As a convenience, we have compiled multiple recent postings related to terminating AP invoices into a single posting here and have included a new diagram that illustrates when you should Delete or Cancel and/or Reverse-Match and/or Void a payment.  The full instructions including links to download the diagram and the full instructions in can be found by clicking the Read More link below this message.

These instructions on how to terminate an AP payment have been updated as of January 7, 2010.  Please disregard earlier versions.
Some agencies have experienced challenges in processing complete vendor payments when the AP Invoice requires credit memos, un-matching and /or un-releasing functions.
The updated (1/07/2010) instructions for processing such items have been posted here and a Word version of these updates can be downloaded by clicking the Read More link below and then clicking the attached document included at the bottom of the article.
Please click the following link to download a diagram depicting the timeline of payments and when to use the Delete function, versus the Cancel function, versus the Reverse-Match: 
INSTRUCTIONS
Prior to cancelling a Released AP invoice, please ensure it is Rejected by your agency POA approver or BOA auditor.
This will ensure the transaction is cleared out of Process Flow.
If you cancel an invoice before it is rejected from Process Flow the end result could be a paid transaction that shows an Approval status of Disapproved which causes confusion when looking at the transaction in the system and when it appears on reports.
Please note: the process used to terminate a Matched invoice depends on the status of the payment and whether or not it has been posted in an overnight cycle and/or paid to the vendor. 

Process to Cancel a Matched, Disapproved Invoice that has been Posted to GL in Daily Cycle
1.       Once the invoice has been disapproved (rejected) in Process Flow, the Agency AP processor should contact the BOA Audit Manager who will reverse match the invoice and disapprove the invoice credit (the invoice transaction with the 999 suffix).   
2.       PLEASE NOTE:  With both transactions disapproved the information will not show up on the vendor’s remittance advice, however, the transaction will not be purged from the vendor’s aging files as contained on your agency’s AP230 Open Payables report.
3.
The chargeback can be reviewed on AP90.1 to make sure the matched amounts have been reduced.
4.       The Agency AP Processor will enter the corrected invoice and match it using the AP20/MA43 screens so that it re-routes for approval.  
Please Note: Due to continuing complications arising from agency usage of the MA75.1 PO Cancel Invoice form in NH FIRST, security has been changed to block access to MA75.1.
The BOA Audit Manager has access to MA75.1 and will, on behalf of agencies, cancel matched invoices that have been disapproved and posted to the GL through a nightly cycle.    

If you need to cancel a matched, disapproved invoice that has been posted to the GL in the nightly cycle, please  e-mail Lisa Cacciola at mailto:Lisa.Cacciola@nh.gov  and include: (1) your request, including (2) the company, (3) vendor code, (4) invoice number, and (5) amount.
If the invoice has been input and matched on the same day you need to cancel it or if the invoice has already been paid, please refer to the instructions to void a payment in those two scenarios.
This change applies only to the scenario wherein an invoice has been matched and posted to the GL during a nightly cycle.
Scenario 2
Process to Cancel a Matched Invoice that has not yet been Posted in the Daily Cycle (i.e. Input, Released, and Cancelled on the same day)
1.       Once the invoice has been disapproved (rejected) in Process Flow, the Agency AP Processor will reverse match the invoice on MA70.1 – Invoice Unmatch using Special Actions - Reverse Match.  PLEASE NOTE:  (The green bar section of the form remains blank.  Ignore the message:  No related documents exist).
2.       Once the match is reversed, agency must Cancel the Invoice using AP30.4.
3.       Validate the cancelled invoice using AP90.
4.       The agency AP Processor will then enter the corrected invoice and match it using the AP20/MA43 screens so that it re-routes for approval.  
 Scenario 3
Process to Cancel a Matched, Disapproved Invoice that has been Posted to GL and for which Payment has been Disbursed
Please Note:  IF A PAYMENT HAS ALREADY BEEN MADE TO A VENDOR, THEN THE AGENCY MUST WORK WITH TREASURY AND BOA TO ENSURE THAT A DUPLICATE CHECK DOES NOT GET ISSUED.  THE NEXT SCENARIO COVERS THAT SITUATION:
Process to Cancel a Matched Invoice that has been PAID
1.       The agency notifies Treasury to void a check or BOA Audit Manager to void an IGP (Inter-governmental payment). 
2.       Treasury voids the payment and BOA re-instates all associated invoices with that payment.  If the payment is to be reissued Treasury initiates the reissuance.  If the invoice is to be terminated the BOA Audit Manager will reverse match the invoice and disapprove the invoice credit (the invoice transaction with the 999 suffix). 
3.       PLEASE NOTE:  With both transactions disapproved the information will not show up on the vendor’s remittance advice, however, the transaction will not be purged from the vendor’s aging files as contained on your agency’s AP230 Open Payables report. 
4.       BOA advises the agency that the invoices have been terminated so that the agency can work with Treasury to fix payment information and/or Purchase and Property to fix vendor location information, then re-process the original invoices.  (NOTE:  Void checks can be found by Drilling Around in the AP90 inquiry forms to the Payment Schedule folder.  Multiple payments occur only in cases of reissued payments).   
5.       The chargeback can be reviewed on AP90.1 to make sure the matched amounts have been reduced. 
6.       The Agency AP Processor will enter the corrected invoice and match it using the AP20/MA43 screens so that it re-routes for approval. 
INSTRUCTIONS FROM TREASURY ON VOIDING CHECKS
The process for voiding a check differs depending on when the check was produced.  If the check was produced while the state still operated using NH IFS (FY2009 and earlier) the void process involves extra steps.  Please click the link below for a full explanation of the attached process diagram:  
Treasury on a daily basis receives vendor checks back from the US Post Office due to bad addresses.   If the Post Office provides corrected vendor address (Remit To) information, Treasury forwards the information to Purchase & Property to update the Vendor Master file. 
Treasury then puts the check back in the mail to the correct address. (1)
If the check is addressed to a payee/one-time vendor, or if no address correction is provided by the Post Office Treasury forwards the check back to the respective Agency for follow-up. (2)
Follow-up for the agency refers to research to ensure the payment is still rightfully due to the payee.  After researching if a new address is found, the check should be put into the mail again.  (3)  
If valid address information is not available, you can return the check to Treasury and, at one year from the date of issuance, the check will get voided at the bank and transferred to the Abandoned Property Division.  (4a)
If the payment was made in error and the check is dated June 30, 2009 and prior, (IFS) a cash receipt document needs to be entered into NHFIRST (4b) and a copy sent along with the check to Treasury, “Attn: voids.” (5)
Treasury will void the check at the bank and approves the cash receipt. (6 & 7b)
Approval of the cash receipt credits back agency appropriation. (8)
OR
If the payment was made in error and the check is dated July 6, 2009 or after (NHFIRST), the agency prepares *instructions (4c) and attaches the check and returns to Treasury, “Attn: voids.” (5) Treasury will void the check at the bank, and void the check in NHFIRST. (6) 
Subsequently Bureau of Accounts will then run the invoice reinstatement (7a) which is what credits back the agency appropriation. (8) 
