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Maintaining In-Process Checks 
 
 
 
Introduction: 
 
Checks go through several stages during the various financial batch processes.  The payment processing begins at the Pre-Payment stage.  Pre-payment 
allows the user to view (from the Pre-payment report) what the payment amount will be before any payment batches have actually run.  If a payment 
amount is incorrect at the Pre-payment stage modifications can be made to the placement or the rate setting allowing the payment to process correctly when 
the payment batches run. 
 
The Pending Check Status is the first status achieved once a check is created by Calc Ongoing.  During this stage all payments are swept up for a particular 
provider (and county) and pulled together to form a Pending check.  During the Pending status, a user has the ability to cancel that check or cancel 
individual line items within that check.  A check will only stay in a Pending status for 48 hours before being picked up by the check write batch.   
 
The check write batch moves the check from a Pending Status to an In-Process Status.  Once a check has reached the In-Process Status there is an 
expectation (for the purpose of IV-E claiming) that the check amounts are accurate, and that check numbers and dates will be applied to the In-Process 
check.   
 

Note:  One can not cancel an In-Process check.  In fact, once a check reaches the In-Process Status 
nothing can be done to maintain the disposition of that check.  If the check is incorrect then the user must 
move that check to an Outstanding Status in order to maintain the disposition of that check. 

 
Once a check sits in an Outstanding Status the payment amounts associated with the check will be available for IV-E claiming. 
 
This guide will describe the various methods for viewing In-Process checks, and the method for accessing and using the Check Number Recording Page, 
which is used to manually add check numbers and dates to the In-Process check. 
 
 
 
 
 
 
 
  



 
Viewing An In-Process Check:  
 
Each In-Process check is part of a "voucher" (batch).  The voucher number can be found on the Pre-Audit Report (FM0202 or FM0222).  It is the county's 
responsibility to apply the appropriate check numbers and dates that correspond with the actual checks that were sent out through the county system.   
 

 
 
 
From a Case (Background): 
 
Unlike viewing financial information from a provider, you will only see the payments associated with the case.  Green money bags indicate payments that 
are not linked to a check.  Yellow money bags designate a payment that is associated with a check.  The status of the check (Pending, In-Process, 
Outstanding etc.) is described in the associated hyperlink located just to the right of the payment hyperlink. 
 
The samples below illustrates accessing an In-Process check from both a case and a provider perspective. 
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From a Case (Steps): 
1. From your expanded Case, expand the Payments icon .  
 

 
 

2. From the expanded payments click on the hyperlink associated with the In-Process check that you 
wish to view. 
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From a Provider (Steps): 
 

1. Providers display both payments and checks.  To access the In-Process Check from a Provider 
click on the Checks icon  . 

 

 
 
2.  From the expanded Checks click on the hyperlink associated with the In-Process check that you 

wish to view. 
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Note:  When you view check information on an In-Process Check everything is 
in view only mode.  You do not have the ability to maintain or work with any 
part of the In-Process Check from this page. 
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Moving an In-Process Check to an "Outstanding" Status: 
 
As noted above, the In-Process status is an interim status between Pending and Outstanding.  It is 
important to note that In-Process checks can not be canceled.  In order to cancel an In-Process check one 
must move that check to an Outstanding Status.  As mentioned above, once a check has reached the In-
Process Status there is an expectation (because of IV-E claiming processes) that the check will have check 
numbers and dates applied to it that are representative of the actual check that went out on the County side.  
Every check must move from the "In-Process" status to the "Outstanding" status.  There are two methods 
used by counties currently to accomplish this.   
 
In most counties, the checks are not cut through eWiSACWIS, rather they are cut by a county specific 
financial system.  The county can either develop a financial interface which will automatically update the 
In-Process checks with check numbers and check dates, or the county can manually input the check 
numbers and dates individually through the Check Number Recording Page. 
 
The following steps will outline the process for moving an In-Process Check to an Outstanding Check 
through the Check Number Recording Page. 
 

Note: We will not describe in this guide the process for developing and moving 
check data across a Financial Interface. 

 
Using the Check Number Recording Page (Steps): 
 

1. From the main menu choose Maintain > Financial > Check Number Recording. 
 



 
 

 
 
1. The Check Number Recording Page will open.  Search out your In-Process Checks by either 

Voucher Number or Provider ID.  If you search by Voucher Number than you will return all In-
Process Checks that exist for that Voucher Number.  If you search by Provider ID then you will 
return a filtered result set of just those In-Process checks that are specific to that provider.  Your 
results may span multiple voucher numbers. 

 
2. Your search results will return with the last two columns being blank next to each check.  You will 

need to enter the check number and check date for each individual check.  Saving the page will 
result in the check number and check date being saved for that check.  It will also move the check 
from In-Process to an Outstanding Status.  
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