How to Clear AP Checks from the Print Queue after
they have been Reconciled
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If a User did not print All AP Checks from the Print Queue before they were Cleared through the Bank Reconciliation,
they can still be Cleared from the Print Queue.

The Payment will show under the Vendor but without a Check Number.

Once the Check is cleared from the Print Queue it will update with the entered Check Number.

Vendor Account

1. Goto the Vendor Account that has a Check(s) in the Print Queue.

2. Select Payments.

3. Double-click to the open the Payment that was Cleared in the Bank Rec.

4. The Check will show “Cleared” and the Check Number will show as “In Queue.”

e Write Checks ** Cleared Check **
Pay From Bank Account 100200 100200 Cash - Operating™ Balance: £2,614,919.28
? = | Amazon.Com, Lic =l Branch Alzbama -
W [w In Print Queue
Sedona Security DATE [515/2024 4 inQueve
Lo |
PAY IO THE GsT ;
ORDER OF b&mazon.Com, Ll 3200 $0.00
Applied
Two Dollars and Zerg Cenfgemwmmeeeeeees Total 0.00
ADDRESS  |amazon Com, Lic *k *k Balance 2.00
LaBeL R0, BOX 13704 Cleared
Detroit, | 48201
MEMO
Due Vendor Refg Branch Bill Due Paid
7[a/2024 Amazon.Com, Lic 123 MI 200.00 200.00 2.00

AP Print Checks

Select the Checks in the Print Queue that need to be removed. Select Print.



&) Print Checks

[o] o |
Bank Account Next Check Mumber : 14140
| 100200 B4 100200 Cash - Operating*
Print Check Date Pay to the Order Of Amount | Memo
11/10/2024 American Express 1180.00 American Expre

1 Checks To Print

Select Al | UnselectA]\l Frint Bill List | Margins | PBrint | Close |

When the Check Number screen opens, enter the starting Check Number for the Check(s).

Or you can enter a “1” for example, so it does not affect the actual check numbers.

The Check Number cannot be changed once it has printed.

x

Enter the starting check number.
Cancel |

14140)

Check Number

When the Print Preview screen opens, select “Close.”

© Report Preview - Check: Deluxe Middle (505 5] X
File Help
B & prscess [ |44 OB Q&0% ]| & 1A | @ ek © forvmd | PDF Bodl BT Imt HTML' Close |
American Express 11/10/2024 14140
Bills Paid Allocation
Bill# Date Discount Taken Amount Applied
; 02124 T021202¢ 2000 =000
! amazonse-z siezze s00.00
120.00 1,180.00
GST Number: 98 Check Ameurt: 115000

Select Yes to Confirm the Checks printed correctly.

Print Checks

-"-_-"-I Did all of the checks print correctly?
Y Answering 'YES' to this will mark all the

checks in the list as printed.

Select the appropriate option for printing remittances.
Go back to the Vendor Account and select Payments.

The Payment will now be updated with the Check Number.






