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Enter and Print Checks

EUROFAB Office Manual 1010 $135.00 Entertainment
GOLDEN PO Print 1010 $125.00 | P.0. Payment Reupholster Sids Chair

Account# | Department | Amount Description
5300 ot - $135.00 | Entertainment

Amount $135.00 One Hundred Thirty Five and 00100 Dallars

PayTo: [EUROFAB -] _|
Check Code: [Manual ~|

Check#: 1743
Check Date: 010172003

Cash Account: [1010 - Merno: [ Entertainment
Client - Invoice #
Froject: -] invoice Date:

Type: Termes:
P.O.# Due Date.
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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”.








P.O. Checks





PO CHECK VOUCHERS











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 create P.O. check vouchers for the purchase orders you selected, click the “Create P.O. Check Vouchers Button”.  One entry is added to the “Enter and Print Checks Screen” for each purchase order item with a “Check Amount” filled in.
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PRINT CHECKS














Print
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After the check entries have been selected to print, click the “Print Button”.  The “Print Checks Screen” is displayed.  Enter the beginning check # and click the “Print Button”.  The checks may be printed to the screen for review or directly to the printer.  After the checks have printed, a message “Did the checks print correctly?” is displayed.  Select “Yes” and the  checks post to the general ledger.
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