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Marking Checks as ‘Stale’ in Nextgen  

Why mark a check as Stale?  What is the Difference between Staling and Voiding a check?  Staling a 
check in Nextgen removes it from future bank reconciliations and, when possible, posts journal entries 
giving cash back and setting up a liability in the associated expense funds.  Voiding a check is a 
permanent action taken in cases where the check is being replaced or payment is being cancelled.  
Staling is a non-permanent action taken when a check is deemed old and potentially will not be cashed.  
This takes the check off of reconciliation reports but if cashed, can be ‘un-staled’ easily.  **Note:  Other 
reconcilable items that represent converted outstanding checks can be marked Stale in Nextgen but the 
system will not post journal entries as there is no associated invoices for which to determine the 
expense funds. ** 
 
Checks that have a reconciliation status of Stale cannot be voided or cleared. Therefore, if a stale check 
is cashed or needs to be voided, first, it must be un-staled before additional action can be performed in 
Nextgen. 
 
Component criteria for staling must be specified for the option to become visible and available.  The 
criteria is normally a liability class function value that will be used to represent monies still owed to 
vendors. 
  
Use Bank Code Maintenance to specify the criteria for each bank code.  
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Once the component criteria are supplied, a new button will appear after the bank code/account 
number is selected in the Check Reconciliation transaction. A screen example follows: 
 

 
 
To stale/un-stale a check, click on the button. The screen changes to the following example. 
 

 
 
This is the screen to stale checks. To un-stale any checks, click the “Unstale Checks” option. The screen 
loads the checks that have an Outstanding reconciliation status when on the stale screen and Stale 
reconciliation status when on the un-stale screen.  Use the On or Before date field to restrict the 
number of listed items based on the date entered. 
 
To stale/un-stale an item, check the box for each item to act upon. For each item checked, Nextgen will 
display a message as to whether or not journal entries will be made. If Nextgen can post journal entries, 
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the screen changes, prompting for required posting information. NOTE: POSTING DATE IS VERY 
IMPORTANT!!! The posting date determines not only when the journal entries are posted but also 
which month future bank reconciliations will no longer show the stale check. If un-staling checks, it 
only posts the journal entry, if possible, as the reconciliation status of the check will reset to 
Outstanding.   An example of a completed screen follows: 
 

 
 
Once Post is clicked, the journal entries are made, a recap of the amounts for each bank code affected is 
displayed and the checked items are removed from the list. The recaps amounts listed are the monies 
that may need to be moved to other listed bank account. **NOTE: If the word stale (for staling) or 
unstale (for un-staling) does not appear in the comments, Nextgen will add text to the beginning of the 
comments when posting so that stale/unstale journal entries can be found using the JE Query 
transaction comments search function.   Also, the check reference is added to each journal entry 
comment.**   An example of the bank code recap and journal entries report follow: 
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If a check was marked stale in a future fiscal period, the check will be listed on the reconciliation list and 
reconciliation report with a status of Paid/Stale and a date (list only). The date represents the posting 
date and/or the date for which the Stale status was applied. Nextgen uses the status date to determine 
if the stale check should appear/be reported in the reconciliation process.   An example of what the 
reconciliation list would look follows: 
 

 
 
As part of the Stale check feature, Nextgen now has an additional search feature on JE comments in the 
Journal Entry Query transaction.   This comments field is used in conjunction with the “Search Option 
For Characters in Text Fields” to search journal entry comments for specific words/phrases.   This can be 
used for any text, not just stale and unstale.   An example of the screen follows: 
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