How to Print Checks
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Follow the instructions below to print Accounts Payable checks.

1. Navigate to the Main Application Menu and select Accounts Payable/Print Checks. The Print Checks list opens.

2. By default all checks listed are selected for printing. Select the Bank Account from the drop-down list.

3. After selecting the Bank Account, all checks that were marked for payment in Pay Bills for the selected bank
account are displayed in the list. If only certain checks are to be printed, click the Unselect All button located at
the lower left of the list, and then select the Print checkbox to the left of each check to be printed at this time.

4. When finished selecting checks, click the Print button located at the lower right of the form.
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Print | Check Date | Pay to the Order Of | Amount | Memao

6202012 Boone, Julianne 0.60 overpayment refund

6/20/2012 Burns, Karl 0.60

9/18/2012 ADI 137.74

9f27/2012 ADI 27363.30

9272012 ATL 2200.93

9272012 Bosch Security System... 33184.43

9f27/2012 TriEd 1803.30
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5. The Check Number form opens. Confirm the next check number to use is correct then click OK.

Check Number

Enter the starting check number.

Cancel
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6. The selected checks display in Print Preview mode. You can scroll through the pages before sending to the printer.
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Note: If any of the checks in the printing batch contain more than 13 bills being paid, at the end of the check printing you
will be prompted to print the Remittance Report. The Remittance Report prints all bills that were paid on the check. This
report is printed on plain white paper and then should be attached to the check to be mailed to the vendor.
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7. When you are ready to send the checks to the Printer, click the Print & Close button located at the upper left of
Print Preview window.
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****(Ome Thousand Four Hundred Dollars and Fiftv*Two Cents

ATL, Inc.
P.0. BOX 528928
Philadelphia, Pennsylvania 19182

8. A message confirms the checks printed and should be marked as printed.



Wait until all checks have printed before clicking the Yes button to confirm.
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b Did all of the checks print correctly?
b Answering 'YE5' to this will mark all the

checks in the list as printed.
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9. The Print Remittances form opens. If there were any checks printed to vendors where more than 13 bills were
paid, the option "Only Print Remittances that will not fit on checks" is selected by default. If more than 13 bills are

paid to a vendor, the application prints the first 13 bills on the check stub, and then the overflow is printed after all
checks have finished printing.

If the "Only Print Remittances that will not fit on checks" option defaults, make certain plain white paper is in the

printer, then click OK. If there are no overflow checks, click the Cancel button and no remittances will be printed. Below
is a sample of a the Remittance report.

Print Remittances u

—Print Options

¢~ Do not Print Remittances

+ Dnly print remittances that will not fit on checks:

" Print Remittances for the following range of chedk numbers

from 35051 to [35057

oK I Cancel




Payment Date: S/27/2012
Check No: 35053
Check Amount 327 353 30
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From To
SedonaSecurity AD
417 Forest 231 West 42nd 5t
Plymouth, Ml 48170 NewYork, New York 10024
Vendor ADI
Summary: Cuantity Amount
Total Bills Paid 19 27,563.77|
Total Discounts Applied (20047
Total Credits Applied 0.00
Net Bills Paid by Check 27,363.30
Total Direct Part Purchases 0.0
Total Direct Expenses 0.00
Check Amount 27,363.30
Bills Paid Allocafion
Bill # Date Total Paid Credits Applied Discount Taken Cash Applied
12895489 B22012 10087 10087
145555 BAZ2012 13774 13774
1651852 Ba2012 16587 165 8T
16515658 SATI20M2 4543.00 454300
165885 52012 1.598.00 1528.00
19589 Ei2012 13774 13774
19655455 BA/2012 13774 13774
5325 BAG2012 3000 3000
5EAT S27i2012 10087 10087
37258 27/202 53045 53045
37258 27/202 58594 1132 554 52
37302 827/2012 2302 .48 4805 225643
ITNo S27i2012 44518 850 43528
ITNE S27i2012 1590.56 R 1586.75
37323 27/202 147771 2955 144818
37338 27/202 3541.88 T84 3471.14
455681 Ba2012 35000 35000
5185165 52012 BATTTT BATT.TT
TSB41851 B&I2012 T2987 T2587

2rEea T T 2736330




