Printing Checks To Vendors

Ui e Checks to Vendors can be printed “on the fly” while entering or

View CHS Setup Steps selecting bills to pay vendors, OR they can be printed in batches. . .
. e . .. . Iy T PRl b - Print Checks

Job Budeet, Bids, Costs (JB)  1Nis Help document will first describe printing checks in batches, 2
followed by how to print checks “on the fly”.

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

Joh Status, Scheduling (JS)

Purchase Orders (PO) To print check_s in t_;atches, FIRST use the features to ‘Select Bills
To Pay’described in a separate Help document. Then use the
Change Orders (CO) “Vendor Bills/Checks button underTask Menu on the

Navigtion/Home window. On the ‘Payables Selections’wind
use thePrint Checks' button.

Vendor Bills, Checks (BI)
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Printing Checks In Batches

Payables Selections: Add/Edit Vendor Bills and P

- Post NEW Wendor Bils Review | Edit POSTED Set
and Credit Card Charges : Yendor Bills and Ledgers EECLR
: (WE in index) : (WL in index)
1-Select Individual Bills to Pay
Select POSTED Bills L
For Printing
Checks: (There OR
are 2 Options.) 7
s ) x\“‘x 2-Select Groups of Bils to Pay

Print

Then-= Checks

Waivers of
Lien

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.imit Ranges For Processing ChecKgan 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.
department in the ‘From’ and ‘To’ Fields.

In that case, select the appropriate

LIMIT RANGES FOR F1I

OCESSING CHECKS

[

Selecting criteria in the ‘From’ and ‘To’

o] =] 3] oo

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 ne\
window.

Continue to the next page.

If needed, limit the checks

leave the ranges a

that will print by selecting criteria in the From and To

Fanges below. To procegs checks for ANL that have heen selected TO PAY, just
they are and uke the button labeled "Continue®.
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s PMO1 Froperty Mgt - 1000 Broadway
I
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P03 Froperty Mgt - 16000 Belleview
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Printing Checks In Batches - continued
The ‘Select Bank/Cash Accouniwindow will open after using the ‘Con-

SFLECT BANEK/CASH ACCOUNT 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
Cash Account - = |IDED-Cﬂ5H-CDN5TRUCTION CHECKING] j your books. After selecting the appropriate Cash Account, cliciCtre *
— - - tinue’ button.
=) L2l cOEDLnEs Click this button ta mark .
avalable are ores Continue the selected Cash ‘NOTE', You CAN setup a
Cmargkﬁd as ‘1‘35 r11‘|:|r Account as the "defautt” | ‘default’ bank account onINVIATTON Em| ? | Home | X
2l AnmliTes sty cash account. Then our Company Master th
e Back ch8 il supply that czsh |0 ill aut pt' }I/I dropi &{llbf It Bank Account 1020-CASH-CONSTRUC
of Accounts, = account each time this | Wil automatically arop in- foefault Bank Accaun - - =
window opens, as the Cash Account on tf3eect Default Check Style  [TOF CHECK 1 -

window shown on the left.

Enter Starting Check Number and Date for Checks | Ehl| 7 | Home | X |
B Previous Check #°s for Cash Account
Date On Checks - = 02/28/07 {Descending by Check Number)
Starting Check Number - > 11653 11652 ALSSTAR  L(15(2007 o
11651 KINGTAMARE &/ 16/2006
1020 CASH-CONSTRUCTION CHECKING 11650 SMITHAPR | B/10{2005
11649 KINGTAMARL S/10/2006
H H 11643 FRAMCIS]  &7107/2006
Report of Invoices Print Checks 11647 SMITHAPR aisxzil:u:la
Selected To Pay for 11646 KIMNGTAMARS &/5/2006
Current Check Run BACK 11645 FRAMCIS] | &/5/2006
— 11644 IsWoid FRAMCISI  &8/1/2006
11643 FAMTASTI | 7/156/2006

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 lisPoévious Checks for Cash Accounshown on the
window.

Report of Invoices Selected To Pay for Current Check RunTo 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.



Printing Checks In Batches - continued

Date On Checks - = 0z2/28/07
Starting Check Number - > 11653
1020 CASH-CONSTRUCTION CHECKING

Report of Invoices
Selected To Pay for
Current Check Run

Enter Starting Check Number and Date for Checks

Print Checks:

BACK

After using the ‘Print Checks’ button, a window will open that a8ks Checks

Loaded in Printer?’to remind you to load the checks.

The window also has a field for selecting t8aéck Stylé. There are 4 check

styles available to use. To preview the different styles, try usinBxa@ew

Checks/Page Setupbutton. That button will display the checks in report style Do Not Print Checks

you. Checks CAN be directly printed from the report window by using thePrint

button on the report toolbar. Also, top and bottom margins can be adjusted on Total Number of 7
Checks to Be Printed

the report window if the text needs to be set higher or lower for placement on your

checks.

If the button labeledyes, Checks are in Printer. Print Regular Checksis
used, the checks will automatically print without a preview.

Continue to the next page.....

ARE CHECKS LOADED IN PRINTER?

Check Printing Cornpany:  Dynamic Systerns, Inc, 800-782-2946, Cur style
recormmmendation for the arder is “Top Check 1"

Select Check Style:

I - -

Memo thak will prink on ALL checks printed in this batch, (CPTICNAL)

IMPORTAMNT! If wou use the "“es, Checks are in Printer,," button below, the
chiecks will autoratically print to your default printer! If you need to change
prifters, use the Preview Checks,," button and print ther from the previes
page. Then use the 'Print' button on the toolbar to select the correct printer!

Yes, Checks are in Printer.
Automatically Print Regular Checls.

/ *0OR, PREVIEW Checks first.

*HIMT: To preview the checks before they print (OR to post checks that will not
be printed), use the "Previesy Checks" button to view the checks on the screen,
After viewing, you can use the Close button on the report toolbar and then
select MO for posting the chedks, OR, they can be printed wsing the Print button
o the report toolbar,  IF they should be posted, but not printed, use the Close
button on the report toolbar and then select YES for the posting the checks,
(This can be handy if NO for posting was accidentally selected after printing
checks previously, )

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.

SETUP COMPANY MASTER INFORMATION @i| @ Home | X
C:CHS 2006 ProgramstDemo Daka for CHS 20060CHS20060emolbata, mdb
COMPANY MAME  [Fantastic Builders, Inc. |Defaul?ﬁank Account 1020-Ca5SH-COMSTRUC -
STREET ADD 1000 SOMEWHERE DR. Select Default Check Style TOF CHECE 1 -
CITY Aastin eck Prnting Lompany. Dynamic Sysiems, Inc.
ETATE T | 800-782-2946 (w'e recommend Top Check 1.]




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 thetetdablestwiere
too many invoices to print on the stub. Since there is that possibility, the next window to open after printing checke shilven below.

& Print Invoice Reports? [X] By using the button labele@®tint Reports ONLY
DO YOU WANT TO PRINT INVDIC;B// for Checks with too many Invoices to print on

REPORTS TO ATTACH TO THE CHEC 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

PLEASE WAIT until checks are finished printing sent to the vendor.
to answer the questiprl!l

REMEMBER to put regular jgaper in the Printer;

L |if you do not need to print reports of invoices paid
with the checks, use thEihished/ Continu€ button.

i Print Reports ONLY for

i Checks with too many R

iInvoices_to print on stub. | ALL
7 Here is an example of the invoice information that will print on a check stub.
Finished,/ Continue /
/ JOB ADDRESS - COST CATEGORY Inv Date  Imwoice # GL MNum Amount
H11RIVER-11 RIVER RUN-3110 Materials-Floors/Walls 8252006 3110 8252006 1430 $100.00
H11RIVER-11 RIVER RITH-4550 Interior Close Doors 2272007 4550 2272007 1430 $144.00
TEST1-2000 Gibson 5t -3110 Iaterials FloorsWalls 10042006 3110 1042006 1430 $2,354.80

B3 Post the Checks? .| POSTING THE CHECKS - After the checks have been processed (either

- printed or previewed), a pop up window will open to verify that the checks
DO YOU WANT TO POST THE CHECKS: printed properly before posting them. If the button labe¥ss, the checks
ran OK, so Post them as Paidis 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.

PLEASE WAIT until checks are finished printing
to answer the guestion!!!

'YES, The checks ran OK, If the button labeledNo, Do Not Post the Checks As Pal used, the
. so_Post them as PAID. 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
No, Do Not Post the so the checks can be reprinted, if necessary.
Checks as PAID!

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



Printing Checks In Batches - continued

B| CHECKS POSTED AND CASH BALAMCE

After the button is used to Post the Checks (as shown on the
previous page), the window shown here will open. The The checks have been posted to the cash
program will calculate thResulting Cash Balancen the account below!

checking account selected for printing the cheC _ : ’

1020
There is also a button available Rrint List of Checks CASH-CONSTRUCTION CHECKING
Processed today for Above Account’ Using that button
will open a ‘List of AP Checks’ report. Resulting Cash Balance

$97,504.06

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. Print List of Checks Processed Today for Above Account -
l/ REMEMBER TO TAKE CHECKS OUT OF PRINTER. FIRST!

Index-- m
/

Close, Do Not Print List of Checks

LIST OF AP CHECKS 28-Feb-07

CHECK # CASH® DATE VNDR ID VENDOR NAME AMOUNT
11653 1020 28-Feb-07 [ATUSSTAR LTSTIN STAR ROCFING $2,623 50
11654 1020 28-Feb-07 [BRIGHTCH BRIGHTON CTUSTOM PAINT $550.00
11655 1020 2&8-Feb-07 [SWBELL SOUTHWESTERN BELL TELEFHOWE $31 25
11656 1020 28-Feb-07 [SWBYFS SOUTHWESTERN BELL YELLOW PAGES $75.00
11657 1020 28-Feb-07 [TEDISP TEXAS DISPOSAL SYSTERD, INC. $33 .09

Grand Total $3.313.74



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 labeledPost or Print CheckK.....

8] =] 2] one | x]
Post Entries to Pay Later (Alt+N) |

OR Post or Print Check (Alt+K) |

OR  Postto Credit Card (A{+D) | 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

OR Post as Paid Voucher {A}\T} |

ints Mrkup % | Select GL#12°
|:||:||Tnta| S ENE| To Be Rei
$722.48 | pack chg || PAYORID
$722.48 | Mew Line

If the button labeledPost
Check Without Printing’ is used,

the program will simply post thecheck Date- = | 12/08,06 | Previous Checks {descending order) EE"S"F'E!H"?' MaIStEI:LSEI thal:
. . o) [ | at Casi
necessary accounting entries to 11651 Bf16/2006  KINGTAMARA o | . - a._,'ﬂﬂr\",;aticany o
reduce your cash ba|ance, aﬁ'e Check Number-: | 11552| Hgig g;ig;;ggg Em;?:;iRA this screen.
mark the invoice(s) associated PR | $722.48 | 11645 8/10/2006  FRANCIS] IDEA: When pasting a cash
with the check as PAID. : 11647 8/5/2006  SMITHAPR deduction or negative
11646 ars) 2006 KIMGTAMARA armount (Far a refund
_ Yendor- |ARRDVD | 11645 85,2006  FRANCIS] deposit) that does nok have

If the button labeledPrint 11644 Is¥aid §/1/2006 FRAMCIS] a check number, use a

. . 11642 6/8/2006  FAMNTASTI or 2.123106. (single digit
printing checks described on t 11641 6/8/2006  FANTASTI | [number, then periad, then

previous pages in this Help
document will open.

to quickly print a check for the entries shown on the ‘Add/Edit Vendor Bills’ window.

Quick Check Printing and/or Posting

8| =| 2| x|

Select Cash Account-» |1EIEEI - CASH-CONSTREUCTION CHECEIMG

-l

HIMT: Set up a “default”
cash account on the

Print Check ‘ OR  Post Check Without Printing

Do Not Post or Print Check

6 digits that represent the
date) This helps separate
khings like debit card
kransactions From ackual
checks during a bank
reconciliation.




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 butt&rifgbeled
Post This Check Using that button will open th&)uick Check Printing and/or Posting window shown below.

SEFLECT INDIVIDUAL INVOICES TO PAY W Uncheck to Turn OFF Pop Up Motes For Yendar | Ep]| w | Home | ¥
Tao Select a hill TO PAY, select Yendar, then change URMPAID to TO PAY far each entry to pay.
Retainage will not he activated when the "Select All" buttan is used. Reselect TO PAY to activate Retainage. , Print,/Post This Check
Cnly Vendaors with unpaid bills will he available here. Yendors with an Inactive status will not be available.
— Print Batch of Checks
VYendor (STOCK-Stock Building Supply - Select All | Select All Except Retainages
<-Previous Yendor Next Yendor-= Unselect All | Select Retainages iny/| Post As Paid by Credit Card
STATUS Arnount Date Dwe Date  Invoice # Dezcription GL Murn Job E-:u:le/ Cozt Code CHS Motes -
b Select - JTOPAY - $100.00 | 08/25/06 | 10424006 (3110 2110-hiterials- 1430- = |[H11RIWER/ - |3110- -
Tazk g25z005  |Fleersinials DIRECT —tatenials- [
Select = JTOP&Y = $2.354.80 | 10404406 | 12/03/06 |3110 3110-hsterials- 1430- = |TEST - |3110- =
Tazk 1042008  |Flecrsilialls DIRECT —|Materials [
Select - |TOFRAY - $144.00 | 0242707 | 04/28/07 4550 4550 Interior Close 1430- - [HI1HWER - [4550- -
Task, 2072007  |Doors DIRECT lnterior [
Total | $2.593.30 | |T|:| Deduct an amount from the ikvoice o pay later, Select the Tagk: l)eduu:t Amount Fram [Fyvoice'. | =
Total of All Total To Pay For | |To mark POSTED unpal 3 1 i p lor 3
Selected To Pay Thiz Yendor Vendaor Bills windaw, Q“lfk C'hECk Pl“lt“lg ﬂ“[l 01 PDSt“lg
$2.598.80 $2.598_80 Select "Unpaid Bills For
data entry window. T colact Cash Account-> [1020 - CASH-CONSTRUCTION CHECKING -]
Check Date-= | 02/28/07 | Previous Checks {descending order)
Csh-MD-010201 1)212002 CASHDEDUCT
If the button labeledPost CheckWithout Printing’ is Check Number-: | 11E|SB| Csh-Cash2481-A  3/30/2002 | CASHDEDUCT
d, the program will simply post the necessary ac- Csh-CashldSd4 2{28/2002  CASHDEDUCT
used, the prog Ply p y A o $2.508.60 | |CoiCashi480  1j31/2002 | CASHDEDUCT
counting entries to reduce your cash balance, and mar ment Amoun | bty | 5100 IsWoid ALDIOWID
the invoice(s) associated with the check as PAID. 5100 Is¥oid S{11j2006 | AUDIOVID
(s) Yendor-= |5TDEK | 12001 1)30/2007  FAMTASTI
) . . 12001 1/300z007 |2
If the button labeledPrint Check’ is used, the windows 12000 S5f11/2006  ALSBLISIO
Ho ; ; H 11657 212812007  T¥DISP
fo.r printing checks degcrlbed on the previous pa in Iy 2282007 | SWBTPS =
this Help document will open.
Print Check ‘ OR  Post Check Without Printing
Do Not Post or Print Check




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 behin
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’.



