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This document provides instructions for the following actions: 
1. Adding a new cheque to the register (page 1 and 2). 
2. Viewing existing records/cheques in the register (page 2 and 3). 
3. Cancelling an existing record in the register (page 4). 

 

1. Adding a new cheque to the register. 
2. Log in to the BOS Portal.  

 
3. Navigate to the “Cheque/EFT Register”: 

a. On the left side of the BOS Portal, under Applications, select “Voucher”.  

b. A menu will then open under Voucher – click on “Cheque/EFT Register”.  

c. The icon for the Cheque/EFT Register will appear on the right – click on it: 
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4. On the page that the register opens on, click on “Add” –  

 
5. Enter all required details into the Cheque/EFT Register form and click ‘save’: 

 
6. Once the form is filled out, click on ‘Save’ – please note this form does not verify your 

information, so it’s important to double-check what you enter. 

 

2. Viewing existing records/cheques in the register. 
 

1. Log in to the BOS Portal.  
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2. Navigate to the “Cheque/EFT Register”: 

a. On the left side of the BOS Portal, under Applications, select “Voucher”.  

b. A menu will then open under Voucher – click on “Cheque/EFT Register”.  

c. The icon for the Cheque/EFT Register will appear on the right – click on it: 

 

 
3. All previously entered records will display when you open the register 

 
4. On the far right of the row, in the ‘Action’ column of the record, you can click on ‘View’ 

to see a detailed version of the record: 
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3. Cancelling an existing record in the register. 
1. Log in to the BOS Portal.  

 
2. Navigate to the “Cheque/EFT Register”: 

a. On the left side of the BOS Portal, under Applications, select “Voucher”.  

b. A menu will then open under Voucher – click on “Cheque/EFT Register”.  

c. The icon for the Cheque/EFT Register will appear on the right – click on it: 

 

 
3. All previously entered records will display when you open the register 

 
4. On the far right of the cheque’s row, you can see a red ‘Cancel’ button – click on it.  

 

5. In the pop-up box that appears, enter the cancellation reason and then click on 

‘Save’. 

 


