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The process of creating a Write Off (WO) transaction in FINET is the same, regardless of 
dollar amount. Anything over $25 should be coordinated through Office of State Debt 
Collection (OSDC).

Every WO transaction must be approved before the Receivable (RE) is written off. OSDC is 
responsible for all write-offs. 

1. From the home page, click on the Transaction Catalog tile.

2. Filter your search for the receivable you’d like to write off, then select
    the Search button. 
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While in the RE, verify that it is the transaction you want to write off. 

3. Click on the 3-dot menu     in the upper-right corner. 

4. Select Copy Forward under the Primary Actions column.
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5. On the Copy Forward page, highlight the WO line from the Target Transaction list, 
    then scroll further down.  
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6. In the Target Transaction section, enter your department number in the 
    Transaction Department field. OSDC wants all WO transactions to have the same 
    Transaction ID number as the associated RE. Copy and paste the RE’s number into the 
    Transaction ID field. 

7. Click the OK button if the department and ID are entered. 
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8. Click Validate.

9. Click Submit if there are no errors to adjust. 
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