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Click on “2. Print Checks” from the Main Menu and the following window will appear:

NEMRC Fund Accounting

\:.5) Do you wank to create a backup)restore point right now so that if checking prinking Fails wou can easily restore afterwards?

Yes Mo

You should choose “Yes” when this notice appears. It is always very important that you backup
your data. Keep in mind that this only backs up the data for the module and entity that you are in.
Keep in mind that Restore Points are not a substitute for the regular backup routine.

After the Restore Point is made, the following window will appear:
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Accounts Payable

Print Checks

Print Checks

Options | Select Invaices

I

Enter Checking Account Code

1
i Unpaid invoices by due date Print due dates upto and including |12.|‘1 102007
" By selected voucher

" Manually select invaices

Starting ¢check number 0

Check Date 121152007

{7 Order by Yendor Mumber
% Order by Company Mame

Print | Cancel |

1. Choose what you want to print checks by. Refer to the section below that relates to your
choice.
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Accounts Payable

Unpaid invoices by Due Date

Print Checks

Options l

Enter Checking Account Code 1 -

* Unpsid invoices by due date Print due dates upto and including 2 |1241172007
[ By selected voucher

(" Manually zelect invoices

Starting ¢check number 3 0
Check Date 4 [12m12007

" Order by Yendor Mumber
O Order by Company Mame

Print 6 7 Cancel

1. Enter Checking Account Code: Type in the Checking Account Code or select it from
the drop down list.

2. Print due dates upto and including: Enter in the due date for which you wish to pay,
including any invoices due before that date.

3. Starting check number: Type in the check number to start with.
4. Check Date: Enter in the date to appear on the checks.

5. Order by Vendor Number OR Order by Company Name: Select in which order you
want the checks to be printed.

6. Print: Click this button to print the checks. Refer to GENERAL PRINTING for more
information.

7. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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Accounts Payable

By Selected Voucher

Print Checks

Options l

Enter Checking Account Code 1 -

[ Unpsid invoices by due date

{* By zelected voucher Print invoices with voucher number 2
(" Manually zelect invoices

Starting ¢check number 3 0
Check Date 4 (121152007

" Order by Yendor Mumber
O Order by Company Mame

Primt 6 7 Cancel

1. Enter Checking Account Code: Type in the Checking Account Code or select it from
the drop down list.

2. Print invoices with voucher number: Enter the voucher number you wish to use. The
system will process all unpaid invoices that reference the value provided.

3. Starting check number: Type in the check number to start with.
4. Check Date: Enter in the date to appear on the checks.

5. Order by Vendor Number OR Order by Company Name: Select in which order you
want the checks to be printed.

6. Print: Click this button to print the checks. Refer to GENERAL PRINTING for more
information.

7. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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Accounts Payable

Manually Select Invoices

Print Checks

Options l 5 Select Invoices

Enter Checking Account Code 1 -

[ Unpsid invoices by due date
[ By selected voucher

(+ Manually zelect invoices

Starting ¢check number 2 0
Check Date 3 121007

" Order by Yendor Mumber
O Order by Company Mame

Print Cancel

1. Enter Checking Account Code: Type in the Checking Account Code or select it from
the drop down list.

2. Starting check number: Type in the check number to start with.
3. Check Date: Enter in the date to appear on the checks.

4. Order by Vendor Number OR Order by Company Name: Select in which order you
want the checks to be printed.

5. Select Invoices: Click on this tab and the following window will appear.
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Accounts Payable

Options Select Invoices
1

“encar Iry # Amourit Dizcount  |Paicd Prirt’y -
FYT-TRUST  |BAMKMORTH PR-02M0/05 1133 Q.00 0.001M
FYT-TRUST  |BAMKMNORTH PR-02M 2i04 12692 0.00 D.Di] il J
FYT-TRUST  |BAMKMNORTH PR-02M 3003 12386 Q.00 III.EI‘] il 1
FYT-TRUST  |BAMKMNORTH PR-02/23/08 a1.43 0.00 D.Di] il
FYT-TRUST  |BAMKMNORTH PR-02024/05 81 .37 Q.00 III.EI‘] il
FYT-TRUST  |BAMKMNORTH PR-D2/26/04 14029 0.00 D.Di] il
FYT-TRUST  |BANKMORTH PR-02027103 14533 Q.00 III.EI‘] il
FYT-TRUST  |BAMKMNORTH PR-03/09/08 10277 0.00 D.Di] il
FYT-TRUST  |BANMKMORTH PR-03M0/05 91 76 Q.00 III.EI‘] il
FYT-TRUST  |BAMKMNORTH PR-03M1/04 127 BE 0.00 EI.EII] il ﬂ

Print 2

3 Cancel

1. Print?: Click on this column in the row of an invoice you wish to print, and type “Y.”

2. Print: Click “Print” to print checks.

3. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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