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P.0. Check Vouchers

e Deseription Inventary Invoice # Inv Date Amount Fayments | Pending Balance | Check Amount
%] I Reupholster Side Chair $375.00 $250.00 50.00 $125.00










P.O. check vouchers are entries in the checks module to generate purchase order checks.  P.O. check vouchers are created on the “P.O. Check Vouchers Screen”.  To create P.O. check vouchers, click  the “P.O. Check Vouchers Button” on the “Enter and Print Checks Screen”, or click the “P.O. Check Vouchers Button” from within the “P.O. List Screen”.








P.O. Checks





POSTING MANUAL PO CHECKS
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Move to the purchase order you want to generate a P.O. voucher check for and click the “Deposit Button” or “Final Button”.  The appropriate check amount fills in the purchase order “Check Amount Field”.  To clear the check amount for a purchase order, click the “Clear Button”.





Deposit or Final





To post the manual (hand written) check, click the “Post Manual” button.  When prompted, enter the correct cash account, check number, and date written.  Click the “Post” button and choose “Yes” when asked “ Are you are sure you want to Post Manual Checks?”.
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