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Holding and Releasing a Disbursement 

HELD DISBURSEMENTS 

Follow these steps to mark a disbursement transaction as held and remove the hold when the disbursement 

is ready to be released. 

Holding a Disbursement 

1. Open the OOOOrder Transactionsrder Transactionsrder Transactionsrder Transactions    screen by navigating to either: 

 

 

〉 The ClosingClosingClosingClosing section > Order Order Order Order TransactionsTransactionsTransactionsTransactions screen  

     

 

 

     ----OROROROR----    

 

 

 

 

〉 The RegisterRegisterRegisterRegister screen and clicking the 

Order TransactionsOrder TransactionsOrder TransactionsOrder Transactions button  

  

 

 

 

 

 

 

 

 

 

 

2. Click the HeldHeldHeldHeld check box 

next to the disbursement 

you want to hold  

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Non-check transactions (e.g., ledger transfers or outgoing wires) cannot be held even when the 

HeldHeldHeldHeld check box is checked. 
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Holding and Releasing a Disbursement 

HELD DISBURSEMENTS 

 

The disbursement appears on the 

Register with a HeldHeldHeldHeld status.   

 

 

 

 

 

 

Releasing a Held Disbursement 

1. Navigate to the Order Order Order Order 

TransactionsTransactionsTransactionsTransactions screen 

(using one of the 

methods above) 

2. Uncheck the HeldHeldHeldHeld check 

box next to the 

disbursement you 

want to release 

 

 

 

 

 

 

The disbursement 

appears on the Register 

in a PendingPendingPendingPending status and is 

ready to be disbursed. 

 

 


