
 
Odyssey CMS Cheatsheet 

 

Void a Check  Page 1 of 3 

Topic:   Void a Check 
Date:    11/8/2012 
 

Summary:  The purpose of this cheatsheet is to instruct the user of how to Void a Check.  
 
Important:  Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain proprietary 
information that should not be disclosed to non-Odyssey users. 
 
This is NOT for a check that was created in a legacy system.  Please use a different cheatsheet for those steps.   
 
There are two ways to void a check.  You can either go to Find a Disbursement and void or you can go to the case and void. 
 
You can go to Find a Disbursement on the left Navigation Tree.  If you choose to use the Find a Disbursement option, click 
on Find a Disbursement and put in check number at pop-up and click Search. Right click on correct check number and 
select Void Check.  Verify that it is the correct check.  Click Yes and fill in reason for voiding check.  This will void on case.  
You can then go to step number 7 if you need to put check on hold or correct recipient information and finish following 
the steps. 
 
If you choose to go to the case, follow the below steps: 

  
1. Navigate to the Financial Tab on the case that the payment was taken. 

 
2. Click into the Case Fees under the Party that made the payment and click the View Trans link. 

 

 
 

3. Right click on the disbursement of the returned check and click Void Transaction. 
 

 
 
4. Click Yes and fill in Comment box.   
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5. Note that the disbursement is now voided. 
 

 
 
6. If the payment should be held until further information can be collected, click Edit Detail and click on the Hold 

checkbox(es). You can also correct the recipient if it is incorrect. 
 

 
 

 

 
 

7. Once the Check has been voided on the case, a negative disbursement is created in the Check Processing Queue that 
needs to be exported to OFM. Export the negative amount so that OFM knows about the void. 

 
8. Select Check Processing Queue from the left navigation menu under Fees and Finances. 
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9. Select the appropriate checking account, select the entry voiding the check by clicking the ‘x’ in the “select” column, 
then click Submit.  

 

 
 
10. The check will print when checks are run again through Group Disbursement. If a check is needed immediately, click 

the check icon under Case Fees on the case. 
 

 
 

11. Complete the Select Escrow to Disburse dialog box.  Click Continue. 
 

 
 
 

 
12. Click Save/Submit and go to the Check Processing Queue to print the check. 

 

 


