Search | All Payments v

Search | Reset | Save...

Remit-to Account

Number Detal =

Step 5. Under the Search section, enter details in at least one of the required fields (fields marked as **). The

Payment Date field should be set to On or Before to get the results. Click the Search button.

In this example, we choose **Payment Date as 5/23/2023 and **Payment Status as Negotiable.
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Step 6. Click the Payment number link with Payment Status field as Negotiable.
In this example, we choose Payment Number 1001.
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Manage Payments ®

b Search
Actons ¥ Viewv o &

Payment Payment
Number Document
1001 0200 1000
209

1024 1GO 1000
1000 0300 1000
1000 0500 1000
1003 0500 1000
1027 1GO 1000
1014 1GO 1000
1003 0700 1000
1000 0700 1000
1002 0700 1000

Step 7.

Image

Iy = Detach

Payment
Status

Negotiable
Negotiable
Negotiable
Negotiable
Negotiable
Negotiable
Negotiable
Negotiable
Negotiable
Negotiable

Negotiable

Payment
Type

Payment Pr...
Payment Pr..
Payment Pr...
Payment Pr..
Payment Pr...
Payment Pr...

Payment Pr...

Payment Pr

Payment Pr..

Payment Pr_..

Quick

Reconciled Payee

No

No

No

No

No

S & S WORLDWIDE

NC DEPARTMENT OF

NC OFFICE OF ADMI...

MINE CETINKAYARU

SIJ HOLDINGS LLC

NC DEPARTMENT OF ...

NC ADMINISTRATIVE...

NC DEPARTMENT OF .

SIJHOLDINGS LLC

SIJ HOLDINGS LLC

SIJ HOLDINGS LLC

Payment
Date

12722122
12/22/22
211023
12113722
1/6/23
207123
210/23
1/6/23
1/6/23
12/22/22

12/22/22

Payment
Amount

100.00 USD
120.00 USD
320.00 USD
400.00 USD
500.00 USD
12,000.00 USD
170.00 USD
1,000.00 USD
1,400.00 USD
400.00 USD

1.432.00 USD

Remit-to Address

"PO BOX 845825, BOSTONMA, 022845825, SUFFOLK, US
1306 MAIL SERVICE CENTER, RALEIGHNC, 276991306, WAKE, US
1711 NEW HOPE CHURCH RD, RALEIGHNC, 276096285, WAKE, US
FCAMPUS BOX 90251, DURHAMNC, 277030251, WAKE, US
PO BOX 3020, LIVONIAMI, 481513020, WAYNE, US
FPO BOX 752167, CHARLOTTENC, 282752167, MECKLENBURG, US
"PO BOX 2448, RALEIGHNC, 276022448, WAKE, US
1306 MAIL SERVICE CTR, RALEIGHNC, 276991306, WAKE, US
FPO BOX 510150, LIVONIAMI, 481516150, WAYNE, US
FPO BOX 3020, LIVONIAMI, 481513020, WAYNE, US

PO BOX 3020, LIVONIAMI, 481513020, WAYNE, US

On the right hand-side of the Payments page, click the Actions drop-down choice list and select Void.



Payment Amount

Withheld Amount

Business Unit
Legal Entity
Stop Date
Void Date

Attachments

Void

100.00 Cancel Stop
USD Print Remittance
0.00
USD

0200 ADMINISTRATIVE OFFICE OF THE COURTS

NC DEPARTMENT OF STATE TREASURER View Accounting

5-'I30 rllz 3

None s

Step 8. The Void Payment pop-up appears. Enter the details in the Void Date field and Accounting Date field.
Click the Invoice Action drop-down choice list and select the required option.

In this example, we choose Void Date as 5/30/23, Accounting Date as 5/30/23, and Invoice Action as None.
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Void Payment

Void Date | 3/24/25

Accounting Date | 3/24/25

Invoice Action | None

' DO NOT USE

Mone

FPlace hold on invoice

Step 9. Click the Submit button.
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Void Payment

Void Date | 5/30/23

Accounting Date | 5/30/23

Invoice Action | None

Step 10. On the Payments page, ensure that the Status field shows Voided. This reflects a payment which
has been cancelled in NCFS. Underlying invoices become unpaid now and eligible to be paid by future Payment
Process Requests.



Image
Payment: 1001 @

Payee S5 &S WORLDWIDE
Payment Date 12/22/22
Status
Accounting Status  Partially accounted
Reconciled No

Type Payment Process Request

Payment Details  Paid Inv History Conversion Other

Payee

Current Name

Payment Amount

Withheld Amount
Business Unit
Legal Entity
Stop Date

Void Date

Attachments

Remit-to Account

100.00
usoD
0.00

usD
0200 ADMINISTRATIVE OFFICE OF THE COURTS

NC DEPARTMENT OF STATE TREASURER
5/30/23
5130123

None =

Step 11. On the right-hand corner of the Payments page, click the Done button. This redirects you to the

Manage Payments page.
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Actions w

100.00

Payment Amount
UsSD
0.00

Withheld Amount
UsSD

Business Unit 0200 ADMINISTRATIVE OFFICE OF THE COURTS
Legal Entity NC DEPARTMENT OF STATE TREASURER
Stop Date 5/30/23
Void Date 5/30/23

Attachments None ==

Resend Remittance

To Resend Remittance in NCFS, please follow the steps below. There are 10 steps to complete this process.



Step 1.

Image

Supply Chain Execution vab

QUICK ACTIONS

Create Invoice

Manage Inve

She

w More

L}

Step 2.

Image

£5

From the Payable’s Home Screen, click on Payments.

Management

nvoices

Payables

e e B
Leneral Accounting

Intercom) >

Click on the Task bar on the right side of the screen, click Manage Payments.

Overview

4 Payment Process Requests ()

Requiring Attention (61) Recently Completed (251) Recently Terminated (121)
View wv _,__: =" Detach )
Name

b B500 11-1-23 RJS checks

b 1900_11072023_EPay

Pending

1171723

1177123

Stage

Payment file build

Payment validation

Status

Waiting for payment file processing

Payments approval initiated

Payments
Submit Payment Process Regquest

Manage Payment Process Requests

Manage Payment Process Regquest Templates

Manage Paymemis

Create Printed Payment Files

Manage Payment Files

Create Positive Pay File

[mi

Send Separate Remittance Advice

b
(1]

Create Regulatory Reporting

Payment File Accompanying Letter

Accounting
o + Create Accounting

« Create Adjustment Journal



Step 3. From the Manage Payments screen, click Advanced.
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Manage Payments @

4 Search Agvaced Sdved Searct

** At
** Supplier or Party | ‘ v ‘ ** payment Type ‘ V|
. Payment Date | m/dfyy E'E ‘ . Payment Process Request ‘ v
e Payment Number | | Payment Status ‘ v |

Step 4. Click the drop down box beside Supplier or Party and select Contains.
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Manage Payments @ m

4 Search Saved Search |AI\ Payments v

Supplier or Party Operator

** At least one is required

*% Supplier or Party | Equals vH | v ‘ " Payment Process Request| Equals VH ‘ v |

Starts with _—
Ends with e | Payment 51atus| Equals v H V|
Equals | T

> Payment Date

Does not equal

** payment Number e 3 | ‘ Business Uni1| Equals VH ‘ v |
Less than or equal to

** Disbursement Bank Account | Greater than | v Supplier Site| Equals v H v

Greater than or equal to
Bet

Payment Decument Nit“l‘neeetvrleen | ‘ v | Payment Method| Equals VH | v ‘
Contains »-

Payment Amount rtams _‘| ‘ ~ | W ‘ Payee| Equals v H v
Payment Curren:y| Equals VH ‘ v | Comex1| Equals v H V|
** payment Type| Equals VH V|
| Search H Reset H Save... || Add Fields ¥ H Reorder |

Step 5. Enter all or part of the supplier’'s name. If you know the payment amount (or any of the other search
criteria listed), you can enter that as well to narrow down the search, click Search.



Image
Manage Payments @

4 Search

** Supplier or Party| Contains V|I_a_\1thpm{ o I

** payment Date| Equals v ” m/dlyy te |
- Payment Number| Equals VH |

** Disbursement Bank Accoum| Equals v H m

Payment Documen1| Equals v H | v ‘

Payment Amouml Equals VH | ~ | v |

Payment Currency| Equals VH | v ‘

» Payment Type| Equals v” v‘

Step 6.

Image
Manage Payments @
b Search
Actions w View w @ j"; ¥ & Detach

Payment Payment Payment
Numbe Document Status
2978 EPAY 1000 Cleared
6866 EPAY 1000 Cleared
10166 EPAY 1000 Cleared

Step 7.

Image

Reconciled

Yes

Yes

Yes

Payee

ANTHONY O STRICKLAND
ANTHONY O STRICKLAND

ANTHONY O STRICKLAND

Payment
Date

1023723
10/27/23

11/3/23

Click Actions and then Print Remittance.

Saved Search ‘AI\ Payments

** At least one is requirec

= Payment Process Request‘ Equals VH | v
Payment Status‘ Equals ~ H ~ ‘
Business Unit‘ Equals VH | v |
Supplier Site‘ Equals v H m
PaymentMethod‘ Equals VH ‘ v |
Fayee‘ Equals v H m
Context‘ Equals 4 H V|

Remit-to Address

PO BOX 1693, ROANOKE RAPIDSNC, 278701693, HALIFAX, US
PO BOX 1693, ROANCKE RAPIDSNC, 278701693, HALIFAX, US

PO BOX 1693, ROANCKE RAPIDSNC, 278701693, HALIFAX, US

‘ Search | Reset

| Save... H Add Fields ¥ H Reorder

Click the Payment Number for the amount that the remittance needs to be sent for.

Saved Search | All Payments v ‘

Remit-to Account Details
Number

HOCOOOOX9322
XXXXXXXKXQ322

KXXXKHKHKK9322
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Payment: 2978 @

Payee

Payment Date
Status

Accounting Status
Reconciled

Type

Payment Details  Paid Invoices  History  Conversion

Payee

Current Name
Payee Site
Remit-to Address

Payment Function

Step 8.

Image

ANTHONY O STRICKLAND
10/23/23

Cleared

Accounted

Yes

Payment Process Request

Other

R.02PA ZZ
PO BOX 1693, ROANOKE RAPIDSNC, 278701693, HALIFAX, US

Payables disbursements

Payment Amount

Withheld Amount
Business Unit
Legal Entity

Stop Date

Void Date

Attachments

Remit-to Account
IBAN

BIC

Remit-to Bank Name

Remit-to Branch Name

Click the Drop-Down box and choose NC_AP_REMITTANCE_ADVICE.

Actions v Done

Print ijmance

9,925 00
usD
0.00
usD
0200 ADMINISTRATIVE OFFICE OF THE COURTS

NC DEPARTMENT OF STATE TREASURER

None ==

XOOOCCKXAG322

TRUIST

TRUIST 053101121

View Accounting



Print Payment Remittance

Remittance Program |

NC_AP_REMITTANCE_ADVICE

Separate Remittance Advice Format *_

NC_AP_REMITTANCE_ADVICE

Step 9. Click Submit and then OK on the confirmation box.
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Print Payment Remittance x

Remittance Program INC_AP_REMI'ITANCE_ADVICE VI [ Confirmation X

o Submit || Cancel The remittance advice was printed fo the default printer.




Step 10. Click DONE to take you back to the search page.
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Payment: 6866 @

Payee

Payment Date
Status

Accounting Status

Reconciled

Wrap-Up

View and void payments, resend remittance using the steps above.

ANTHONY O STRICKLAND
10127123

Cleared

Accounted

Yes

Additional Resources

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

First Published

Tue, 07/25/2023

Last Updated

Thu, 08/21/2025
Printable PDF

Payment Amount

Withheld Amount

Business Unit

Legal Entity

ACIiDnEE

650.00
usp
0.00
usp
0200 ADMINISTRATIVE OFFICE OF THE COURTS

NC DEPARTMENT OF STATE TREASURER


https://www.ncosc.gov/training/ncfs-system-training/ncfs-course-catalog/ap107-ap-void-payment
https://www.ncosc.gov/print/pdf/node/849

