
Printing Checks To Vendors

Checks to Vendors can be printed “on the fly” while entering or
selecting bills to pay vendors, OR they can be printed in batches.
This Help document will first describe printing checks in batches,
followed by how to print checks “on the fly”.

To print checks in batches, FIRST use the features to ‘Select Bills
To Pay’ described in a separate Help document.  Then use the
‘Vendor Bills/Checks’ button under ‘Task Menu’ on the
Navigtion/Home window.  On the ‘Payables Selections’ window,
use the ‘Print Checks’ button.

OR, start typing ‘Check..’ in
the ‘Index’ field on the
Navigation/Home window
and press your Enter key.
Then use the ‘Print Checks’
button.



Printing Checks In Batches

Before printing a Batch of Checks, Vendor invoices must to selected TO PAY
as described in Help Documents about selecting invoices TO PAY.

After selecting invoices TO PAY, use the ‘Print Checks’ button.  The window
shown below will open.  The ‘Limit Ranges For Processing Checks’ can be
used to select criteria to limit the ‘TO PAY’ invoices that will be included on
the checks.  For example, you may have selected several invoices TO PAY
for different vendors, but need to quickly print a check for one vendor.  In
that case, the appropriate vendor can be selected in the ‘From’ and ‘To’ fields
on the window.   OR, if you have different departments (or divisions) set up
in your company, it may be necessary to print checks for one department at a
time using different checking accounts.   In that case, select the appropriate
department in the ‘From’ and ‘To’ Fields.

Selecting criteria in the ‘From’ and ‘To’
ranges is NOT necessary if checks should
be printed for all invoices that have been
selected TO PAY.

After criteria has been selected on the
‘Limit Ranges...’ window  (OR not), use
the ‘Continue’ button to go to the next
window.

Continue to the next page.



Printing Checks In Batches - continued
The ‘Select Bank/Cash Account’ window will open after using the ‘Con-
tinue’ button shown on the previous page.   Use this window to select the
‘Cash Account’ (checking account) that the checks should be posted to on
your books.  After selecting the appropriate Cash Account, click the ‘Con-
tinue’ button.

Date on Checks - Enter the date that should be printed on the checks AND that will be used to post the checks in
your accounting records.  Enter the date as six digits.  (Ex:  for Feb 20, 2007, enter 022007)

Starting Check Number - Enter the FIRST check number of the checks that will be printed.  The program will use
this number to begin the check run and will mark PAID invoices with consecutive check numbers based on this
starting number.  Note:  It can be helpful to review the list of ‘Previous Checks for Cash Account’ shown on the
window.

Report of Invoices Selected To Pay for Current Check Run - To review the invoices that will be included in the
check run, use this button to open a report of those invoices.

Print Checks - Use this button to open the window described on the following page.

NOTE:  You CAN set up a
‘default’ bank account on
your Company Master that
will automatically drop in
as the Cash Account on the
window shown on the left.



Printing Checks In Batches - continued

After using the ‘Print Checks’ button, a window will open that asks ‘Are Checks
Loaded in Printer?’to remind you to load the checks.

The window also has a field for selecting the ‘Check Style’.   There are 4 check
styles available to use.  To preview the different styles, try using the ‘Preview
Checks/Page Setup’ button. That button will display the checks in report style for
you.  Checks CAN be directly printed from the report window by using the Print
button on the report toolbar.   Also, top and bottom margins can be adjusted on
the report window if the text needs to be set higher or lower for placement on your
checks.

If the button labeled ‘Yes, Checks are in Printer. Print Regular Checks.’ is
used, the checks will automatically print without a preview.

Continue to the next page.....

NOTE:  You can set up a Check Style that will ‘default’ into the ‘Check Style’ field on the window
shown above by opening your ‘Company Master’ window from the Home navigation window.  See
Help documents available on that window.



Printing Checks In Batches - continued
IF more invoices have been selected than can be printed on a check stub, the program will print a large note on the check stub that there were
too many invoices to print on the stub.  Since there is that possibility, the next window to open after printing checks is the one shown below.

By using the button labeled ‘Print Reports ONLY
for Checks with too many Invoices to print on
stub.’, you can print a report of all invoices paid a
check that could not display all invoices on itsstub.
That report can be attached to the checks when it is
sent to the vendor.

If you do not need to print reports of invoices paid
with the checks, use the ‘Finished/ Continue’ button.

POSTING THE CHECKS  -  After the checks have been processed (either
printed or previewed), a pop up window will open to verify that the checks
printed properly before posting them.   If the button labeled “Yes, the checks
ran OK, so Post them as Paid.”is used, the program will post the appropriate
Cash activity entries to your accounting records AND will attach Check
Numbers and a PAID status to the invoices that were included on the checks.

 If the button labeled “No, Do Not Post the Checks As Paid”is used, the
program will NOT post the payment entries to your books, and will NOT
mark the invoice entries as Paid.  The invoices will remain in a TO PAY status
so the checks can be reprinted, if necessary.

After the checks are posted as PAID, the window shown on the next page will
open.  Continue to the next page.

Here is an example of the invoice information that will print on a check stub.



Printing Checks In Batches - continued

After the button is used to Post the Checks (as shown on the
previous page), the window shown here will open.   The
program will calculate the Resulting Cash Balance in the
checking account selected for printing the checks.

There is also a button available to ‘Print List of Checks
Processed today for Above Account’.  Using that button
will open a ‘List of AP Checks’ report.

The List of AP Checks report can also be opened by typing
‘LC ’ for ‘ LC - List of Checks’ in the Index field on the
Navigation/Home window to open a window for reviewing
checks.   See the separate Help Document about Lists of
Checks on that window.



Printing Checks ‘On The Fly’ From the ‘Add/Edit Vendor Bills’ Window

Vendor Invoices to pay are posted on the ‘Add/Edit Vendor Bills’ window as described in
the Help document about posting Vendor Bills.  After Vendor Bill invoice lines have been
entered, a check can be quickly printed from the ‘Add/Edit Vendor Bills’ window by using
the button labeled ‘Post or Print Check’.....

Post or Print Check (Alt + K) - IF the check has already been manually written, you can
simply ‘post’ the check using the window shown below.  OR, this same button can be used
to quickly print a check for the entries shown on the ‘Add/Edit Vendor Bills’ window.

If the button labeled ‘Post
Check Without Printing’ is used,
the program will simply post the
necessary accounting entries to
reduce your cash balance, and
mark the invoice(s) associated
with the check as PAID.

If the button labeled ‘Print
Check’ is used, the windows for
printing checks described on the
previous pages in this Help
document will open.



Printing Checks ‘On The Fly’ From the ‘Select Individual Invoices To Pay’ Window
On the window used to select Vendor invoices TO PAY, (described in a separate Help document), there is a button labeled ‘Print/
Post This Check’.  Using that button will open the ‘Quick Check Printing and/or Posting’ window shown below.

If the button labeled ‘Post Check Without Printing’ is
used, the program will simply post the necessary ac-
counting entries to reduce your cash balance, and mark
the invoice(s) associated with the check as PAID.

If the button labeled ‘Print Check’ is used, the windows
for printing checks described on the previous pages in
this Help document will open.



Lists of Checks, Change Check Numbers or Cash Accounts, and Voiding Checks

Please see the separate Help Document about ‘List of Checks’ for information on reviewing checks, check registers, detail behind
checks, AND for information on changing Check Numbers, OR changing the Cash Account that checks were posted to.

Also, please see separate Help Document about ‘Voiding Vendor Checks’.


