Check Number Field Information

There are various codes and numbers entered into the Check Number field on Invoices in Voyager.  Below is the list of codes and numbers used and explanation of when and why they are used.

CODES

WD

Walk Down This code is entered into the field when the invoice is prepared for to be walked down to New South for special handling payments. (Certified Checks, wire transfers, etc.) It remains in the filed until the payment is confirmed.

JV

Journal Voucher This code is used for invoices that are entered but are to be paid against an internal University fund transfer. (Student agencies, Departmental Charges, etc. ) 

CreditCard
  CreditCard is used for the Credit Card statements and for invoices that are charged to the Credit Cards.  (Example: CreditCard) 

Internal
Internal is used for invoices that are entered for internal tracking purposes only.  For instance, zero dollar invoices that are entered for fund correction purposes.  (Example: Internal)

NUMBERS

Check Numbers
When we pay by check the check number is entered into the Check number field.  If it was Special Handling invoice a WD is entered into the field and  when the check is received by the staff member the Check Number is placed into the field.  If it was sent down to New South by file it is entered as part of the Monthly run by Janet Lute.  (Example: 00527352)

· If we receive a returned check or a refund check we use the check number as both the invoice number and as the number for the Check number field.

Bank Drafts
When paying in a foreign Currency we often have to buy a Bank Draft in that currency.  In that case the request is coded WD walked down to New South. And when received by the staff member the draft number is entered into the Check Number field.  (Example: 873530)
Wire Transfer
When paying by Wire Transfer we have to mark the field as WD when we send down the request to New South.  The invoice may be approved or left pending at this point according to the currency involved.  Once we determine the payment has been processed the Payment ID Reference is entered into the Check number field.  (Examples: 0000229036 or SEP0291768)

Journal Vouchers
When paying invoices that are paid by University Journal Vouchers the Journal Vouchers number is entered (Usually by Jeff Rowlands) once the process is complete.  This will replace the JV code that was entered when the invoice was processed in Voyager.  The are usually multiple invoices on the same Journal Voucher.  (Examples: JV0000584592 or JV00003845)
