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Accounts Payable Maintenance 

Payment Schedules 
 

A Payment Schedule is a collection of payments. This collection of payments could be based on something as simple as 

who is the person doing the input, or the schedule could be the collection of accounts payable transactions relating to 

payroll. Another use of a payment schedule could be the collection of quarterly Medicare payments. The transactions can 

be updated as information becomes available, without the need to generate the checks before it is necessary. 

 

The Payment Schedule option can be found on the Manage/Accounts Payable menu or the PS icon from the application 

toolbar. Selecting the Add option will allow information to be entered regarding the new payment schedule. 
 

 

If the district setup and user security allow for multiple fund payment schedules, the fund can be left blank. If the fund 

field is left blank, then payments for all funds in the district may be input onto the payment schedule. A Schedule ID must 

be input. This ID can be up to four characters in length, is typically set up with an accounts payable clerk’s initials, or a 

meaningful abbreviation like PYRL for payroll period transactions. 

 

At the time the payment schedule is added, it will not be part of a warrant. The assignment of a payment schedule to a 

warrant occurs in Warrant Maintenance. 

 

The anticipated payment date is used only for reference purposes. 

 

A brief description can be typed into the description field. It is important to provide at least a minimal description in order 

to be able to readily identify the schedule at a future date. 

 

The check box to “Make this description the invoice description when assigning check numbers for blank invoice 

descriptions” can be used if a common description is desired for the payments on a schedule without the need to type in a 

description separately on each A/P transaction. 

 

The frequency field is used to determine if the payment schedule should be maintained for future use after the warrant it is 

assigned to is closed. If the frequency is marked as permanent, the payment schedule will be “re-created” at the time the 

warrant is closed to allow for input of new accounts payable transactions that will be ultimately assigned to a new warrant. 

Another option within the frequency field is N/A. This option will not recreate a payment schedule with the same ID at 

the time the warrant is closed. If desired, a payment schedule with the same ID can be created after the existing payment 

schedule is part of a closed warrant. 

 

The Payment Carry-Over option should be marked as No Payments. 
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Payment Schedule Options 

If an occasion arises when multiple open payment schedules need to be combined for the warrant, go to the Options 

button on the payment schedule and select Combine With Another Schedule. Selecting this option will bring up a search 

showing all possible choices to combine the schedules. Once a schedule is selected, a message will appear that reiterates 

the choice and offers the option to proceed or cancel. 

 

Warrant Maintenance 

A warrant can be made up of a single payment schedule or a combination of many payment schedules. Depending on the 

setup of the district, a warrant can be limited to a single check run, or more commonly set up to allow many check runs to 

take place against the warrant. 

 

The warrant option can be found on the Manage/Accounts Payable menu. Selecting the Add option will add a new 

warrant into the system. Similar to payment schedule maintenance, a warrant can be defined for single or multiple fund 

use. If a fund is specified, only payment schedules with a similar fund designation will be eligible to be assigned to the 

warrant. 

 

At the time the warrant is added, the warrant number will appear as PNDx. When the warrant is saved, a sequential PND 

number will be assigned. When the warrant is closed, a 4-character number will be assigned based on the numbering 

method identified in the district’s setup file. If multiple funds on a warrant are not allowed, the district has the option to 

sequentially number the warrants by fund. 

 

A brief description can be typed into the Description field. It is important to provide at least a minimal description in 

order to be able to more readily identify the warrant at a future date. 

 

When a new warrant is added, all eligible payment schedules will appear on the left side of the display. An eligible 

payment schedule is a schedule that matches the fund definition and also is not currently assigned to an open warrant. 

When a payment schedule appears on the left side of the warrant display, it is not part of the warrant, but it can be 

assigned to the warrant by clicking on the schedule id, and selecting the Add Selected option in the middle of the warrant 

display. If more than one payment schedule needs to be part of the warrant, the previous step can be repeated. 
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Assigning Payments to a Warrant 

 

In order to generate accounts payable checks, within warrant maintenance the payment schedule on which the payments 

have been input must be moved from the lower left corner of the screen to the lower right. Clicking on the desired 

payment schedule, and selecting the Add Selected option that appears in the lower portion of the screen will accomplish 

this. 

 

If the payment schedule has not been assigned to a warrant, it can be assigned from the warrant maintenance screen. 

Selecting the Add option on the form tool bar will add a pending warrant to the system, with any unassigned payment 

schedules appearing on the lower left hand portion of the screen. If an available warrant already exists, the Modify option 

from the form toolbar will allow the schedule to be moved from the left to the right. 

 
 

Entering a Purchase Order Payment 
 

 

With the new transaction screen on display, input the invoice(s) with the dollar amounts on the information tab. An 

optional description can be input on each line to the right of the invoice amount. 

 

With the invoice(s) specified, move to the PO field on the bottom of the information screen and type in the purchase order 

number. To move from one grid to another, use Ctrl + Tab or your mouse. If you do not know the PO number, you can 

click on the options button and choose Add PO which will bring up a document search screen to help you find the correct 

PO. 

 

After tabbing off the PO number field, the system will identify the vendor and the address to which the check will be 

issued. In addition, if the purchase order was identified as a blanket order, the system will liquidate the amount of the 

payment up to the remaining encumbrance on the order. If the PO was not marked as a blanket, the system will liquidate 

the remaining balance on the order. Two check boxes appear on the PO line of the information tab to indicate whether the 

current payment should be considered a final payment, and whether the purchase order should be considered a blanket 

order for future payments. 
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At this time, the system has allocated the total of the invoices to the budget codes on the purchase order based on the 

encumbrance distribution of the order. If only one code has an open encumbrance, that code will be expensed with the 

entire amount of the invoice(s). If more than one budget code exists on the PO, the color of the PO Budget Information 

tab for that payment will become aqua. On the PO Budget Info tab, it is strongly recommended that for purchase orders 

with more than one budget code, the distribution be reviewed to ensure the allocation is appropriate. If the need arises to 

change the distribution, the allocation in the expenditure column of the PO Budget Info tab can be changed as necessary. 
 

 

If the information is correct, the payment should be saved and a new record added to process another payment. If the 

distribution needs to be modified, the expenditure column for the applicable budget codes can be modified. The Options 

button offers a number of possibilities that might be helpful. 
 

 

Zero out all budget code amounts for PO 06-03592 – This option will zero the expenditure distribution for the payment. 
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Delete this PO – If a PO was selected by mistake, the ”Delete this PO” option will remove the designated PO from the 

A/P transaction. 

 

Delete budget codes with no expenditure – This option will delete all budget codes appearing on the PO Budget info 

screen with no expenditure amounts for this transaction. It is not necessary to select this option before savings the A/P 

transaction. 

 

Add PO budget records – If it is desired to have a “duplicate” set of budget codes for the A/P transaction, the “Add PO 

budget records” will add them. 

 

Add other budget records-Specify – This option will allow a new budget code, already identified, to be added to the 

purchase order. Although there will be no encumbrance against this code on the PO, it will be available for use with this 

and all future payments. Salary codes may not be selected for addition to a PO. 

 

Add other budget record(s)-scan – This option will allow a new budget code, not already identified, to be added to the 

purchase order through a scan of the budget file. Although there will be no encumbrance against this code on the PO, it 

will be available for use with this and all future payments. 
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To create a separate check for this accounts payable transaction, or if the payment is to be recorded as an electronic 

transfer, this information can be specified on the Other Options tab. 
 

 

If the payment is marked Separate Check, the payment transaction will not combine with other 

transactions payable to the same remit address on the warrant. 

 

The Manual Check option would be used on the rare occasion when a check is created outside of WinCap, and needs to be 

recorded for ledger purposes. For manual checks, the check number and the bank account for the disbursement and the 

check must be specified. 

 

The Electronic Transfer option can be used to record a disbursement from a bank account that is not in the form of a 

check. A unique reference number and a bank account should be specified for electronic transfers. 

 

The check or transfer date specified will be the date used for accounting purposes, not the Check Date specified in the 

Assign Check or Close Warrant options in warrant maintenance. 

 

The Options button on the Other Options tab for Recalculate Totals allows a user to recalculate payment totals on the 

warrant specified on this page. 
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Pay a Different Vendor than Purchase Order Vendor 
 

If the payment should be made to a different vendor other than the vendor specified on the PO, the following steps should 

be followed: 

 

Select vendor by entering vendor code or searching file 

Enter invoice # 

Enter amount 

Enter PO# 

 

A display will indicate the payment vendor is different than the PO vendor. If this is correct, the Pay Other Vendor option 

will create a transaction as input. If it is desired to pay the PO vendor, the option to Change Payment Vendor should be 

selected. 
 

 

Entering a Non-Purchase Order Payment 

 

The information for a non-purchase order payment will be input using a new accounts payable transaction screen, but 

instead of inputting the payment on the Information tab, the payment will be input on the Non-PO Payments tab. 

 

With a payment schedule identified, the following information should be input for each line necessary to record the 

payment for the vendor: 

 
Fund 

General Ledger Account – (Security can be defined by user to default to a particular account, e.g. 522-00) 

An invoice number 
The amount of the payment associated with that General Ledger/Subsidiary account 

If it is an Expenditure (522) payment, indicate the budget code to be charged in the field marked budget code. If it is a 

Revenue (980.00) payment (e.g. refund of adult tuition) – specify the revenue account to be debited utilizing the revenue 

account field within the grid. 

 

Specify the vendor by typing in the vendor number in the Vendor field at the top of the screen, or select a vendor from the 

file by left clicking on the magnifying glass to the right of the vendor code field. 

 

If the information is correct, the payment should be saved and a new record added to process another payment. 
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Adding a Non-PO Payment to Record a Wire Transfer 

 

One way to record wire transfers is to record them as Non-PO payments and to designate them as Electronic Transfers 

rather than as Computer Checks. The advantage to recording them this way, rather than through a General Journal entry, 

is that transfers recorded as Non-PO disbursements will be listed in the Check Reconciliation routines and can be 
“cleared” like a check record when accounts are reconciled to bank statements. 

 

To record a transfer in this manner, select Manage/Accounts Payable/Payments, or the AP icon from the application 

toolbar. Click on the Non-PO Payments tab and select Add on the form toolbar. For the payment schedule, these payments 

can be assigned to a regular AP payment schedule, or users may choose to create a separate “permanent” schedule (i.e. 

“WIRE”) to record these transfers. The vendor would be one that has been created for the particular bank account to 

which the money is being transferred, or the “X” vendor designation may be used. 

Complete the accounting information as for any other Non-PO payment. The debit account for the payment would be the 

G/L cash account that is associated with the bank account to which the money is/was transferred. Verify that the default 

bank displayed at the bottom of the form is the one from which the money is being taken, or choose the appropriate 

account from the drop-down list of accounts. 
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Click on the Other Options tab and select Electronic Transfer. The Reference # can be the same reference entered on the 

NPO tab in the Invoice/CM# field. Make sure that the correct from bank account has been selected and enter the date that 

the bank will use to post the electronic transfer. This is the date that the system will use as the effective date of the 

“payment”, regardless of the date that is designated when checks are assigned for the warrant on which these electronic 

transfers are processed. A field is also provided to record a bank reference # that might be assigned to that transfer as a 

confirmation by the bank. 
 

Save the transaction. The payment schedule(s) that include these transfers would generally be included as part of the 

normal warrant cycle. When closing the warrant or assigning check numbers, select these electronic payments as you 

would any computer check for check number assignment. The designated check date will not be applied to payments 

designated as electronic transfers. The effective date for these will remain the Transfer Date entered on the Other Options 

tab of the A/P Maintenance Form. 

 

Options Available through Non-Purchase Order Payment Screen 
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Add budget code – This option will allow a new budget code, not already identified, to be added through a scan of the 

budget file. This option would be used only when the G/L account for the line is 522, 524 or 600. 

 

Delete this line item – This option will remove an erroneous entry. 

 

Delete lines with zero amounts – This option will delete all budget codes appearing on the input screen with no 

expenditure amounts for this transaction. It is not necessary to select this option prior to saving the transaction. 

 

Pay A/P Accrual (Payable) – Records a payment against an A/P Accrual recorded while the A/P accrual period was open 

for the prior year. 

 

Refund A/R Credit – This option is used to issue a check and apply the payment against an Accounts Receivable record 

with a credit balance. Selecting the option will display a field where the credit memo, journal credit or invoice with a 

credit balance A/R number can be entered. 

The system will bring the customer, G/L code and credit balance to the A/P transaction. The amount of the 

payment can be modified up to the outstanding credit amount. 

 

Replace Bank Account – This option is to change the bank accounts on a payment if the wrong disbursement 

account had been specified. This may address a situation where a payroll cover check is voided because it was 

issued from the wrong bank account and needs to be reissued from the correct one. Selecting the Add Similar 

option with the incorrect payment on display will maintain all of the detail for the reissued check and allow a 

mass replace of the incorrect bank account with the correct one for all of the Non-PO line items. 

 

Show Non-PO Description – This option will make the description field available for use on all Non-PO 

payments, not just the payroll to A/P transactions. 
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Show Item Summary – This option extends the grid for payments over the detail of each line. If the summary 

appears on the screen, the option reads Show Item Detail. 

 

Accounts Payable Maintenance Warning for Payroll Codes 
 

The Accounts Payable screen includes a warning message for any payments issued which include a payroll 

budget code. 
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Payment Schedule Listing 
 

To verify the accuracy of the payments that have been input, a Payment Schedule listing should be generated 

for each payment schedule. This report can be accessed from the Accounts Payable reports menu. 

 

A payment schedule listing can be printed whether or not the schedule is assigned to a warrant. However, if the 

schedule is assigned to a warrant, the warrant number must also be specified. 

 

The Show Check Number option can be utilized to show check numbers for payments if they have been 

assigned. 

 

The Show Address option can be used if it is desired to show the Remit To address for the payments on the 

report. 

 

If desired, the Added Dates fields can be used to limit the data reported based on the dates transactions were 

added to the system. 

 
The sort by option can be utilized to sort the report by Check Number, Entry, or Remit Name. The Entry option 

prints the invoice numbers in the order that they were entered in the payment transaction group. If payments for 

more than one bank account are entered on a schedule, the payment schedules will “page break” every time the 

bank account changes during the entry process. 

 

If the sort option Check is selected, the payments will be listed within bank accounts, based on the check 

assignment process in Setup, either Vendor Remit Name or Vendor ID. 

 

If check numbers have been assigned to some payments on the schedule, and the sort order Check is selected, 

those payments will appear after the payments that have not had check numbers assigned. 

 

The sort option Remit Name is also available. 
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Assigning Check Numbers 
 

With the desired payment schedules appearing in the lower right corner of the warrant screen, the final process 

before printing checks is to assign check numbers. A user must have the option to assign check numbers 

selected within user security. Assigning check numbers can done in one of two ways: 

 

Using the Options button on the warrant maintenance screen, select the option Close Warrant. This option will 

assign check numbers to any unassigned payments on the warrant. Utilizing this option will not allow any more 

payments to be entered on the warrant or the modification of any payments already on the warrant. 

 

To generate some checks, but continue to input payments on this warrant, the option Assign/Post Check 

Numbers should be selected. This option will allow for a single or multiple payments to be assigned check 

numbers, but allow continued input onto this warrant. Upon saving, all payment transactions with checkmarks 

in the SEL column will be processed into check records. 
 

 

After selecting the Save option from the form tool bar, a prompt will appear regarding the date that should be 

used for the checks. Except for June 30th, the date cannot be earlier than today’s date, however a future date can 
be assigned. Regardless of the specified date, the date used for electronic payments and manual checks will be 
the date indicated on the A/P maintenance Other Options tab. 

When either of the above options is executed, the system will create the accounting entry: 

DB 600-00 

CR 200-00 
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Payment Controls 

 

Options are available for each district to activate accounts payable controls that would limit the amount that 

payments can exceed the purchase order encumbrance amount (based on a percentage and/or dollar threshold) 

without requiring purchasing approval of the “overage”. This limit, if established, will be applied in addition to 

the currently available user security related to saving payments that result in a negative unencumbered balance 

for a specific budget account. 

 

In order to implement this option for the 2008 fiscal year, it will be necessary to have closed the Accounting 

Accrual Period. If the accrual period is reopened, the limits will be turned off. 

 

The dollar and percentage thresholds can be established utilizing the Purchasing Defaults and Controls form, on 

the ‘Other Specs/Controls’ tab (Manage/Purchasing/Tables & Defaults) If a % and dollar threshold are both 

specified, the payment will be evaluated on both thresholds to determine if the payment exceeds the 

overpayment limits, which would then require that purchasing approve the ‘overage’ before the transaction can 

be assigned to a check.. 
 

 

If thresholds have been established, and a payment is made that exceeds either of these thresholds, the payment 

can be saved but the following message will appear. 
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When check numbers are being assigned, the selection (Sel) column for the payment(s) that exceed the 

threshold will appear in red, and the check assignment process can not take place for that payment until the 

payment is approved through the routine to Approve PO Overpayments located on the Manage/Purchasing 

menu (or the PO is modified to address the overage). 
 

 

Selecting the Approve PO Over Payments option will display a dialog with all of the payments that require 

additional purchasing approval in order to assign the check number to the payment. To utilize this option, user 

security authorization to ‘Approve PO Over Payments’ must be granted to the appropriate user(s) (located on 

the Purchasing/Information tab within user profile maintenance). 
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For the PO Over Payments that are so approved, a reference is added in the history of the Accounts Payable 

Transaction and Purchase Order indicating the over payment has been authorized (by whom and when). 

 

 

Accounts Payable Reports 
 

Print Checks 
 

After check numbers have been assigned, the process of printing checks can take place. On the Accounts 

Payable reports menu is an option for checks. Selecting this option will bring up a screen asking for the warrant 

number. A pending warrant will have a number that begins with PND and a closed warrant will have a four 

digit number. 

 

The check box Show Detail will indicate, for printing purposes, if budget codes should appear on the printed 

check. However, the Show Item Notes As Detail option will replace the budget-code with the Line Item Notes 

information when selected. The Show Detail option must be selected in order to access the Show Item Notes 

As Detail option. 
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If copies of checks are to be printed, the printer can be specified and the copies printed on white paper. When 

printing copies, the Unprinted Only box should be selected. This option will only print the copies of checks 

when the original of the check has not been printed. This can be very useful when several check runs are 

processed against a warrant. 

 

The location of the “Pay to the Order of” verbiage can be selected from “Above Name/Address” or “Left of 

Name/Address”. 

 

The check stock type from Standard Stock or Self Mailer should be selected. 

If the original checks are to be printed, an informational message will appear reminding the following: 

Place the check stock in the printer. 

Insert the magnetic toner cartridge in the printer. 

Insert the signature disk into the computer where the checks are being generated. 

 

It is very important to select the correct printer, which includes the term “Check Printer” to ensure the 

placement of the MICR coding is done properly. 

 

If printing checks for multiple bank accounts, and different check stock is to be utilized, the desired bank 

account should be identified to correspond with the paper in the printer. After the checks print for that account, 

a message will appear inquiring if checks for other accounts should be printed. If yes, the check stock should be 

changed and the next account selected. If one check stock is used for all accounts on the warrant, the All 

Accounts option should be selected. 

 

After the processing is complete, a message will appear indicating that Capital Computer Associates or your 

regional help desk should be contacted in case of a problem during the print process. This message should not 

be removed until all of checks have printed. After this message is acknowledged, another message will appear 

indicating the check stock, toner cartridge, and signature disk should be removed. 

 

XXXReprint Checks 
 

A reprint check option is available with appropriate security to “reprint” a WinCap check as if it were never 

printed the first time. This option should be used only when the original check is available, but not usable due 
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to circumstances such as the check stock was not inserted in the printer properly or the check was damaged. 

The user attempting to reprint a check will be required to enter their password. The Select Checks option can 

be used to select which check(s) for a warrant require reprinting. 

 

Warrant Report 
 

The Warrant Report, which includes some similar selection criteria to the Payment Schedule Listing, includes a 

"Show check assignment status" checkbox. This option allows computer-generated checks to display a total on 

a single line on the last page of the report for transactions that have been assigned and have not been assigned 

check numbers. 

 

If the warrant is closed and the Added Dates fields have no dates entered, totals by fund and the certification 

statement will appear. 
 

 

A bank account option allows a warrant to be generated for a single bank account. When a fund is entered, the 

drop down populates with the bank accounts for that fund used for Cash Disbursements. If both a fund and a 

bank account are entered, the report will print only the transactions processed against that bank account. 

Options to Show Check Number, Show Address, and Show Vendor YTD Expense can be utilized as desired. 

The sort by option can be utilized to sort the report by Check Number, Entry, or Remit Name. 

A Budget Account Summary Only option can be utilized to summarize the detail of the information that appears 

on the report. 

 

The Warrant Report includes a display of the number of checks generated. It appears after the check numbers 

and the bank account on the last page of the warrant if the warrant is closed and the warrant report is run 

without dates. 

 

There is an option to include a second signature line on the Warrant Report. To activate this option, it will be 

necessary for CCA Accounting or a district’s RIC Support Helpdesk to update the data in Set Up. After this 

option is activated, the additional signature line will be included on the last page of the Warrant Report. 
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Warrant Summary 
 

The Warrant Summary Report for a single warrant displays payments for the warrant, voids processed prior to 

closing the warrant and a net disbursement. There is a separate line for voids processed after the warrant was 

closed. This report summarizes the activity on warrants closed within a specified date range. 
 

 

Check Register 
 

 

The Accounts Payable Check Register lists those checks paid on a specified warrant or indicated date range. 

Sort by options include: Remit to, Warrant, Check Number and Check Date. 

 
Cash Disbursement Journal 

 
The Cash Disbursement Journal will display the activity of all transactions on a Cash Disbursements Journal 

Entry. 
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The effective dates of the transactions to be reported can be specified. 

 

The selection form allows the user to define the Fund, Journal Entry # or CD Ref. There are also option to 

indicate the Record Types to include from A/P, Emp. Benefits, and Payroll. 

 

Accounts Payable Modify Rights 
 

If WinCap Accounts Payable Maintenance rights include modify rights (All, Add & Modify or Modify & 

Delete), the system will allow the user to modify the following information, even if it’s on a closed warrant or 

has a check number assigned: 

 

Non-PO payment notes marked with (1) in the description field 

Invoice description marked with (2) in the Inv/CM field 

AP Transaction Note on the toolbar 

Bank Reference for an Electronic Transfer (located on Other Options tab) 

 

Vendor Search 

 
The Vendor Search is sensitive to User Security. If User Security for Vendor Maintenance is set for View 

Only or No Access, the Social Security number or Tax ID# for Vendors will be suppressed when doing a 

Vendor Search from Accounts Payable or Purchasing look-up screens. 
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Change a Vendor in an Accounts Payable Transaction Group 
 

If a saved A/P transaction requires a change of vendor, use the Go To or Find option to bring the A/P 

transaction group to the screen. Select the Modify option from the form toolbar. From the Option button on the 

information tab, select “Delete the PO from this Payment”. The “wrong” vendor should be removed from the 

vendor ID field. Enter the correct vendor and reenter the PO number. The PO issued to a different vendor 

screen will appear, select the Pay Other Vendor option, and save the transaction. 
 

 

Recode a Check 
 

Users are allowed to modify A/P payments (i.e. Change Purchase Order, Vendor, Payment Amount, Invoice#, 

etc.) until check numbers are assigned. Once check numbers have been assigned, whether checks have been 

printed or not, transactions have to be recoded or voided in order to make any required changes. 

 

A recode transaction takes place when the distribution of the disbursement amounts is not correct. Once a 

check is issued, from the check display screen, use the Go To or the Find option from the form toolbar to 

display the check that needs to be recoded. With the desired check on display, the recode (modify) option can 

be selected. Depending on the type of payment and change required, recode transactions can take various 

forms. For example, a recode can be done to redistribute the payment amounts for budget codes on a purchase 

order. Another example could involve changing the amounts of non-PO payments already on the check. These 

recodes are the easiest to perform. 

 

The following options are available for recode transactions: 
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Add Non-PO line – This option will allow a non-purchase order line to be added to the payment. This account 

could be an expenditure code or any other General Ledger account 

Add PO Line(s) – This option will provide the ability to add a new budget code to a purchase order, or to add a 

purchase order that is not currently part of the payment. 

 

If Add PO Line is selected, another window will appear with options related to the “New PO Line”: 
 

 

Assign all items to default invoice 

 

Delete budget codes with no expenditures – This option will remove any budget codes with no expenditures 

from the display. 
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Add PO budget records for fund “A” – This option can be used to “duplicate” the codes, for a fund and PO on 

the recode transaction. An example of how the transaction can be used is if the recode requires use of different 

invoices against the budget code. 

 

Add PO budget records for other funds – This option will “duplicate” all codes on the PO for the recode 

transaction regardless of fund. 

 

Add other budget record – specify – This option can be used to add a “new” budget code to the purchase order 

for use on the recode, and budget code is known. 

 

Add other budget record(s) – scan – This option can be used to add a “new” budget code to the purchase order 

for use on the recode. A scan window will appear to allow the correct budget code to be selected. 

 

With the budget code(s) selected for the recode, the amount entered and ok selected, slide the bar halfway to the 

center on the upper grid. Enter a negative number in the Expense Adj field for the budget code that was paid on 

the check. If the liquidation adjustment fills in automatically, change it to zero. Verify, in the lower right of the 

screen, that the Check Total, Invoice Total and Expenditure Total all agree. Indicate the effective date and save 

the transaction. If the desired effective date is the check date, and the accounting cycle is open, the check date 

can be entered. If the check date is not known and it is desired to use the check date, enter an “F” for the first 

day of the fiscal year and click OK. A message will appear that “effective date cannot be before check date”, 

and the system will provide the check date. The OK option will complete the recode. 
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A screen will appear showing the result of the recode: 
 

 
In the above example, the invoice number was not selected when the new budget code was entered and 

“Various” defaulted into the invoice number field. 

 

Void an Accounts Payable Check 

 

Voiding Overview 
 

An Accounts Payable check can be voided from the Manage/Accounts Payable/Check Display Maintenance 

screen. While in check display maintenance, the Undo option becomes the Void option. Before getting into the 

specific options associated with voiding a check, some suggestions about WinCap check maintenance follow: 

 

Users are allowed to modify A/P payments (i.e. Change Purchase Order, Vendor, Payment Amount, Invoice#, 

etc.) until check numbers are assigned. Once check numbers have been assigned, whether checks have been 

printed or not, transactions have to be recoded or voided in order to make any required changes. 

 

If you are dealing with a bank and have issued a stop payment request, wait three (3) business days before 

voiding the check in WinCap as situations have arisen where banks have incorrectly reported cashed checks as 

being not cashed. There is no “un-void” option available. 

 

For all voids, a reason should be entered 

Voiding Options 
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Replacement Check – This option will create a new check for a vendor immediately upon saving the void 

transaction. The void will be recorded as a debit to the cash account utilized when creating the check, and a 

credit to cash to record the issuance of the new check. 
 

 

Selecting Yes will require that a payment schedule that is assigned to an open warrant be specified in order to 

save the transaction. 
 

 

If the No option is selected, the following options are available to void the check: 

 

Option 1 – Void Check/Reissue Payments 

 

The purpose of this option is to provide the ability to void a check and reissue it. For example, this option 

would be used if the original check was issued and subsequently lost. 

 

A payment schedule must be entered for this type of void (if the original warrant is closed, select an open 

schedule). After the void is completed an option will appear to print a report that lists the "reissued" A/P Trans 

Group #. Print this report by clicking the Print button after selecting a printer. This report should be attached to 

the void check and retained for audit purposes. This “reissued” transaction is then treated like any ordinary A/P 

payment. 

 

 

 

Option 2 – Void Check/Selectively Reissue Payments 

 

The purpose of this option is to provide the ability to reissue specific transactions when there are multiple 

transactions on a check. For example, if add similar was used on an A/P transaction three times when only two 

were needed. To correct this, two transactions could be selectively reissued. 
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A payment schedule must be entered for this type of void (if the original warrant is closed, select a different 

schedule). After the schedule and reason are entered, a screen appears allowing the selection of the void 

method to be used for each transaction 

 

Void Check/Reissue Payments 

Void Check/Reverse Expenditure and Liquidation 

Void Check/Reverse Expenditure Only 

 

Left-click on each transaction and select which method to use under the “corrective action” section. After the 

void is completed an option will appear to print a report that lists the "reissued" A/P Trans Group #. Print this 

report by clicking the Print button after selecting a printer. This report should be attached to the void check and 

retained for audit purposes. This “reissued” group is then treated like any ordinary A/P payment. 

 

Option 3 – Void Check/Reverse Expenditure and Liquidation 

 

The purpose of this option is to provide the ability to void a check and put the money back into the purchase 

order. This option can be used after issuing a check that should not have been issued at this time, and the 

money needs to be available for payment at a later date. If the original payment closed the PO, this option will 

re-open the PO. 

 

Option 4 – Void Check/Reverse Expenditure Only 

 

The purpose of this option is to provide the ability to void a check and not put the money back into the PO for a 

future payment. This option is also used for voiding payments that were not part of Purchase Orders. 
 

 

Reverse the Void on an Issued Check 
 

In the event that it is necessary to “un-void” a check, research the date the check was voided in the system as 

well as the payment transactions (from the payment schedule) that made up the check (Manage/Accounts 
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Payable/Payments). Go to the first transaction group, select Add Similar from the form toolbar and choose 

“duplicate payment with amounts”. If the PO is closed, use the Add option. If a message appears on the 

Information tab indicating that duplicate payments exist for this invoice number, say ok to this message. Go to 

the Other Options tab select Manual Check, enter the original check number with an alpha character such as 

“M” for manual after the check number (i.e.13579M), select the appropriate bank account and enter the void 

date as the manual check date. Use the AP transaction note to indicate that this is a replacement of check 

#13579 voided in error. Save the transaction on a current payment schedule and follow the normal procedure to 

issue the check. The bank statement will have the manual check to reconcile to the cash account in General 

Ledger. 
 

Void & Reissue a Check from the Prior Fiscal Year 
 

If it necessary to void a check from a Prior Fiscal Year, from check display maintenance, change to the year the 

check was issued. Using the Go To or Find option, call the desired check to the screen. Select the Void option 

from the form toolbar. 

 

If the void should be posted to GL code 522-00 (void and reissue in new year) or 980-00 (void as a refund of 

prior year expense), a valid subsidiary code must be specified. In addition, if GL code 980-00 is selected, a 

valid service must be indicated. 

 

 

The screen below appears to select the fiscal year for the void. After 6/30, select the second option for Current 

Fiscal Year. 
 

 

The following screen appears to enter the data; remember that you can move the screens for ease of data entry. 
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When OK is selected, a pop-up screen for Summary of Void Transactions will appear. It is highly 

recommended that this be printed and attached to the voided check. 
 

 

The check display for a voided check will appear with the original transaction and also the void transaction. 



Page 29 of 36 

   

 

First Year WinCap Sites - 1099 Procedures 
 

If the cutover to WinCap A/P is done on any date other than January 1, enter into WinCap those cash 

disbursements made to 1099 eligible vendors through a previous accounting system in that calendar year prior 

to WinCap cut over. 

 

There are two ways to do this: 

 

1) Create a file that can be imported into WinCap. CCA has created a Microsoft Excel Template that should be 

used if the district has a considerable number of 1099 eligible vendors (File/Administration/Import Files/Create 

Import XLS Template/Prior 1099 Amounts). 

 

WinCap 1099 Import Routine 

 

This routine is designed to mass import cash disbursements made to 1099 eligible vendors prior to WinCap cut 

over. This import is for first-year WinCap users only; it can be used to import information for pre-WinCap 

1099 payments made in the same calendar year as the WinCap cut over. 

 

The routine utilizes an Excel Spreadsheet that is already formatted to meet the specifications and requirements 

of the WinCap Vendor file where this information is maintained. You must follow the format and data entry 

guidelines of the template and these notes or the import routine will not work. Once the import routine has 

been successfully executed, the imported payments can be found in the “Other 1099 Payments Paid Prior to Cut 

over” under Manage/Purchasing/Tables/Vendors/1099. 

 

The spreadsheet is divided into three (3) columns: Vendor, Tax-ID# and Amount. 

All three columns are required. Please pay special attention to the following guidelines for these columns: 

 

Vendor: In order to import a vendor correctly, the vendor must be in WinCap prior to importing the 

file. In addition, the vendor # must be the same 6-digit code found in WinCap. 

Tax-ID #: Must be in the correct format for either a Social Security Number (NNN-NN-NNNN) or 

Employer Identification Number (NN-NNNNNNN). The Tax ID # does not have to be in WinCap prior 

to the import (if the Tax ID # is in WinCap prior to the import, the import routine is able to handle it). 

Amount: Can be put in up to 2 decimal places to the right (i.e. $100.50). 

 

The 1099_Import spreadsheet must be saved in one of the following formats: 

Microsoft Excel 5.0/95  Workbook (*.xls) 

Microsoft Excel 97& 5.0/95  Workbook (*.xls) 

 

Please note that all prior 1099 amounts that were imported have been imported as non-employee compensation. 

If all or some of the amount imported should be reported as rent on Form 1099, the prior amounts must be 

reallocated accordingly through Vendor Maintenance/1099. 

 

2) Go to each individual vendor (Manage/Purchasing/Tables/Vendors) and select the 1099 tab. Go into Modify 

mode and fill in the “1099 Rent Payments” and/or “Other 1099 Payments” sections as shown below. This 

option can be used if a district does not have a significant number of prior 1099 amounts. 
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1099 Procedures 
 

1) Review Object Directory 

Designate a 1099 reporting category for any object codes that might be required to report 1099 

expenses. To find out if any object codes are marked as 1099 expense categories, the Object Code 

Listing (Reports/Budget/Tables/Object) can be printed which will display a “1099 Category” column 

that will illustrate any object codes marked with a 1099 Category. 

 

If there are object codes that need to be marked as 1099 reportable, (Manage/Budget 

Maintenance/Tables/Object/Modify) select the appropriate information in the “1099 Category” section. 

Please note that other than rents or medical, most 1099 reportable expenses will be non-employee 

compensation. This must be done in order to flag an expense payment (G/L Account 522) as 1099 

eligible. 
 



Page 31 of 36 

   

 

2) Update Vendor File 

 

Designate a Vendor as a 1099 through Vendor Maintenance. A 1099 checkbox is available on the 

Vendor Information tab for this purpose as well as a field for the vendor’s Tax ID #. 
 

 

3) Update 1099 Related Data 

 

Tax ID, Payee Name & Payee Address: To update the Tax ID, Payee Name or Payee Address that will 

be reported to the IRS for a particular vendor, use Vendor Maintenance and modify the vendor’s data on 

the Information tab. It is important that IRS rules be followed for the Payee Name in order to avoid 

future IRS notices concerning non-matching TIN’s and backup withholding. Essentially, if the TIN is a 

Social Security Number, IRS expects to see the name of the individual to which the SSN belongs, not 

the name of a company or a partnership. If it is desired to order and remit to such a vendor using their 

company name (D.B.A.), it is recommended to establish an additional address record with that 

information, using an ID such as “DBA”. 

Then make that address the default order and remit address for the vendor. 

 

Transaction Status: To update the 1099 status for transactions that have already been disbursed 

through WinCap, use the 1099 Page tab in Vendor Maintenance for the specific vendor. On this page, 

amounts paid prior to cut over to WinCap for that vendor can also be changed. Separate fields are 

provided for payments for rent and non-employee compensation. 

 

G/L Accounts: In order to designate a 1099 amount for a transaction, the Vendor must be flagged as a 

1099 vendor. If the G/L Account is 520 or 522 or 600 with a valid budget code, the object code must 

have been assigned to a 1099 reporting category. For other G/L Accounts, any 1099 amounts will be 

reported as non-employee compensation only. An amount may be entered in the 1099 amount column 

that is less than the actual payment amount if a portion of the payment is to be excluded. 
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1099 Check Box: Removing the check in the 1099 check box on the Vendor Information screen will 

prevent a 1099 from being produced for a vendor, even if that vendor has transactions that have already 

been flagged as 1099 eligible. In the above discussion, Form W-2 should be substituted for 1099 

whenever the vendor has been designated as an employee “vendor”. Information for employee vendors 

is shown on a separate section of the eligibility report to assist in preparing the W-2 for these 

individuals. Only non-wage payment transactions from the payroll subsystem will show on the W-2. 

 

Form 1099 Phone Number: In order to have the District or BOCES phone number appear on the Form 

1099, go to the District Address (File/Administration/District Tables/District Addresses) and add the 

phone number on the address tab. 
 

1099 Reports 
 

Form 1099 Detail Transactions 
 

Use this report to check and/or verify vendors and transactions for 1099 Eligibility. From Reports/Accounts 

Payable/1099 Detail, select “Non-employee Vendors for Form 1099” and “Eligibility-Potential”. A list by 

vendor will be produced for all payments that might be eligible for 1099 reporting, based on the following 

information in WinCap: 

 

a) Payment transactions that have already been flagged in WinCap as 1099 expenses. 

 

b) Transactions for vendors where the 1099 box in the Vendor Information screen has been checked, 

whether or not the transactions have been flagged as 1099 payments. 

 

c) G/L Accounts 522 and 600 expenses for object codes that have been designated as 1099 expense 

categories. 

 

In 1999 there was a change made to Form 1099, Box 6, to include payments to Medical and Health Care 

providers, including corporations. To have the appropriate information print in box 6, (Vendor 

Maintenance/Information Tab) click on the down arrow adjacent to 1099. 

 

There are several options available. All vendors are marked Other as the default. 

From the object table, (Manage/Budget Maintenance/Tables/Object), select from the following: 
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The 1099 Detail Report also has an option to show all expenses paid to 1099 vendors rather than just those in 

1099 object of expense categories. 

 

Any 1099 payment to a G/L account, which cannot be categorized by object code, including G/L Account 600 

expenses that have not been assigned to a valid budget code, will be assigned to the non-employee 

compensation category on Form 1099. 

 

If the calendar year selected includes the cutover date that using WinCap commenced, any 1099 amounts that 

were paid to vendors in the previous system, and which have been entered or imported into WinCap, will be 

included. Please note: All prior 1099 amounts that were imported have been imported as non-employee 

compensation, attorney or medical depending on the vendor’s type. If all or some of the amount imported 

should be reported as rent on Form 1099, the amount can be reallocated accordingly through Vendor 

Maintenance/1099. 

 

Tax ID Issues 

 

This report will also identify errors that should be addressed if 1099 expenses are going to be reported for a 

particular vendor. Errors for missing Tax ID Numbers (TIN’s) and for TIN’s that are not in a correct format 

for either a Social Security Number (NNN-NN-NNNN) or Employer Identification Number (NN-NNNNNNN) 

will be flagged. 

 

If more than one vendor with potentially eligible 1099 expenses has the same TIN, this will also be noted. 

Since WinCap allows for a single vendor to have multiple addresses, the system will report all 1099 eligible 

expenses for a single TIN under a single vendor record. WinCap’s Vendor Maintenance routines will not 

allow duplicate TIN’s to be entered. Since the old vendor files (which were converted at cut over to WinCap) 

may have had multiple vendors with the same TIN, duplicates may actually exist. To correct any such problems 

identified, reassign each of the duplicate vendor records to the one that will serve as the true vendor record. If 

this error is not resolved, a separate Form 1099 will be generated for each of the vendor records with that TIN 

that exceeds the threshold amount ($600), or if payments for any single one does not exceed the threshold, no 

1099 will be produced for that TIN. A quick way to identify all vendor records for a specific TIN, without 

having to search through the entire eligibility report, is to run the 1099 Detail Report for that specific TIN. 

State Abbreviations 

 

An error message is also displayed if the state designated in the vendor’s address does not contain a valid 2- 

character state abbreviation for US addresses. Vendor Maintenance validates the 2-character state abbreviation 

when vendor information is added or modified in WinCap, but previously imported data might include invalid 

abbreviations. 

 

Warning Messages 

 

Errors or warning messages are also provided at the transaction level to help assure that 1099 data is reported 

properly. If an error message appears that is not clear, contact user support for assistance. Warning messages 

are for informational purposes only, and do not require action, unless the assumed action described for that item 

is considered incorrect. 

 

Other 

 

Use this report also to identify those transactions, which may have already been flagged as 1099 payments 

erroneously, and to help identify any additional payments that might still need to be flagged. 
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Other Vendor Review List for 1099 Eligibility 
 

(Reports/Accounts Payable/Other Vendor Review List for 1099 Eligibility). Running this report will provide a 

listing of those vendors that are: 

 

Not flagged as 1099 vendors 

Do not have any 1099 transactions checked, but have been paid in 1099 eligible expense categories 

during the calendar year. 

 

The report only lists the vendor name and the total amount paid in these categories. This listing is provided to 

assist in identifying any additional vendors that might need to be “turned on” as 1099 vendors. 

 

Procedures for Updating Transaction Data for 1099 Reporting 
 

Once the vendor is designated as 1099 eligible, any A/P payments allocated to budget codes where the object 

has been flagged as a 1099 category, will be automatically defaulted as a 1099 payment. This flag can be 

removed from any payment as required. 

 

Once checks have been generated for A/P payments, payments can still be flagged or unflagged as 1099 eligible 

payments through Vendor Maintenance. Select Modify for Vendor Maintenance and select the 1099 tab. To 

show specific payments to that vendor, use the checkboxes to designate which payments should be displayed. 

Once you locate the specific payment(s), the 1099 check box can be checked or unchecked as desired. The 

option exists to designate only a portion of the payment amount as 1099 eligible. 
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Check Reconciliation 
 

(Manage/Accounts Payable/Check Reconciliation), manage cleared checks on WinCap. Enter the statement 

date, view checks through date (usually the same as the statement date or a few days earlier), select whether or 

not to see cleared checks and select the correct bank account. Security may limit access to this feature. 

 
 

Display by Check Number, Payee or Check Date. Select those checks that have cleared on the current bank 

statement and click Save. 

 

Voided checks are displayed in red, cleared checks are displayed in yellow if the Show Cleared box is checked. 

 

On the display, Type refers to the type of check: C for computer check, E for Electronic Transfer and M for 

manual check. 

 

If searching by check number, go to a specific check number by typing the check number in the Check Numb 

box, or use the page down key on the keyboard to help locate specific checks. 

 

Included is a status line and a Requery button that allows the following without having to leave the screen: 

reconcile a month, change the statement date and view check date, re-query and proceed to reconcile the next 

month. With each save, the screen is refreshed to reflect the changes. 

If a check is marked as cleared in error, go to options and select Unclear Check or click in the Sel column and 

click Save. 

 

Entering a range of check numbers from the selection on the options button can also clear checks. 
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Check Reconciliation Reports 
 

Outstanding Check Listing (Reports/Accounts Payable). This report allows sorts by Remit To, Check Number 

and Check Date. 

 
 

A Cleared Check Listing is also available with the same sort options. 
 


