How to Print Miscellaneous Check

1. Select the miscellaneous check you want to print. Click Print toolbar button.

Miscellaneous Checks - MCHK-4 A O x
New Search Print Unpost Unpost Preview Recurring  Clase
Details | Audit Log{2)
Bank Account  +| 07072017 Balance | 37,523.59000| Currency+[Usp | Record No | picHic4
Dete 71972017 Payee Amount 75.00000
Description Recur [ | Check No To be printed
Search Address | Enter address te search...
Address Ciey Stete
TiptPostal Country

X Remove  Filter aQ

GL Account™ Description Name Amount

55000-0000-000 Purchases Discounts - Home office - Admin 7500000

Toral: §75.00

7T @ 0 E Posec Page 1) of1

1 If the transaction is to be printed right away, you may skip posting it. Instead, click Print toolbar button and it will post and print the
transaction. See How to Post Miscellaneous Check.

2. The Process Payments screen opens.
Process Payments

PrintCheck Close

Details

Bank Account | 25362453965

&

3 Bank Name: | Three Rivers Federal Credit Union Next Check No 00001076 @ Checks (2 ACH
Process Payments | Archive File
@ seleccAll [ ClearAll  Export~ 33 Views |Filter (F3) 1 record(s) (1 selected) b3
To Process | Date Record No Payee Check Ne. Transaction Type Amount | Hold | Hold Reason
4 10/01/2018  MCHK-10

Auto-assigned. Click to change.  Misc Checks 50.00

If you have setup Check Number Range for the bank account used for the Miscellaneous Check, the Next Check No field in the Print Checks
screen will show the Next Check No setup in the Bank Accounts screen > Check Number Range panel > Next Check No field.
Bank Accounts - US BANK NA

New 5Save Search Delete Undo Bank CheckAudit Recondliation Register Close

3. Click Print Check.

Details | CheckLayout = Audit Log (4)

BankName  =|LJS BANK NA GL Accounts

Account Holder GL Account +|14140-0000-000 Q.

AccountMo  +/07072017 Currency=| UsD
Check Number Range

Balance 37,523.59000 | Active o

Contact Starting Check No 1

Search Address |Enter address to search... Ending Check No 5

Address EP-MN-WN1A ) Mext Check No 3
Check No. Length 2
Number of Checks 3|| Create

Ciey ST. PAUL S M Enable MICR Printing [«

7in/Pasral SRANT-1410 Cauntry |lnirad Srarac ~
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4. The Report Viewer will open showing the Check Voucher Middle report.

Report Viewer - Check Voucher Middle (M

arcive Close:

" 2

7?0 0

MR- -

B K4 Page | 1
Vendor: Account:
[GLAccount Doscrption Wame moun]
750
Check Amount: 7500 Date: 0711912017 CheckNo:: 00000003
iRely LLC USBANKNA 00000003
" epamimia
s SR sstor.a10 DATE: 077192017
§| =T500)

Seventy-Five and 00/100 7" ***

PAY
TOTHE
ORDER
oF

w000003® 114224054551 07072047

EE

[=]

5. Click Print button to actually print the chec|
T T

k.

= I

Report Viewer - Check Voucher Middle CM

Archive Close

M 4 | Page | 1

Print the report

6. Click Print button to actually print the check.

Print
Total: 1 sheet of paper

Cre | 220

[ Brother DCP-7030 on d..

Destination

‘ Change... |

Pages W Al

Q |eg.1-5,8 11-13




N

Re-open the Miscellaneous Check and the Check Number field will be updated by the check number setup in the Bank Account screen > Check
Number Range panel > Next Check Number.

eous Checks - MCHK-4.

Print  Unpast UnpostPreview Recurming Close

Detais | Audit Log (2)
Bank Account Balance | 37,523.59000| Currency=[Usp | Record No K4
Dete Payee Amount 75.00000
Description Recur || Check No 00000003
Search Address | Enter address to search...
Address City State
ZipfPostal Courtry
 Remove  Filter a
GL Account™ Description Name Amount
55000-0000-000 Purchases Discounts - Home office - Admin 75.00000
Total: §75.00
? & QO H Posted page 1] of1

8. Open Bank Account screen from Cash Management module > Maintenance folder > Bank Accounts and select the bank account used in the
miscellaneous check. The Next Check No field is now updated with the next available check number.
Bank Accounts - US BANK NA

MNew Save Search Delete Undo Bank Check Audit Recondliation

Register Close

Details Check Layout Audit Log (4)
BankName  +/US BANK NA GL Accounts
Account Holder GL Account *|14140-0000-000 Q
AccountNo % 07072017 Currency=| JSD
Check Number Range
Balance 37,523.59000 | Active v
Contact Starting Check No 1
Ending Check No
Search Address |Enter address to search... s 3
Address EP-MN-WN1A ® Next Check No 4
Check No. Length 2
Number of Checks 2| | Create
Cry ST. PAUL sEte [MN Enable MICR Printing [/
Zip/Postal 55107-1410 Countrv | linired Srates v

. Click Check Audit toolbar button to open the Check Number Audit screen where listing of checks is maintained and status of each check
number is shown based on result of check printing, which is on this example, successfully printed. Thus Status shows Printed.

Bank Accounts - US BANK NA- A O X

New Save Search Delte Undo Bank CheckAudit Reconciiafion Register Close

Detals | Checxl
Check Numbe: ~ X
BarkName
PR oo Princ Close a
AccountNo  +] | Detsis
Balance Filter |All Checks ~ | From To
Contact Printed 2 Failed 3| Unused 2 !
Search Address s
CheckNo. Status Record No, Remaris
4
Aadress 00000001 Void Check nCHK2
s
00000001 Prineg MCHK2
2 creme
Ciy 00000002 Wested PAY-295 Misprint
ZipfPostal 00000003 printag MCHK4
Phone
00000004 Unused B
Website
00000005 Unused B
Email
Voided-00000001 Void Check nCHK2 1
[ Appy
SWIFT
Electronic Bank
Formars
Bank Stme
scmacis (|2 @ O Reagy
Positive Pay ST e No 5
2 ® Q Ready Paze 1] ot




1. Select the miscellaneous check you want to print. Click Print toolbar button.
Miscellaneous Checks - MCHK-21

New Search Print Unpost Recap Close
Details | Audit Lo (2)
Bank Account: | 113322 Balance: 1,338.67 Currency: |USD | Record No: |MCHK-21
Date: 05/11/2016 Payee: Amount: 1,200.00
Description: Check No: To be printed
Address:  © Zip/Postal Code: City:
State/Province: Country:
X Remove Filter: Q
GL Account Description Name Amount
45000-0002-104 Discount Take 1,200.00
Select a GL Account
Total 51,200
< Posted Page 1 ofl

1 Ifthe transaction is to be printed right away, you may skip posting it. Instead, click Print toolbar button and it will post and print the
transaction. See How to Post Miscellaneous Check.

2. The Process Payments screen opens.

Process Payments

Preview Close

Details

Bank Account: | 113322 Bank Name: | Wells Fargo Indiana Next Check Na: 00000011 [
)
Process Type Process Payments
® Checks select All [ Clear Al 83 Layout QU |Filter Records (F3)
or NACHA To Process | Date Record Mo Payee Check No. Transaction Type Amount
(- Pesitva Pay v 05/11/2016  MCHK-21 Auto-assigned. Click to ch... Misc Checks 1,200.00

Check Format
Check Vioucher Middle

Check Voucher Middle Overfiow

Check Printing Options
/| Prin Campany Name
! Print Vendor Name
/| Prin: Chack No.

| Print Memo
@ a8 o
@ Y

If you have setup Check Number Range for the bank account used for the Miscellaneous Check, the Next Check No field in the Print Checks
screen will show the Next Check No setup in the Bank Accounts screen > Check Number Range panel > Next Check No field.

= Ready

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close
Details Audit Log (6)
Bank Name: Wells Fargo Indiana GL Accounts
AccountNe: 113322 Currency: [USD | v | | G| Account: 10001-0001-000 v
Balance: 1,338.67  Active: v
Contact: Steve Jones Check Number Range
. | 1234 Main 5
Address: ¥ an=e Starting Check No: 1
Ending Check No: 25
Zip/Postal 46835 | City: Fort Wayne MNext Check No: 11
Code:
Check No. Length: 8
State/Province: |IN Country: | United States ~
Number of Checks: 15| Create
Phone: (800)555-1212 Fax:
Enable MICR Printing: [«
Website: &
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3. Click Preview toolbar button.

Process Payments

Preview Close

Details
Bank Account: 113322
Process Type

® Checks
ACH or NACHA

Positive Pay

Check Format
Check Vioucher Middle

Check Voucher Middle Overflow

Check Printing Options
! Print Company Name
+ Print Vendar Name
! Print Check No

| Print Memo

@ © O B Reay

Bank Name:  Wells Farge Indiana

Process Payments

(A SeleccAll [] ClearAll 88 Layour Q| Filker Records (F3)
To Process | Date Record No. Payee Check No.

v 05/11/2016  MCHK-21

Auto-assigned. Click to ch,

Next Check No:

|
00000011
I
Transaction Type Amount
Misc Checks 1,200.00

4. The Report Viewer will open showing the Check Voucher Middle report.

Check Voucher Middle CM

Page | 1 v lof[1/|» || N B B paf v
Vendor: Account:  —
GL Account Description Name Amount|
45000-0002-104 Discount Take 1,200.00
Check Amount: **1,200.00 Date: 05/11/2016 Check No.: 00000011
i21 Demo Setup Company(Source) Wells Fargo Indiana 00000011
4242 Flagstaff Cove 1234 Main St
Fort Wayne, IN 46815 g:;‘g\zv;y; IN 46835 DATE: 05/11/2016
One Thousand Two Hundred and Q0/10Q * * * * * * ** == # =t saasanammmsssss 3| **1,200.00]
. )
5. Click Print button to actually print the check. The Print Check Verification screen opens.
Print Check Verification
Commit Close
Details
Printed Checks
A Fail Al [] Fail None
Fail | Reason Record No. Date Check No. Payee Amount
Enter reason why the check failed to print. MCHK-21 05/11/2016 00000011 1,200.00
@ @ O Reasy

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.

a. If the check printing was a success, see Printing of Check is successful.
b. If the check printing failed, see Printing of Check failed.


https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
https://help.irelyserver.com/display/DOC/Printing+of+Check+failed

. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or click the X button a
t the top right corner of the Report Viewer to close all reports.

M B s M || 4 |Page|1 ot 1| b | N B B edf -
Vendor: Account:
GL Account Description Name Amount|
45000-0002-104 Discount Take 1,200.00
Check Amount: *1,200.00 Date: 05/11/2016 Check No.: 00000011
i21 Demo Setup Company(Source) Wells Fargo Indiana 00000011
4242 Flagstaff Cove 1234 Main St
Fort Wayne, IN 46835 DATE: 05/11/2016
Fort Wayne, IN 46815 Fort Wayne
One Thousand Two Hundred and D0/100 * * * # % # % * =222 s s s xsssassassnsas $ 1200.00
« »

. Once the Report Viewer is closed, it will also close the Miscellaneous Check.

. Re-open the Miscellaneous Check and the Check Number field will be updated by the check number setup in the Bank Account screen > Check
Number Range panel > Next Check Number.
Miscellaneous Checks - MCHK-21

Print Void Recap Close

Details | Audit Log(2)

Bank Account: | 113322 Balance: 1,338.67 | Currency: | USD Record No: | MCHK-21
Date: 05/11/2016 Payee: Amount: 1,200.00
Description: Check No: 00000011
Address: ©) ZipfPostal Code: City:
State/Province: Country:

% Remove  Filter: a

GL Account Description Name Amount

45000-0002-104 Discount Take 1,200.00

Select a GL Account

Total 51,200

@ 6 9 = Prined Page 1 of1

. Open Bank Account screen from Cash Management module > Maintenance folder > Bank Accounts and select the bank account used in the
miscellaneous check. The Next Check No field is now updated with the next available check number.

Bank Accounts - Wells Fargo Indiana

MNew Save Search Delete Undo Bank MICR CheckAudit Reconcilition Register Close

Details | Audit Log (6)
Bank Name: Wells Fargo Indiana GL Accounts
AccountNe: | 113322 Currency: [USD [~ || Gl account: 10001-0001-000 -
Balance: 1,338.67 | Active: \/
Contact: Steve Jones Check Number Range
. @ | 1234 Main 5
Address: v ain = Starting Check No: 1
Ending Check No: 25
Zip/Postal 25835 | city: Fort Wayne Next Check No: 12 | |
Code: T 1
Check No. Length: 8
State/Province: | IN Country: |United States >
Number of Checks: 14| | Create
Phone: (800)555-1212 Fax:
Enable MICR Printing: |+
Website: &



10. Click Check Audit toolbar button to open the Check Number Audit screen where listing of checks is maintained and status of each check

number is shown based on result of check printing, which is on this example, successfully printed. Thus Status shows Printed.

Bank Accounts - We rgo

New Save Search Delere Undo Bank MICR CheckAudit Recor

n  Register Close

EEEERRY check Number Au @ 2
Bank Name: VSIS,
Account N
Details s
Balance:
Filter: | All Checks | From: To:
Contact:
Printed: 10/ Failed: 1| Unused: 14
Address: 1
Check No. Status Record No. Remarks
25
00000001 For Print Verifica.. -
Zip/Postal 12
; 00000002 Printed MCH18
8
State/Provind | | 00000003 Printed MCHK-17
14][ Create
Phone: 00000004 Printed PAY-23
We 00000005 Printed PCHK-47
Email: 00000006 Printed MCHK-19
Electronic f| | 00000007 Printed PAY-34 []
Formats | | 00000008 Printed PAY-37 0
Bank Seme ||| 00000009 Printed PCHK-45 Apply
acemacH] || pooooato Printed PAY-29
Positive pa] | [[00000011 Printed MCHK 21
(] Ready of1

1. Select the miscellaneous check you want to print. Click Print toolbar button.

Miscellaneous Checks - MCHK-2

A 0O x
New Search Print Unpost Recsp Close
Details
Bank Account: | 253624539656 Balance: 0.00| Currency: USD Record No: | MCHK-2
Date: 02/02/2016 Amount: 10.00,
Description: Check No: 00001004
Address:  © Zip/Postal Code: City:
State/Province: Country:
Filter: x/Q]
GL Account Description Name. Amount
40000.0000-004 Sales 10.00
Total: $10
Bd Posted Page 1) of1

If the transaction is to be printed right away, you may skip posting it. Instead, click Print toolbar button and it will post and print the
transaction. See How to Post Miscellaneous Check.

2. The Print Checks screen opens.

Process Payments

Preview Close

Details

Bank Account: | 253624539656 Bank Name: | Three Rivers Federal Credit Union [Next Check No: 00001005 |
Process Type Process Payments
@ Checks Select Al [] Clear All B8 Layout Q| Filter Rect
ACH or NACHA To Process | Date Record No. Payee Check No. Transaction Type Amount
O Pasitive Pay v 02/02/2016  MCHK-2 00001004 Misc Checks 10.00

Check Format
Check Voucher Middie
Check Voucher Middle Overflow

+ I
Check Printing Options

/| Print Company Name

/| Print Vendor Name

/| Print Check No.

| Print Memo

@ O

Q [ Ready
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If you have setup Check Number Range for the bank account used for the Miscellaneous Check, the Next Check No field in the Print Checks
screen will show the Next Check No setup in the Bank Accounts screen > Check Number Range panel > Next Check No field.
Bank Accounts - Three Rivers Federal Credit Union

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details
Bank Name: Three Rivers Federal Credit Union GL Accounts
AccountNe: | 253624539656 Curreney: USD [~ &| Account: 10004-0000-000 v
Balance: 2965.31 | Active: 3
Contact: Anthony Wayne Check Number Range I
Address; ) |5600 Main Street Starting Check No: 1000
Ending Check No: 10000
éfé:?ml P o ciy: Fort Wayne Next Check No: 1005
' Number of Checks: Create
State/Province: | [N Country: | United States ~
Enable MICR Printing:
Phone: (260)436-2345 Fax:

3. Click Preview toolbar button.

Process Payments

Preview Close

Details

Bank Account: | 253624539656 Bank Name: | Three Rivers Federal Credit Union Next Check No: 00001005 |
Process Type Process Payments
® Checks Select Al [] ClearAll B3 Layout Q| Filter Records (F3)
or NACHA To Process | Date Record No Payee Check No. Transaction Type Amount
O Positive Pay v 02022016 MCHK-2 00001004 Misc Checks 10.00

Check Format
Check Voucher Middle
Check Youcher Middle Overflow

4 v

Check Printing Options
| Print Company Name
+ Print Vendor Name
! Print Chack No.

# Print Memo

@ @
4. The Preview Task List screen opens.

Q 4 Ready

Preview Task List A X
¥ Remove [ Archive B8 Layout Q. |Filter Records (F3)
Report Mame Status Download Details
Ilr' Check Voucher Middle o Y. = |2
[ Paycheck Middle QE >
Paycheck Middle Qs LA B
Paycheck Middle Qs &, =
Check Voucher Middie Qs &, =
Check Voucher Middle Qs LA B
Check Voucher Middle Qs LA B .

a. The Tools button in the Check Voucher Middle report > Status field signifies that i21 is in the process of generating the report.



b. This screen stores previous reports previewed/printed. If you would like to clear this screen, select report/s to delete and click Remove
button.

Preview Task List

[ Archive BB Layout Q. |Filter Records (F3)
"] Report Na-me Status Download Details
Check Voucher Middle Qc LA B -
v | Paycheck Middle Qg & =]
« | Paycheck Middie Qc & =]
v | Paycheck Middie Qg X =]
~ | Check Voucher Middle Qg & =]
+ | Check Voucher Middie Qc & =]
v  Check Voucher Middle %E % =] .

c. You can also preview report that is existing on this list by clicking the Magnifying glass button in the Status field for the selected report.
5. The Report Viewer will open showing the Check Voucher Middle report.

Report Viewer 0O x
| 1 <o [1] Il === |
1 i v R |
Vendor: — Account:
|GL Account Description Name Amount
40000-0000-004 Sales 10.00
Check Amount: *10.00 Date: 02/02/2016 Check No.: 00001004
o
02/02/2016 **10.00

6. Click Print button to actually print the check. The Print Check Verification screen opens.
Print Check Verification A X

Commit Close

Details
Printed Checks
W Fail Al [] Fail None
Fail | Reason Record No Date Check No Fayee Amount
Enter reason why the check failed to print MCHK-2 02/02/2016 00001004 10.00
@ © O Ready

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
a. If the check printing was a success, see Printing of Check is successful.
b. If the check printing failed, see Printing of Check failed.


https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
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7. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or click the X button a
t the top right corner of the Report Viewer to close all reports.

Report Viewer o ox
Check Voucher Middie X
| age [1 <ot 1] ([par ~ ] |
e - : R |
Vendor: — Account:
’ELAM..I Description’ Name Amount]
70000-0000-004 Sales 000
Check Amount: *10.00 Date: 02/02/2016 Check No.: 00001004
Tenand Q0100 "+ * * *++ st e anarssaaasiraaanres
02/02/2016 ~10.00

8. Once the Report Viewer is closed, it will also close the Miscellaneous Check.

9. Re-open the Miscellaneous Check and the Check Number field will be updated by the check number setup in the Bank Account screen > Check
Number Range panel > Next Check Number.

Miscellaneous Checks - MCHK-2

A~ 0O x
New Search Print Void Recap | Close
Details
Bank Account: | 253624539656 Balance: 3,365.31 | Currency: USD Record No: | MCHK-2
Dete: 02/02/2016 | Payee: Amount: 10.00
Description: Check No: 00001004
Address: @ Zip/Postal Code: City:
State/Province: Courtry:
Filter: x/Q
GL Account Description Name. Amount
40000.0000-004 Sales 1000
Total 510
& 9 E Posed Page 1 of1

10. Open Bank Account screen from Cash Management module > Maintenance folder > Bank Accounts and select the bank account used in the
miscellaneous check. The Next Check No field is now updated with the next available check number.
Bank Accounts - Three Rivers Federal Credit Union

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details

Bank Name: Three Rivers Federal Credit Union GL Accounts

Aecount No: Currency: [USD [~ G pccount: 10004-0000-000 v

Balance: 2,965.31 | Active: v

Contact: Anthony Wayne Check Number Range

. & | 5600 Main Street

Address: v, ain seres Starting Check No: 1000
Ending Check No: 10000

E?;:?Sta‘ 46825 | City: Fort Wayne Next Check No: I 1005

) Number of Checks: | Create

State/Province: |IN Country: |United States ~
Enable MICR Printing:

Phone: (260)436-2345 Fax:




11. Click Check Audit toolbar button to open the Check Number Audit screen where listing of checks is maintained and status of each check

number is shown based on result of check printing, which is on this example, successfully printed. Thus Status shows Printed.

Bank Name:
Account No: .
Balance: Waste Print Close
Contact: Detis
Address Filter: | All Checks v | From: To 1000
Printed: 6| Failed: 0| Unused: 8,996 10000
Zip/Postal Check No. Status Record No. Remarks 1005
00000001 Printed MCHK-1 Manually entered check number. = 1996 | Create
swcelProvind| | 50001000 Printed PAY-6
Phone: 00001001 Printed PCHK.27
Websie 00001002 Printed PHK-28
00001003 Printed PCHK-29
Emaik ! 5
[ 00001004 Printed MCHK2 |
Electronic §f 00001005 Unused ]
Formats | | 00001008 Unused 1| [7epy
00001007 Unused
Bank Stme | | 90001008 Unused
AcHmNACH | 00001009 Unused
Positive pal| | 00001010 Unused
00001011 Unused -
® G 0|@ © O Reay of 1

1. Select the miscellaneous check you want to print. Click Print toolbar button.
£ Miscellaneous Checks

=1k
B ow ey ) = 803
New Search Print  Unpost Recap  Close
Bank Account: |08 Balance: 507.000000 | Currency: |USD Record No: | MCHK-6
Date: 06/18/2015 Payes: | Cach Amount: 400.000000
Description: | for representation Check No: To be printed
Address: [ Zip/Postal Code: City:
StatefProvince: Country:
(=] Filter: x|
GL Account Description Name Amount
74901-1004 T-1 TURF DELIVERY TRUCKFL BED-Cedar Rapids Grain 400.00
Total 400.00
@ D | Postad I4 4 | Page 1) of1| b Bl

1 Ifthe transaction is to be printed right away, you may skip posting it. Instead, click Print toolbar button and it will post and print the
transaction. See How to Post Miscellaneous Check.

. The Print Checks screen opens.
) Print Checks

EII=1ES

Print Preview  Close

Bank Account: |08 | Bank Name: | ABC Bank [Next Check No: 10000007

Electronic Bank Services. Print Checks

@ None Select All Clear all | Filter: x

Tofr.. Date Record No. Payes Check No. Transaction Type Amount
06/18/2015  MCHK-S cash Auto-assigned., Click to change.  Misc Checks 400.00

Check Format
{ Check Voucher Middle

« I——
Check Printing Options

Print Company Name

[7] Print Check No.

[7] Print Memo

Q@ 3 | Ready
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If you have setup Check Number Range for the bank account used for the Miscellaneous Check, the Next Check No field in the Print Checks
screen will show the Next Check No setup in the Bank Accounts screen > Check Number Range panel > Next Check No field.
) Bank Accounts R

o o ‘Q "l_,"‘ '-,‘@ IIEM- i‘;;‘fs E Lo @

MNew Save  Ssarch Delste Undo Bank MICR  Check Audit Reconciliation Register Close

Details | Origin

Bank Name: |Im |"| GL Accounts
Account No: 1500326210C cumency: |USD ¥ | | o account: 10122-1002 -
Balance: 507.000000 | Active:
Contact: James Brown Check Mumber Range
: 15| 4242 Flagstaff Co
Address:  |B] = e Starting Check No: 10000001
Ending Check No: 10000010
Zip/Postal Code: |46815 ¥ | City: Fort Wayne Next Check No: 10000007
State/Province: |IN Country: | United States ~ ||| Number of Checks: 14| Create
Phone: (123)555-8964 Fax: (123)222-5879 Enzble MICR Printing:
3. Click Preview toolbar button.
£ Print Checks RICIES
Print 7C|nse
Bank Account: 08 ¥ Bank Name: | ABC Bank Next Check No: 10000007
Electronic Bank Services Print Checks
@ None Select All [T Clear All | Filter: x
To Pr. Date Record No. Payee Check No. Transaction Type Amount
08/18/2015  MCHK-6 Cash Auto-assigned. Click to change.  Misc Checks 400.00
Check Format
: Check voucher Middle
‘ 8
Check Printing Options
Print Company Name
Print Vendor Name
Print Check No.
Print Memo
@ ¥ ) | Ready
4. The Preview Task List screen opens.
fall Preview Task List #|[%
T . -
@ Remowve [=] Archive | Filter: X
Report Name Status Download Details
Check Voucher Middle &8 =l

General Ledger by Account ID Detail (o]
General Ledger by Account ID Detail Q
Deposit Summary L

O0O0OgEE
CEEGE
[I

Deposit Summary L

a. The Tools button in the Check Voucher Middle report > Status field signifies that i21 is in the process of generating the report.



b. This screen stores previous reports previewed/printed. If you would like to clear this screen, select report/s to delete and click Remove

button.

lll Preview Task List 2%
(S Remove | ] Archive | Filter: x

[ Report Name Status Download Details

[ Check Voucher Middle Q B [£]

General Ledger by Account ID Detail Q = I£]

General Ledger by Account ID Detail Q = I£]

Deposit Summary Q = I£]

V] : Deposit Summary Q & I£]

c. You can also preview report that is existing on this list by clicking the Magnifying glass button in the Status field for the selected report.
5. The Report Viewer will open showing the Check Voucher Middle report.

v
=y Tl
oo e
T =

6. Click Print button to actually print the check. The Print Check Verification screen opens.
3 Print Check Verification =

Commit  Close

Printed Checks
Fail All [ Fail None
Fail Reason Recerd No. Date Check Ne. Payee

[F]  Enter reason why the check failed to print. MCHK-6 06/18/2015 1000000 7 Cash

@ 1 ) Resdy

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
a. If the check printing was a success, see Printing of Check is successful.
b. If the check printing failed, see Printing of Check failed.
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7. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or click the X button a
t the top right corner of the Report Viewer to close all reports.

Do
Checkvouchr hcde /‘
= I
oo e
[GLAceount Descripton Name |

8. Once the Report Viewer is closed, it will also close the Miscellaneous Check.

9. Re-open the Miscellaneous Check and the Check Number field will be updated by the check number setup in the Bank Account screen > Check
Number Range panel > Next Check Number.

& Mmiscellaneous Checks B3
N s g O
0 &\ 4 = @ ~
New Search print  Void Recap Close
Bank Account: |08 Balance: 50 ) | Currency: | USD Record No: | MCHK-6
Date: 06/18/2015 Payes: |Cash Amount:
Description: for representation Check No: 10000007 |
|
Address:  |H| Zip/Postal Code: City:
StatefProvince: Country:
Filter: x|
[C] GLAccount Description Name Amount
[[] 74901-1004 T-1 TURF DELIVERY TRUCK+FL BED-Cadar Rapids Grain 400,00
Total: 400.00
@ D | Posted Page 1|ef1

10. Open Bank Account screen from Cash Management module > Maintenance folder > Bank Accounts and select the bank account used in the
miscellaneous check. The Next Check No field is now updated with the next available check number.
£ Bank Accounts #

a£)10||X
o = = 6 ) W 2 Q & Ei

New Save Search Delete Undo Bank MICR  Check Audit Reconciliation Register Close

Details | Origin

Bank Name: ABC Bank ¥ | | GLAccounts
Account No: 1500326210C Cumency: [USD ™| | o A count: 10122-1002 .
Balance: 10| Active:
Contact: James Brown Check Number Range
. FE| | 4242 Flagstaff Co
Address: [ - e Starting Chack No: 10000001
Ending Check No: 10000010
|
Zip/Postal Code: | 46815 v | City: Fort Wayne Next Check No: 10000008
State/Province: |IN Country: | United States ~ | | Number of Checks: 13 || Creats

Phone: (123)555-8964 Fax: (123)222-5879 Enzble MICR Printing:



11. Click Check Audit toolbar button to open the Check Number Audit screen where listing of checks is maintained and status of each check
number is shown based on result of check printing, which is on this example, successfully printed. Thus Status shows Printed.

3 Bank Accounts ENI=IIES

g & Q5 @l S SN

New Save Search Delete Undo  Bank  MICR |iCh Reconciliation Register Close

Details | Origin

Bank Name: ABC Bank | ) Check Number Audit ‘ a0

Account No: 150032621
< &3

e Waste  Print | Close
Contact: James B
" e B0 Fiter: | All Checks | From: To:
Address: (] (4242 Flags]
- printed: 5| Failed: 2| Unused:
Check No. Status Record He. Remarks
Zip/Postal Code: |46815 10000001 Printed mcrc2
s [ 10000002 Printed McHe3
10000003 Printed McHca
Phone: (123)555-4 erntes e
‘Website: @ | www.irely.¢ Wasted tampered
Email: @4 info@iRely. Wasted tampered
Print=d MCHKS |
Electronic Bank File Informatiof
Unised -
Formats 10000009 Unused
10000010 Unused
R 10000011 Unused
ACH/NACHA: 10000012 Unused
R 10000013 Unused
10000014 Unused
10000015 Unused
= 10000016 Unused
@ Qv | Ready - S

1. Select the miscellaneous check you want to print. Click Print toolbar button.

| Miscelleneous Checks ENI=1ES
C 7 = /s @
e H . 4 @ 0| 42

Mew Search Print | Unpost Void Recap  Close

Bank Account: 08 Balance: 697.00 | Currengy: | USD Record Mo: | MCHK-8

Date: 06/03/2014 Payee: |Cash Amount: 400.00
Description: for representation Check MNo:

Address: [ Zip/Postal Code: City:

State/Province: Country:
Filter: a,
[F] 6L Account Description Mame Amount
[ | s06330-40 SPECIAL MEETING -CLARA CITY 400.00

1 If the transaction is to be printed right away, you may skip posting it. Instead, click Print toolbar button and it will post and print the
transaction. See How to Post Miscellaneous Check.

2. The Print Checks screen opens.
g Print Checks EYI=1|ES

& 4

Preview  Close

Bank Account: |08 ~ | Bank Name: | ABC Bank Next Check Mo: 10000001
Check Format Print Checks
Select Al [ Clear All | Filter: X
ToPrint Date Record No. Payee Check No. Transaction Type Amount

06/03/2014  MCHK-8 Cash To be printed Misc Checks 400,00


https://help.irelyserver.com/display/DOC/How+to+Post+Miscellaneous+Check

If you have setup Check Number Range for the bank account used for the Miscellaneous Check, the Next Check No field in the Print Checks
screen will show the Next Check No setup in the Bank Accounts screen > Check Number Range panel > Next Check No field.
| Bank Accounts ENI=11ER

o w A =¥k & ¢y | A

New Save Search Delete Undo Bank MICR  Check Audit Recondliation Register Close

Details Origin

Bank Mame: ABC Bank ~ | | Gl Accounts

Account No: 1500326210C Currency: |USD | v 6L Account: 10604040 -

Balance: 6097.00 | Active:

Contact: James Brown Check Mumber Range

Address: ||| 4242 Flagstaff Cove Starting Chack No: 10000001
Ending Check No: 10000010

Zip/Postal Code: 46815 ¥ | City: Fort Wayne Mext Check No: 10000001

State/Province: |IN Country: |United States v ||| Mumber of Checks: 10 | Create

Phone: (123)553-8964 Fax: (123)222-3879 Enable MICR Printing:

3. Click Preview toolbar button.
| Print Checks EJI[=1IE

= |

Preview | Close

Bank Account: |08 ~ | Bank Name: |ABC Bank Mext Check MNo: 10000001
Check Farmat. Print Checks
select Al [7] Clear All | Filter: X
ToPrint Date Record No. Payee Check No. Transaction Type Amount
06/03/2014  MCHK-8 Cash To be printed Misc Checks 400,00

4. The Preview Task List screen opens.

| Preview Task List & ||
() Delete  Filter: ® |a
Repert Mare Skahis Shaw
Check Voucher Middle <
Chedk Voucher Middie & 7

a. The Tools button in the Check Voucher Middle report > Status field signifies that i21 is in the process of generating the report.
b. This screen stores previous reports previewed/printed. If you would like to clear this screen, select report/s to delete and click Delete

button.
) Preview Task List ik,
x |Q,
Report Hams Status Show

[#] Income Statement Standard
|| Genersl Ladger by Account ID Detail
|&| Trial Balance Detail

Deposit Summary

c. You can also preview report that is existing on this list by clicking the Magnifying glass button in the Status field for the selected report.



5. The Report Viewer will open showing the Check Voucher Middle report.

) Report Viewer

2liol x|
Check Voucher Middle
-| of b I -
g H Q Page 1 of 1 [P Pd Pdf = =
GL Account Description Name Amount|
908320-40 SPECIAL MEETING -CLARACI 400.00
06/03/2014 400.00
Cash
FourHundred and D000 * = ###+## # st 4 s s ks s sasshassbanshbssshanssasshnsstanshsssshins
e T T
for representation
\GL Account Description Name Amount|
§08330-40 SPECIAL MEETING -CLARACI 400.00
6. Click Print button to actually print the check. The Print Check Verification screen opens.
lall Report Viewer E3I(=11E3
Check Voucher Middle
g% Page |1 o1 P B R - o B4
T
/lGLAccount Description Name Amount|
906330-40 SPECIAL MEETING -CLARACI 400.00
|l Print: Check Verification 2%
Commit  Close
Printed Checks
Fail Al [ Fail None
Fal  Reason Record No. Date Check No. Payee Amount
[F]  Enter reason why the check failed to print. MCHE-8 085/03f2014 10000001 Cash 400,00

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
a. If the check printing was a success, see Printing of Check is successful.
b. If the check printing failed, see Printing of Check failed.
7. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or click the X button a
t the top right corner of the Report Viewer to close all reports.


https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
https://help.irelyserver.com/display/DOC/Printing+of+Check+failed

|all Report Viewer EI=1IES

r i <o b M - g B
GL Account Description Name Amount
906330-40 SPECIAL MEETING -CLARACGI 400.00

You will then be asked to archive the report.
a. If you will want to archive the report, see How to Archive a report.
b. If you will not archive the report, click No button on the message box.
8. Once the Report Viewer is closed, it will also close the Miscellaneous Check.
9. Re-open the Miscellaneous Check and the Check Number field will be updated by the check number setup in the Bank Account screen > Check
Number Range panel > Next Check Number.

|| Miscelaneous Checks EYEIES
= "]
Q0 - FL)

& B = @ AN \@
Mew Search Print  Unpost Vaid Recap  Close
Bank Account: | 08 Balance: 697.00 | Currency: |USD Record Mo: |MCHK-8
Date: 06/03/2014 Payee: |Cash AMount: 400.00
Description: for representation Check Moz 10000001
Address: | Zip/Postal Code: City:

State/Province: Country:
Filter: Q

[] GL Account Description Mame Amount
[ | s06330-40 SPECIAL MEETING -CLARA CITY 400.00

10. Open Bank Account screen from Cash Management module > Maintenance folder > Bank Accounts and select the bank account used in the
miscellaneous check. The Next Check No field is now updated with the next available check number.
| Bank Accounts EJI=1IES
ow A 5 Wik 2 & <y &

Mew Save Search Delete  Undo Bank MICR  Check Audit Recondliation Register Close

Details | Origin

Bank Name: ABC Bank ¥ | | GL Accounts

Account No: 1500326210C Currency: |USD v 6L Account: 10604040 =

Balance: 697.00 | Active:

Contact: James Brown Check Number Range

. B

Address: ||| 4242 Flagstaff Cove Starting Check No: 10000001
Ending Check Mo: 10000010

Zip/Postal Code: | 46815 v | City: Fort Wayne MNext Check No: 10000002

State/Province: |IN Country: |United States > Number of Checks: 10| | Create

Phone: (123)555-8964 Fax: (123)222-5879 Enable MICR Printing:

WRinbrien - N I .


https://help.irelyserver.com/display/DOC/How+to+Archive+a+report

11. Click Check Audit toolbar button to open the Check Number Audit screen where listing of checks is maintained and status of each check
number is shown based on result of check printing, which is on this example, successfully printed. Thus Status shows Printed.

|l Bank Accounts EJ|(=] 1S
3 T 1 1% - of P
o [P | ﬁ |- Eul i L
New Save Search Delete Undo Bank MICR | Check Audit |Reconciliation Register Close
Details | Crigin L
Bank Name: ABC Bank |l Check Number Audit EAES
Account No: 1500326210C o) \ﬁ
< &=
B Waste Print  Close
Contact: James Brown
Fiter: | All Checks ~ | From: To:
Address: 5 |4242 Flagstaff Cov
Printed: 1| Failed: 0 Unused: 9
Check Mo. Status Record No. Remarks
Zip/Postal Code: | 46815 10000001 Printed MCHK-8
State/Province: | IN 10000002 Unused
Phone: (123)555-8964 10000003 Hnused
N 10000004 Unused
Website: @ | www.irely.com 10000005 Unused
Email: 1ikd | info@iRely.com 10000006 Unused
R e 10000007 Unused
10000003 Unused
Bank Stmt Format: 10000009 Unused
10000010 Unused

EFT/ACH File Format:

Next EFT/ACH No:
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