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Void/Reissue 
 
Void 
 

1. After the checks have been assigned and printed click on Participant Summary 

 
 

2. Click on Void/Reissue Checks button 

 
 

3. Click on the Void button to void only one check 
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4. Void Check modal view 

 
 

 
5. Select a Reason for voiding the check from the dropdown 

 
 
 

 
6. Save/Cancel buttons: 

• Click on Save to save the entered information 
• Click on Cancel to cancel the transaction 
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Void/Reissue 
 

1. Click on Void/Reissue button to Void/Reissue all checks for the month 

 
 

2. Select one or more boxes in the Void/Ri column 
• Select a reason  

Note: If more than one boxes are selected first then the Reason is selected the reason will 
populate all boxes 

 

 
 
 

3. Void/Reissue view 
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4. The user has a choice of Issuing the Same Food Package or to Issue a Different Food Package 

 
 
Issue Same Food Package 
 

1. Click on the Issue Same Food Package button 

 
 

2.  

 
 

3. Print/Cancel buttons: 
• Click on Print to print the new checks 
• Click on Cancel to cancel the transaction 

 
 
 
 

Issue Different Food Package 
 

1. Click on the Issue Different Food Package button 

 
 

2. The Assign Food Package modal will display 
• Complete actions to assign a new food package 
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3. Void/Reissue view. 
• See that the Package to issue has change from the original package 4W110 

 
 
 
 
 



6 
 

Revised: 7/10/2015  Void / Reissue 

4. Print/Cancel buttons: 
• Click on Print to print the new checks 
• Click on Cancel to cancel the transaction 

 
5. The following Success message will display 

 
 
 

6. Click on the + to view the Voided checks 
Note:  There is a check mark in the Void Colum and a reason in the Reason Column 

 


