
Voiding Payroll Checks 

To void a payroll check you will need the following documents from the original payroll. 

� The Time Sheet Proof List 
� The Payroll  Register 
� The Deduction Register 
� The Check Register 

 

 

 

Go into the Payroll Module to the 
Transaction Processing Menu and chose 
Time card entry and by employee 

 

 

 

Click on “Void” to the right of your screen then click on “New” at the bottom of your 
screen. 
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Enter all the same information from the original time card entry.  Do not enter negative 

values.  This information is found on the Time Card Proof List. You should only have to 

enter the Job and the number of Days/Hours, the rest should default from the employee 

file.  After you click “OK” close out the Time Line Entry Window and the Time 

Transactions Window by clicking on the “x” in the upper right corner. 

 

 

 

 

 

 

 

 

 

 

 

Time Sheet Proof List 
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After closing the Time Transaction Window, you will get the following window.  Follow 

the letters to determine where to locate your information on your reports. 

 

 

 

 

 

 

 

 

 

 

 

 

Payroll Register 
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Deduction Register 

 

Check Register 
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After you have properly completed this screen and clicked “OK” you will get the third 

screen.  You will need to fill out the makeup of the SIT (State Income Tax) and CIT (City 

Income Tax.  These codes can be found in the Employee File on the Tax Tab. The SIT 

and CIT will automatically show in the upper left corner of your screen.  Enter these 

amounts in the amount fields.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



After you have entered all the correct information for this check, proof your entries by 

printing the proof report, then calculate your payroll, print your checks (put blank paper 

in your printer) and then post. 


