Reprinting a Vendor Check

Last Modified on 11/22/2024 3:11 pm CST
A check issued to a Vendor may be reprinted fromFile / Open / Vendor on the Activity tab.

1. Edit the Vendor to whom the check was written.
2. Onthe Vendor’s Activity tab, select List in the Payments frame. Each Bill is listed separately even if several

Bills were paid on one check. Highlight any one of the bills paid with the check and choose Reprint.

o' Edit A Vendor - ABC ABC Trucking ) B S

Profile Balance 1089/ Payment Info Activity

Invoices Payments
List List [ show Voided

Invoice  Date * Gross Due Date Status  Unpaid Balanc wvoidedy ™ Cheek *  Invoice Date Amount
2887 08/08/20 ... 200.00 08/23/20_.. Open 200.00 D BODAT 6620 12119020 192400
4EET 04/05/20.... 350.00 08/31/20_.. Open 350.00 O B00ES 3 08/11420... 26.00
§704 08MTI20 ... 385.00 0BMTi20_ .. Paid 0.00 D 50083 5452 08111420 430.00
253 OTHMS20 ... E0.00 OTMS20 .. Paid 0.00 D 50083 253 08111420 50.00
g OTHMS20 ... 25,00 OTMB/20_.. Paid 0.00 D 50083 test 08111420 200.00
test OTHMS20 ... 200.00 08/24/20 .. Paid 0.00 D v 50053 §704 08120 355.00
£ > < >

Date| | ches ]

Show Open
Void Edit Show Paid Void View Reprint

M4 4 » M Save

3. If necessary, the check number may be edited to match the preprinted check number on the check to be

printed. Make sure the check is in the printer and select Reprint.

! Reprint a Vendor Disbursernent x

Vendor ID ABC

The reprint option will print this disbursement

Date  02/14/2024 record using the check # entered. If an edit
e
Check Amount  11235.00 records will be linked to the new check #.

Source (AP
JE # |11493

Invoice# Inv Date Amt Paid  DiscTaken =
1 ) 5482 011302022 430.00 20,00 | Reprint
5 258 0711912023 50.00 0.00
5 are4 08/17/2023 385.00 0.00
4

test 0792023 200.00 0.00




