Accounts Payable

R. Reports Menu: 3. Check Warrant
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1. Invoice Maintenance A. Transfer Data to GIL
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2. Print Checks Close Period

C. Transfer to Fixed Assets

3.P M IiDirect P i
<. Frocess Manualilirect Fays H. Restore Points

4. Check Reconciliation I. Installation

5. Void Checks P. Password Maintenance
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Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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Accounts Payable

Anytown Accounts Payable (Version™- 7. 7f):  Reports Menu

1. invoice Edit List ‘
s checkwamam |

6. Outstanding Checks
7. Check Mismatch Report
8. Cash Requirement Report Z. Custom Reports and Routines

9. Accounts Payable Aging

Click on “3. Check Warrant” from the Reports Menu and the following window will appear:
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Accounts Payable

Check Warrant

The “Options” tab

_loix

Options | warrant Bottom | Select nvoizes
1
Select By Include Invoice Memos d % vz { po
£ Unpaid Invoices 5 € Order by Yendaor Mumben
£ Al Invoices ™ Crder by Company Mame
{* All Paid Invoices by Check Mumber * Order by Check Mumber

Al Paid Invoices by Check Date

" hanually Select Invoices i )
" ManualDirect Pay Register Format including G/L data S (" ves ¢ no

Primary Sort by Expense Fund 4 " ves % g

Enter Checking Account Code 6 IIII4 j
7 I Include ManualDirect Pays 8 Include Voided Checks

Check # Q 0 to I 0

Enter Warrant Report Humber 10 I

Preview 11| 12 Print | File 13 | 14 Cancel |

1. Select By: Choose what you want to create a Check Warrant report for.

2. Include Invoice Memos: Choose whether or not you want to have the Memos for each

Invoice to appear on the report.

3. Order by: Choose what you want this report to print in order of.

4. Primary Sort by Expense Fund: The report will group all reference accounts associated

by the expense fund before the option 3 choice when this option is set to yes.

5. Format including G/L data: Each reference account and description will appear related

to each invoice paid on the report when this option is set to yes.

6. Enter Checking Account Code: Enter the checking account code or select from the drop

down menu. Checking account codes are set up in installation.

7. Include Manual/Direct Pays: Check this box to include Manual and Direct Pays in this

report.

8. Include Voided Checks: Check this box to include Checks that have been Voided in this

report.
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10.

11.

12.

13.

14.

Accounts Payable

Check #: Enter a Check number range for this report. If you select the option of “All paid
invoices by check date” then the check date range will appear here.

Enter Warrant Report Number: Enter the warrant number to print on the report if you
assign them

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

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

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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Accounts Payable

The “Warrant Bottom™ tab
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Options yarrsnt Bottom | Select nvolces

[
We know this is small. Please print a warrant then edit this screen to the best of your ahility using the print
out as a guide.

Preview 2 Print 3 File 4 S Cancel |

1. Edit: You should print this check warrant, and then edit this screen as best you can. Print
again and review after you make changes. Some users place each board members name
under a specific line for their respective signature.

2. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

3. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

4. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

5. Cancel: Click “Cancel” to cancel and return to the previous screen.
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