How to Void an ACH/EFT Payment in
SedonaOffice

01/04/2024 10:45 am EST

When a customer’s scheduled ACH/EFT payment needs to be Voided, there are two options available: using the EFT
Processing Module or through the Customer Account.

EFT Processing

Select EFT Processing under the Accounts Receivable Module.
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In the top section of the EFT Processing Module select the following:
Merchant: If your company has more than one Merchant, select the correct one from the drop-down menu.
Process Date: Select the Date the payment is scheduled to process.

Branch: If your company has more than one Branch, select the correct one from the drop-down menu.

Then select either “Bank” or “Credit Card”.
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Once the selections have been made in the top section, the scheduled payment will be listed in the “Ready” Tab or if the

Payment has already been submitted to Forte it will be listed under the “Approved” Tab. Once the Payment is under the
“Settled” Tab it can no longer be voided.

Ready Tab: Select that payment by checking the box to the right of the payment under “Ready”.

At the bottom of the screen, select “Void”.
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Approved Tab: Select that payment by checking the box to the right of the payment under “Ready”.

At the bottom of the screen, select “Void”.



) EFT Pracessing - Sedona Security - Forte
Tools
Filters
Merchant 210778
Frocess Date | 04/01/2023
Branch

Bark

Showing trarsacli‘ms):é-m‘ns - Test Live Account

@ Credit Card

Infior mation
Total Count
Selected Count

Total Amount

Selected Amourit

184
1
$72,418.85

$1,319.92

=8 [El =)
Customer Actions
=2 Mew Transaction
& Disputas.

rpady | spproved [|semied | Rejected | voided | Refinded | Previously Funded | orphaned |
I Branch Customer Nu Mame Description Payrment Type Amaunt Submitted  Payment Meth Transaction Reference Authorization
Bl
RTYERTYETRY h:l 1065 £51.00 03/08,2023 cd75f1ba-c926-4e50-b44b-hae3s... 4FS335
] Michigan 340 Jesslynn Lupo TEST Job 1049 -1 $50.00 03/09,/2023 f13f8531-76ad-4db3-961-afa8b6... BAP216
] ©hio 48781 Smokey Treats BBQ CYCLE INVOICE Invoice 469109 $49.47 03/03/2023 4a9d47da-2cc1-44208-a4a4-7390..,  3NCBS3
1 Mihigan 2103 ARID CYCLE INVOICE Invoice 459337 £126,75 03/03/2023 99cfBa7aceea-4187-3321-253a7 ... BGS9E9
I ohio 10001 Small, Henry CYCLE INVOICE Invoice 469023 £77.38 03/03/2022 77911520-0415-9236-b740-620a,., SEL934
123 test 48960 Secure U CYCLE INVOICE Invoice 469009 $143.40 03/03/2023 4646e81f-0of-deef-a75d-Sacf23... BOES3L
123 test 48960 Seoure U CYCLE INVOICE Invoice 469004 $2.01 03/03/2023 =1 9d3497h0-a5fd-4914-bE27-0578... TKFII0
123 test 48960 Seoure U CYCLE INVOICE Invoice 459382 $150.06 03/03/2023 1111 588a6B87f-Se¥3-4a60-b511-883d... BXMET4
Chio 10001 Small, Henry CYCLE INVOICE Invoice 459312 $385.90 03/03/2023 1111 9ed6bffd-071c-4bl17-bal6-57e83... SUWE3I2
123 test 48960 Seoure L CYCLE INVOICE Irwoice 469075 £74.20 03/03,/2023 @ 1111 a51h3alc-Pecl-48c7-a8ad-e7ff3c... (KS190
1 123 test 48960 Seoure L CYCLE INVOICE Irwoice 4589074 $6.36 03/08/2023 @ 1111 529072%-h6f4-4814-001b-3d93f .. TLRSSA
T 123test 48960 Secure U CYCLE INVOICE Irwvoice 469073 $1003.22 03/03/2023 1111 9af2cad9-4a12-4db6-075a-9e64d.. 7BRA3Y
] Michigan 340 Jesshrin Lupo CYCLE INVOICE Irivoice 425147 $29.40 03/03/2023 1111 elSdefad-bfe7-4633-3320-0994dF... 2BIEGT
1 Michigan 390 Jesshyrn Lupo CYCLE INVOICE Invoice 425140 $913.25 03/08/2023 1111 fS877dfB-2014-98b6-8030-f2464 ... TVGOT1
Michigan 340 Jesshyrn Lupo CYCLE INVOICE Invoice 425139 $41.,00 03/03/2023 1111  ed2ab4d0-34ed-41c8-8561-chifa... 10v472
e=| 1w160f1B4 =]
Action on Salectsd /
£ submit = cettie o Rw s

Once you select “Void” a window will pop-up confirming the Void and will ask if you want to continue. Select “Yes”.
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After selecting “Yes”, another window will pop-up letting you know the transaction was successfully voided. Select
NOKH‘
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Select the “Voided” Tab and the payment that was just voided will show in the list and will include the “Voided Date”
and under “Reason” will show who Voided the Payment.

Customer Account

In the Customer Account select “EFT History”.
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Double-click on the transaction that needs to be Voided. It will have a status of “Ready” or “Approved”.

Dake Amount | Submit Date Status Paymenk Method | Description
3/1f2023 $35.00 READY * MAST - 1732 Cycle Invoice |
2/13/2023 $85.00 3/2{2023 APPROVED MAST - 1732 Cycle Imvoice
2/13/2023 $90.00 3/2f2023 APPROVED MAST - 1732 Cycle Imvoice
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The Edit Transaction screen will open and the payment that needs to be Voided will automatically be selected with a

check mark on the left side of the payment.

At the bottom of the screen select “Void”.



There will not be pop-up window asking for confirmation or that the payment has been successfully Voided.

Select Close.
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Now the Payment will show under EFT History as “Voided”.
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