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w to Process Payments via Pay Vouchers Screen

re the steps on how to print checks via the Pay Vouchers screen:

1. Open Pay Vouchers screen from Purchasing (A/P) > Pay Vouchers.

2. Select Check as Payment Method.

3. Click Process Payment toolbar button.

4. When Process Payment screen opens, all posted payables but not yet printed under the selected bank account will be displayed. Select the
payable you wish to print. You can either assign check number manually or let the system automatically assign the next check number available.

5. In case that a transaction or several transactions were selected from the Pay Vouchers grid before clicking Process Payment, the selected
transaction will be posted first and only that transaction/s will be displayed on the Process Payment screen.

1 If ever that check number is assigned manually, the system will check if the number has not been assigned previously. A warning
message will prompt, telling the user that it is already used in a different transaction.

6. Click Print Check button to open Report preview.

7. On preview, click Print button. Another window will open where you can either Save or Print the Check depending on the selected Destination.

8. After the actual printing of the Check, close report preview.

9. Printed payment will now be listed in the Process Payments > Archive File > Not yet generated list.

10. Check No will now be displayed in the Check No field of the created Pay Voucher Detail records.

Here are the steps on how to print checks via the Pay Vouchers screen:

1. Open Pay Vouchers screen from Purchasing (Accounts Payable) > Pay Vouchers.
2. Select Check as Payment Method.
3. Click Process Payment toolbar button.
4. When Process Payment screen opens, all posted payables but not yet printed under the selected bank account will be displayed. Select the
payable you wish to print. You can either assign check number manually or let the system automatically assign the next check number available.
Preview Close
Details
Bank Account: 68215422 ~ Bank Name: Sample Bank Next Check No: 00020013
Process Type Process Payments i
® Checks M selectAll [JClearAll B3 Layout ~ Q@ | Filter Reco
ACH or NACHA ToProcess | Date Record No. Payee Check No. Transaction Type Amount
Positive Pay v 01/26/2016  PAY-33 Cracked Mug Auto-assigned. Click to chan... AP Payment 1.100.00
v 01/26/2016  PAY-44 Cracked Mug Auto-assigned. Click to chan. AP Payment 143.00
Sheckbormat v 01/26/2016  PAY-45 CC Jitters Auto-assigned. Clickto chan... AP Payment 100.00
Check Voucher Middle v 01/26/2016  PAY-46 CC Jitters Auto-assigned. Click to chan... AP Payment 60.00
Check Voucher Middle Overflow v 01/26/2016  PAY-47 Cracked Mug Auto-assigned. Click to chan... AP Payment 135.00
v 01/26/2016  PAY-48 Cracked Mug Auto-assigned. Click to chan. AP Payment 141.75
Check Printing Options v 01/27/2016  PAY-50 CC Jitters Auto-assigned. Click to chan... AP Payment 25.00
| Print Company Name v 01/27/2016  PAY-51 Cracked Mug Auto-assigned. Click to chan... AP Payment 500.00
' Print Vendor Name
! Print Check No.
« Print Memo
(s} [ The check number save is successful.
5.

In case that a transaction or several transactions were selected from the Pay Vouchers grid before clicking Process Payment, the selected

transaction will be posted first and only that transaction/s will be displayed on the Process Payment screen.

Pay Vouchers 0 x
Undo Print Post ProcessPayment Select DueDate Reload Export v Close
Detail
Date Paid: |01/27/2016 [ BankAccount: Sample Bank © Balance: | 236,605.13 | Payment Method: [Check [v
Q OpenVoucher B Layout Q | Filtes
VendorID | Company DueDate | Voucher.. | VendorVoucher... | Terms Voucher Tota... | Discount | Interest | AmountDu..| Payment | Withheld | PaymentMe
.~ 0001005078 Cracked Mug 02/11/20.. BL8O INV-5. Net 15 100.00 0.00 0.00 100.00 100.00 0.00
0001005079  CClitters 02/11/20..  BL-81 INV-6 Net15 20000 000 000 200.00 200,00 10.00
0001005078 _ Cracked Mug 02/11/20.. BL82 NV-7 Net 15 150.00 0.00 0.00 150.00 0.00 0.00
0001005079 CCitters 02/11/20.. BL-83 INV-8 Net15 300.00 000 000 300.00 000 0.00 S
< | »
Process Payments A~ 0O X
Preview Close
Details
Bank Account: 68215422 v Bank Name: Sample Bank Next Check No 00020013
Process Type Process Payments
® Checks [ Select All [ Clear All B8 Layout  Q |Filte
ACH or NACHA ToProcess | Date Record No. Payee Check No. Transaction Type Amount
Positive Pay v 01/27/2016  PAY-53 Cracked Mug Auto-assigned. Click to chan... AP Payment 100.00
v 01/27/2016  PAY-54 CC Jitters Auto-assigned. Click to chan... AP Payment 20000
Check Format
Check Voucher Middle
Check Voucher Middle Overflow




1 If ever that check number is assigned manually, the system will check if the number has not been assigned previously. A warning
message will prompt, telling the user that it is already used in a different transaction.

6. Click Preview button, to open Report Preview.

X
TR I I
Vendor: 0001005078 Cracked Mug Account:
Bill Id Invoice No. Comment Amount Discount Paid Amount
sLso (S ov2n20t6 T
Check Amount:  *+100.00 Date: 01272016 CheckNo.; 00020013
i21 Demo Setup Company(Source) sample Bank 00020013
Foragne. W 46813 ot i 4s30 oaTE 01272016
One Hundred and 00/100 * * * * * ** = s s s revenenererans s
%Yms Cracked Mug
ORDER 123 Test
OF Indianapolis, IN 46204
*020013r07?L0000L0EB225L 22
Vendor: 0001005078 Cracked Mug Account:
Bill Id Invoice No. Date Comment Amount Discount Paid Amount
a0 it ov2n20t6 Toose 000 100
7. On the Report Preview, click Print button. Another window will open where you can either Save or Print the Check depending on the selected De
stination.
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8. After the actual printing of the Check, the Print Check Verification screen will open.

Print Check Verification

Commit Close
Details

Printed Checks

Fail Al [ Fail None
Fail | Reason Record No. Date Check No. Payee
| ‘ Enter reason why the check failed to print. PAY-53 01/27/2016 00020013 Cracked Mug
‘ Enter reason why the check failed to print. PAY-24 01/27/2016 00020014 CC Jitters

@ e

Ready

Amount
100.00
200.00

9. Click Commit if the check is successfully printed and click Yes on message.

iRely i21

Are you sure to commit the printed and failed check numbers?

Yes

10. Print Verification screen will close and Pay Bills screen will be displayed.

11. Check No will now be displayed in the Check No field of the created Pay Voucher Detail records.
Pay Voucher Details - Cracked Mug

New

Search Void Recap Close
Detail | Audit Log (0)
Vendor No: Cracked Mug Date Paid: 01/27/2016 Record No: PAY-53
Bank Account: Sample Bank Payment Method: | Check Currency: usD
Amount Paid: 100.00 | Unapplied Amount: 0.00 | Vendor Credit:
Bank Balance: -236,905.12 | Check No: 00020013 Withheld: 0.00
Notes:
B8 Layout Q. |Filter Records (F3)
DueDate | Record No Invoice No Terms Voucher Tot.. | AP Account Discou... | Interest | AmountDu.. | Payment
02/11/2016  BL-80 INV-5 Net15 100,00  20000-0000.. 0.00 0.00 0.00 100.00
Pay Voucher Details - CC Jitters
New Search Void Recap Close
® 06 51 Printed Detail | Audit Log (0)
Vendor No: CC Jitters Date Paid: 01/27/2016 Record No: PAY-54
Bank Account: Sample Bank Payment Method: | Check Currency: usD
Amount Paid: 190.00 | Unapplied Amount: 0.00 | Vendor Credit:
Bank Balance: 0.00| Check No: 00020014 Withheld: 10.00
Notes:
B8 Layour  Q |Filter Records (F3)
DueDate | Record No Invoice No Terms Voucher Tot... | AP Account Discou... | Interest | AmountDu.. Payment
02/11/2016  BL-81 INV-6 Net15 200.00 20000-0000... 0.00 0.00 0.00 200.00
0.00 200.00
@ 6 B4 Printed 4 4 page 2| of2

Here are the steps on how to print checks via the Pay Vouchers screen:

. Open Pay Vouchers screen from Purchasing > Pay Vouchers.
. Select Check as Payment Method.
. Click Process Payment toolbar button.

. When Process Payment screen opens, all posted payables but not yet printed under the selected bank account will be displayed. Select the
payable you wish to print. You can either assign check number manually or let the system automatically assign the next check number available.

AWNPF



Process Payments

Preview Close

Details

Bank Account: | 68215422 ~ Bank Name:  $ample Bank Next Check No: 00020013
Process Type Process Payments i
® Checks i SelectAll []ClearAll  8d layout Q| Filter Records (F3)

ACH or NACHA ToProcess | Date Record No. Payee Check No. Transaction Type Amount
Positive Pay v 01/26/2016  PAY-33 Cracked Mug Auto-assigned. Click to chan... AP Payment 1.100.00
v 01/26/2016  PAY-44 Cracked Mug Auto-assigned. Click to chan... AP Payment 143.00
Ehecidorman v 01/26/2016  PAY-45 CC Jitters Auto-assigned. Click to chan... AP Payment 100.00
GTETNELETE (M 21 v 01/26/2016  PAY-46 CC Jitters Auto-assigned. Click to chan... AP Payment 60.00
Check Vioucher Middle Overflow v 01/26/2016  PAY-47 Cracked Mug Auto-assigned. Click to chan... AP Payment 135.00
v 011262016 PAY-48 Cracked Mug Auto-assigned. Click to chan... AP Payment 141.75
Check Printing Options v 01/27/2016  PAY-50 cc jitters Auto-assigned. Click to chan... AP Payment 25.00
v 01/27/2016  PAY-51 Cracked Mug Auto-assigned. Click to chan... AP Payment 500.00

/| Print Company Name
! Print Vendor Name
| Print Check Ne.

' Print Memo
® 0

5. In case that a transaction or several transactions were selected from the Pay Vouchers grid before clicking Process Payment, the selected
transaction will be posted first and only that transaction/s will be displayed on the Process Payment screen.

[]  The check number save is successful

Pay Vouchers

Undo Print Post Process Payment Select DueDate Reload Export ~ Close

Detail

Date Paid: 01/27/2016 [ BankAccount:  Sample Bank v Balance: -236,605.13 = Payment Method: |Check v

Q, OpenVoucher g Layout Q |Filter Records (F3)

Vendor ID Company DueDate | Voucher.. | VendorVoucher.. | Terms Voucher Tota... | Discount | Interest | AmountDu... | Payment | Withheld | Payment Me
~ 0001005078  Cracked Mug 02/11/20..  BL-80 INV-5 Net 15 100.00 000 0.00 100.00 100.00 0.00
~ 0001005079  CClJitters 02/11/20..  BL-81 INV-6 Net 15 200.00 0.00 0.00 200.00 200.00 10.00

0001005078 _ Cracked Mug 02/11/20.. BLB2 INV-7 Net 15 150.00 0.00 0.00 150.00 0.00 0.00

0001005079 CCitters 02/11/20.. BLS83 INV-8 Net 15 300.00 0.00 0.00 300.00 0.00 0.00

Process Payments

Preview Close

Details
Bank Account: 68215422 v Bank Name: Sample Bank Next Check No: 00020013
Process Type Process Payments
® Checks Select All [ Clear All B8 Layout ~ Q Filter Records (F3)
ACH or NACHA. ToProcess | Date Record No. Payee Check No. Transaction Type Amount
Positive Pay v 01/27/2016  PAY-53 Cracked Mug Auto-assigned. Click to chan... AP Payment 100.00
v 01/27/2016  PAY-54 CC Jitters Auto-assigned. Click to chan... AP Payment 200.00
Check Format
Check Voucher Middle
Check Voucher Middle Overflow

1 If ever that check number is assigned manually, the system will check if the number has not been assigned previously. A warning
message will prompt, telling the user that it is already used in a different transaction.

6. Click Preview button. Preview Task List screen will open while the system is generating the report.

Process Payments

Preview Close

Preview Task List

Bank Accoun X Remove [ Archive BB Layout Q. [Filter Record
Process Tyg Report Mame Status Download Details
Check Voucher Middle o LN Bl -
Check Voucher Middle Qg LN E
Check Voucher Middle Qg LN E
{ ~ 1] p = T
CEiEvE Check Voucher Middle Qs L X =
Check Form Check Vioucher Middle Qg F =
i < & =
Check Vouch Check Voucher Middle E‘, . =l
Check Vouch




7. Then, Report Preview screen will open.
p—

Check Voucher Middle

‘\uw el ez b M - g
Vendor: 0001005078 Cracked Mug Account:
Billld Invoice No. Date Comment Amount Discount  Paid Amount
e i e ot
Creckamauns 1006 oy p—
121 Demo Setup Company(Source) Sample Bank 00020013
PN e,
Indianapolis, IN 46204 DATE: 01/27/2016
Fort Wayne, IN 46815 Indlanapall

One HunGred and 00100+ + <+ x < £ # s s s s s s s xssssnes )

PAY _ Cracked Mug

LR 123 Test Drive
OF  Indianapolis, IN 46204

*020013r07?L0000L0EB225L 22

Vendor: 0001005078 Cracked Mug Account:
Bill Id Invoice No. D: Comment Amount Discount Paid Amount
BL80 INV-5. 012772016 10000 0.00 100.00

Check Amount: **100.00 Date: 01/27/2016 Check No.: 00020013

8. On the Report Preview, click Print button. Another window will open where you can either Save or Print the Check depending on the selected De

stination.
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9. After the actual printing of the Check, the Print Check Verification screen will open.

Print Check Verification

Commit  Close

Details

Printed Checks
[ Fail Al [] Fail None

Fail | Reason Record Neo. Date Check No. Payee Amount
| Enter reason why the check failed to print. PAY-53 01/27/2016 00020013 Cracked Mug 100.00
| Enter reason why the check failed to print. PAY-34 01/27/2016 00020014 CC Jitters 200.00

@ © 0 Reagy




10. Click Commit if the check is successfully printed and click Yes on message.

iRely i21

Are you sure to commit the printed and failed check numbers?

11. Print Verification screen will close and Pay Bills screen will be displayed.

12. Check No will now be displayed in the Check No field of the created Pay Voucher Detail records.
Pay Voucher Details - Cracked Mug

New Search Void

Recap Close

Detail | Audit Log (0)
Vendor No: Cracked Mug Date Paid: 01/27/2016 Record No: PAY-53
Bank Account: Sample Bank Payment Method: | Check Currency: usD
Amount Paid: 100.00 | Unapplied Amount: 0.00 | Vendor Credit:
Bank Balance: -236,005.13| Check No: 00020013 Withheld: 0.00
Notes:
B8 Layout Q |Filter Records (F3)
DueDate | Record No Invoice No Terms Voucher Tot... | AP Account Discou.. | Interest | AmountDu.. | Payment
02/11/2016  BL-80 INV-5 Net15 100,00  20000-0000.. 0.00 0.00 0.00 100.00

Pay Voucher Details - CC Jitters

New Search Void Recap Close
® © O = printed Detail | Audit Log (0)

Vendor No: CC Jitters Date Paid: 01/27/2016 Record No: PAY-54

Bank Account: Sample Bank Payment Method: | Check Currency: usD

Amount Paid: 190.00 | Unapplied Amount: 0.00 | Vendor Credit:

Bank Balance: 0.00| Check No: 00020014 Withheld: 10.00

Notes:

8 Layour Q| Filter Records (F3)
DueDate | Record No Invoice No Terms Voucher Tot.. | AP Account Discou... | Interest | AmountDu.. —Payment
02/11/2016  BL-81 INV-6 Net15 200.00 20000-0000... 0.00 0.00 0.00 200.00

0.00 200.00
® 60 0 = erinted 4 4 page 2| of2

Here are the steps on how to print checks via the Pay Bills screen:

1. Open Pay Bills screen via Purchasing and then click over Pay Bills menu.
2. During Pay Bills creation (see How To Select Payments for Multiple Vendors), select Check as your payment method to enable Print button.


https://help.irelyserver.com/display/DOC/How+To+Select+Payments+for+Multiple+Vendors

3. Click Print toolbar button and select Print Check to open Print Checks screen.

&) Pay Bills alalx
(] ] ~
¥ v > ~ |
Undo Print Post  Select Due Date Reload  Close
Date L lcount:  TE v | Balance: ' 507,637.96 Payment Method:  Check b
Print AID Cach Doniiramante
Q ViewBill ) print Checks REIES
[F] Vendor, (- ) i ? Memo
0 ovon | = = 4
[ veoor || Pint  Preview  Close
[C] v-001 | Bank Account: |TE ¥ Bank Name: Sample Bank Next Check No: 00000007
[ v-001
] veoor || | Bectromc Bank servies print Checks
[E] v-001 | | @ None [¥] Select All [7] Clear All | Filter: X
ToPri.. Date Record No. Payee Check No. Transaction Type Amount
= 06/15/2015  PAY-14720 Juan Dela Cruz AP Payment. 295.00
2} 06/15/2015  PAY-14721 Juan Dela Cruz AP Payment. 52.25
Check = = 06/15/2015  PAY-14722 Test Vendor AP Payment. 18.05
v 06/15/2015  PAY-14723 Juan Dela Cruz Auto-assigned. Click to change. AP Payment. 1425
Check Voucher Middle
Check Printing Options
Print Company Name
[¥] Print Vendor Name ~
Print Check No.
@ % | | [@Print Memo
@ % | Ready

4. On the grid, all posted payables but not yet printed under the selected bank account will be displayed. Select the payable you wish to print. You
can either assign check number manually or let the system automatically assign the next check number available.

5 Print Checks

[=11ES
=
Print Preview  Close
Bank Account: TE v | Bank Name: Sample Bank Next Check No: 00000007
Electronic Bank Services Print Checks |
© None [¥] select Al [7] Clear Al | Filter: x
ToPri.. Date Record No. Payee Check No. Transaction Type Amount
06/15/2015  PAY-14722 Test Vendor ra Click to change. | AP Payment 18.05
06/15/2015  PAY-14723 Juan Dela Cruz 10000000 AP Payment 14.25
Check Format

(Check Voucher Middle

Check Printing Options
Print Company Name
Print Vendor Name
Print Check No.

Print Memo

@ 29 | The check number save is successful.

1 If ever that check number is assigned manually, the system will check if the number has not been assigned previously. A warning
message will prompt, telling the user that it is already used in a different transaction.

5. You can either directly print the Check or preview it first before printing.

i. Click Preview button to actually print the check.

= |e|m

Print Preview | Close

ii. Preview Task List screen will open while the system is generating the report.

\atll Preview Task List 2%
Sl Remove || Archive  Filter: X

[[] Report Name Status Download Details

[]  Check Voucher Middle Q a8 =



. On the Report Preview, click Print button. Another window will open where you can either Save or Print the Check depending

Then, Report Preview screen will open.

il Report Viewer X
Check Voucher Middle
= ==
Vendor: V-001 Juan Dela Cruz Account: 1010101111
Bill ld Invoice No. Date Amount. Discount Paid Amount
BL-45684 INV-102 06/15/2015. 15.00 075 1425
Check Amount: 1425 Date: 06/15/2015 Check No.: 10000000
Fourteen and 25/100 ** *# 1 xx e r s s s s s s e
06/15/2015 1425
Juan Dela Cruz
Vendor:  V-001 Juan Dela Cruz Account: 1010101111
silld Invoice No. Amount Discount Paid Amount
BL45684 INV-102 06152015 1500 075 1425
Check Amount: 1425 Date: 06/15/2015 Check No.: 10000000

on the selected Destination.

Print

Total: 1 sheet of paper

Cancel

= e Name\Brother DCP...

Destination
Change...
Pages © Al
Copies 1.
Layout Portrait =
Options Tuwo-sided

4+ More settings

Print using system dialog.. (Ctri=Shift+F)

. Click Print toolbar button
| |l Print Checks

=

Print

& (]

Preview

Close

Print
Total: 1 page
Destination [ saveaspor

Change...
Pages D Al
Layout Portrait =
Paper size Letter =
Margins Default =
Options ¥ Headers and footers

Background graphics

. Check will be printed automatically using your system's default printer.



6. After the actual printing of the Check, the Print Check Verification screen will open.

5 Print Check Verification

il

Commit  Close

Printed Checks
[¥] Fail Al [ Fail None
Fail Reason

D Enter reason why the check failed to print

@ 29 ) Ready

Record No. Date

PAY-14723 06/15/2015

Check No.
10000000

Payee

Juan Dela Cruz

7. Click Commit if the check is successfully printed and click Yes on message.

%) Print Check Verification

i

Close

Commit

Printed Ched
[¥] Fail Al [] Fail NGY
Fall Reason

[E] Enter reason why the check faild

@ 3 /) Ready

Record No. Date
rint. PAY-14723

lll iRely 21

06/15/2015

Check No.
10000000

Payee

Juan Dela Cruz

X

e Are you sure to commit the printed and failed check numbers?
=

I

8. Print Verification screen will close and Pay Bills screen will be displayed.
9. Check No will now be displayed in the Check No field of the Pay Bill Detail record.

3 Pay Bill Details

~
0 H A
New Search
Vendor No:

Bank Account: TE
Amount Paid:
Bank Balance:
Notes:

= Layout + ¥
[F] Due Date

D 07/15/2015

Record No.
BL-45684

0":‘7 i | Posted/Printed

= |

— ~

Terms

5% 10 Net 30

@ A

Void Recap Close

Date Paid:

Payment Method: Check

0| Unapplied Amount:

Record No: PAY-14

Currency:

0 Vendor Credit:

0| Check No:

Withheld:

Bill Total AP Account

15.00 26003-0000

Here are the steps on how to print checks via the Pay Bills screen:

Discoun...  Interest Amount Due

0.75 0.00 0.00

Page

1. Open Pay Bills screen via Accounts Payable > Activities and double click over Pay Bills menu.

2. During Pay Bills creation (see How To Select Payments for Multiple Vendors), select Check as your payment method to enable Print button.

Amount

14.25

Amount
14.25

Payment

14.25

14.25

of 1


https://help.irelyserver.com/display/DOC/How+To+Select+Payments+for+Multiple+Vendors

3. Click Print toolbar button and select Print Check to open Print Checks screen.

|l Pay Bils
D=y 1 & @
Undo Print Post  Select Due Date Reload  Close
Print Check
Date | @ ik Ehec ccount: 01 ¥ | Balance: 203,250.25 Payment Method:  Check
Print A/P \Eash Requirements
|| | ¥] selectAl i e r Al AP +  Group + | vend
Aondor TD Fararants, T Duan Dok Qill_#. Tormc. Qill Total Niccnunt Intoroct. Arnount Do Dovmannt 1
lal| Print Checks
ai=_
B \.‘iﬁ g
| i Preview  Close
(| | B _
il Bank Account: |01 ~ | Bank Name: My Bank Next Check I
|
gr Electronic Bank Services Print Checks
5 e [¥] Select Al [I7] Clear Al | Fiter: x
_ To Print  Date Record No. Payee Check No.
(@) ACH or NACHA
(] 09/16/2014  PAY-1 Sample Company To be printe
1| | © Positive Pay Format

Check Format

Fhock Veachae Middln

4. On the grid, all posted payables but not yet printed under the selected bank account will be displayed. Select the payable you wish to print. You
can either assign check number manually or let the system automatically assign the next check number available.

Name: My Bank

Next Check No: 00000895
Print Checks
[¥] Select Al [] Clear All | Fiter: X
ToPrint Date Record Mo. Payee Check No. Transaction Type Amount
| 09/16/2014  PAY-1 Sample Company’ To be printed AP Payment 50.00 ”

1 If ever that check number is assigned manually, the system will check if the number has not been assigned previously. A warning
message will prompt, telling the user that it is already used in a different transaction.

5. Click Preview button to actually print the check. Preview Task List screen will open while the system is generating the report.
lalf Print Checks

& (4

Preview

Close

BankAccoNl ¥ Bank Mame: My Bank

{u) Preview Task List

x|
Electronic Bank &
) (&) Delete | Fiter: XS
@ None
[7] Report Name Status Show
() ACH or NACH [] check voucher Middle ¥ =

() Positive Pay

Check Format

' Check Voucher |



6. Report Preview screen will also open.

Check Voucher Middle "|
| 4 page |1 F 1 | pdf
2% ST a1
Vendor: KL1 KEITH LAH Account: -
Bill Id Invoice No. Date Amount Discount. Paid Amount
BL-1 09/16/2014 50.00 0.00 50.00
Check Amount: **50.00 Date: 09/16/2014 Check No.: 000008395
Fifty and D0/00 *## =t s#ssssssssasnansnansnsrns
09/16/2014 *50.00
Sample Company

. On the Report Preview, click Print button and the one from the Print Dialog window to actually print the check.

| Report viewer

| Check Voucher Middle * |

J= &

T e b M - B

.
Print ’

-

Printer:

Copies: l— %

Pages to Print
@ All
Current page

Pages Il

P Maore Options

Page Sizing & Handling (%)

Print in grayscale (black and white)

Comments & Forms

l Document and Markups

Scale: 100%

8.5x11 Inches

l [=] Booklet ]

| Eﬂs_ize ” 3 Poster H [E] Multiple
Fit

Actual size

Shrink oversized pages

() Custom Scale:  [100 9%
Choose paper source by PDF page size
Orientation:

Auto portrait/landscape
Portrait

() Landscape

Page Setup...

Pagel of1

Lo




8. The Print Check Verification screen will open.
|l Print Chack Verification

—
ME
M

Commit  Close

Printed Checks

Fail Al Fail Hone

A%

Fail  Reason Record No. Date
Enter reason why the check failed to print.

Check No.
PAY-1

09/16/2014

Payee

00000895

@ 3 U Ready

Sample Company

Amount

50.00

| Print Check Verification

9. Click Commit if the check is successfully printed and click Yes on message.

Ei

Commit | Close

PrinteNecks

=

Na

(%]
@ Are you sure to commit the printed and failed check numbers?

10. Print Verification screen will close and Pay Bills screen will be displayed.

Fail All\ﬂ Fail None

Fall Reason Record Mo. Date Check MNo.

[E] Enter reasoR why the check falled to print. PAY-1 09/16/2014 00000835
lall irety 21



	How to Process Payments via Pay Vouchers Screen

