
Lists Of Checks AND Utility To Change Check Numbers, Cash Accounts, or Paid Dates Of Checks

The quickest way to open the ‘Lists of Checks’ window is to type ‘LC ’ in the Index field on the
Navigation/Home window, and then press your ‘Enter’ key on your keyboard.  The window can also
be opened from other areas of the program that have a ‘Lists of Checks’ button on the toolbar.

The ‘Lists of Checks’ window can be used to review and print lists of checks for selected criteria.  There are also features
available in the ‘Select Task’ field to the left of the lines to edit some of the check information.  The features on the window
are explained in this Help document.



Select Criteria to View List Of Checks

Select or enter criteria in the ‘From’ and ‘To’ fields to determine which checks will display in the window.
Example:  We entered a range of dates from 03/12/02 to 03/12/02 to view ONLY checks that were printed on that day.

Example below:  We wanted to view all checks written to one vendor, so we selected ‘ARROYO’ in the From and To Fields to
display the checks for that vendor.



Sorting Displayed Checks
When the ‘Lists of Checks’ window opens, the checks will be sorted first by Cash Account, then by Check Number.  You can
sort the list by any column by following the steps below.  NOTE!  After using the Sort features, the window might need to be
closed and reopened to use the ‘From’ and ‘To’ criteria fields.

Step 1 - Click on a field in the column to sort by.  In our example, we will sort by Vendor Code, so we will click on a field in the
Vendor Code column.

Click!

Step 2 - Click on the ‘A-Z ’ button to sort in ascending order, OR on the ‘Z-A ’ button to sort in descending order.

To remove your sort, click the ‘Remove Sort’
button on the toolbar.



Print List of Checks

To open a report to print a ‘List of Checks’ displayed on the window, use the ‘Print List of Checks’ button.



Print List of Checks With Invoice Detail

To print a report of the Invoice Detail associated with checks, use the button labeled ‘Print Invoice Detail for Selected Cash Account’.



Print Detail For One Selected Job
The CHS program is designed to track cash activity BY JOB even though invoices for multiple jobs can be paid with one check. Invoices
paid for one selected job can be displayed on a report.  The features to print the check detail for a selected job can ALSO be used to
prepare a simple Draw Request for the job, if needed.   To do that, set up a Title, Header, and Footer text to print on the report by using
the button labeled ‘Title, Header, and Footer For Job Lists’.

Type in the appropriate
information on the ‘Title,
Header, and Footer For
List of Checks For Job’
window.  The fields are
self explanatory.

This information will be
stored and available to
use the next time the
‘List of Checks’ window
is opened.

Continue to the next
page.



Print Detail For One Selected Job - continued
Print the invoice detail behind checks for one job by using the button labeled ‘Print Detail That Applies to Selected Job Only’.

See previous page about
setting up your own Title,
Header, and Footer text for
the report.

This report will display ONLY the
detail related to the selected job
(EVEN if the checks included
invoices related to other jobs).



Print Detail For One Selected Job - continued

Print a list of checks for one job without invoice detail by using the button labeled ‘Print Check Totals For Selected Job Only’.

See previous pages about
setting up your own Title,
Header, and Footer text for
the report.

This report will display ONLY the
amount of the check related to the
selected job (EVEN if the checks in-
cluded invoices related to other jobs).



Change Check Numbers, Cash Account, or Paid Check Date For Checks

To the left of each check line on the ‘List Of Checks’ window is a Select Task Field.  To change a Check Number, Cash Ac-
count, OR the Check Date, use the ‘Select Task’ field to select ‘Change Check Number, Check Date, or Cash Account’.

The window for changing
check numbers, cash ac-
counts, or check date is
shown to the right.

Enter the correct informa-
tion in the appropriate field.
Then use the appropriate
button to the right of the
field to make the change.

After the appropriate button
is clicked, the program will
make the change and send
information to an audit table
about the change and which
user made the change.



Quick Review of the Invoice Detail Behind a Check

To quickly review the detail about invoices paid with a check, use the ‘Select Task’ field to the left of a check line to select
‘Report of Invoices Paid With Check’.



Void a Check

To Void a Check in the List of Checks, use the ‘Select Task’ field to select ‘Void This Check’.  A window will open
to use for voiding the check.  See Help Documents on that window about voiding a check.


