[image: image1.emf]                                               

Writing and Entering Checks in Studio Designer or Studio Showroom

Office / Overhead Expenses

1. Click Checks | Enter and Print Checks

2. Click Add

3. Enter the details for the check to be printed into the fields at the bottom of the screen.

a. Check codes: 

i. Print = Ready to print now

ii. Hold = Hold the entry in checks until you are ready to print it.  When you are ready to print, change the code to Print.

iii. Manual = The check was already printed or written and now you need to record it in Studio

b. Check # and Date only need to be completed if you are entering a manual check.

c. Cash Account represents the bank account that the cash will be withdrawn from.  This should be correct by default.

d. Client will not normally be filled in 

e. Memo contains the notation that will print on the check and show in the checks list.

f. Complete vendor invoice, date, terms if you choose

g. Enter the appropriate expense account in the account field, update the description to fit what you would like to see as a description in the general ledger.

4. Click Print Checks

a. Verify the cash account and the check number.

b. Multiple: 

i. Yes = PO check format, multiple items per check

ii. YPO = PO check format, one item per check

iii. No = Office check format, one item per check

5. To choose a different printer, other than the windows default click View, then printer setup, and select the appropriate printer.

6. When exiting the print checks screen, you will be asked if the check printed correctly, say YES if you will be sending the check out.  If you say NO, there NO record of the check ever being printed.

Purchase Order Checks

1. Click Checks | Enter and Print Checks | Order Check Vouchers

2. Locate the appropriate order using the filter if necessary.  This screen only shows orders with balances due.  Click View All to see orders with no balance.   You may click the box to the right of the item (at the bottom of the screen), to edit the item details.

3.  Click Deposit or Final (when paying full remaining balance).  The check amount will fill in.  You can edit this amount by typing over the Check Amount at the bottom of screen on the individual items.

4.  Click Create Check Vouchers, select Print if you will be printing the check now, Hold if you will wait to print it.

Continue with steps 4 – 6 above.
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