
How do I reprint a check that I have not posted in Accounts Payable?

There are times after you have printed a check from Accounts Payable that the printer has jammed or
something happened that it printed on the wrong check number. IF you have NOT Posted the checks to
ledger there is a way to retrieve these invoices to re-print them. The important thing is that the checks
must NOT have been Posted to Ledger. 

This document assumes the following:

It assumes that you know how to mark invoices to pay and write the checks from the Write Checks
window. In this document, we will begin in the Write Checks window (Programs > Accounting >
Accounts Payable > Write Checks).

Open the Write Checks window

Program > Accounting > Accounts Payable > Write Checks. 
The key area of interest for this document is the bottom left hand corner. It is there where you tell the
window what you want it to display. Currently, it is set to 'Unpaid Payments' because you have already
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printed all of your checks, but HAVE NOT POSTED THEM.

Chane the Show Drop-Down

Click on the Show drop-down and selct 'Paid Payments'.

Listing of all printed, but not posted checks

Now, the window displays all of the checks you attempted to write.
1. The first area of interest are the checkboxes for each of the items listed. It is here that you tell CDM+
which checks you need to re-print. 
2. The second are of interest are the 'Mark All', 'Mark None and 'Mark Unpaid' buttons. If you want to
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reprint all of the checks, you can click the 'Mark All' button first and then 'Mark Unpaid'.  The 'Mark
Unpaid' button is the last step of the process. The next step will show an example of how this process
will work.

Example of Marking Checks to Re-Print

In this example, we only need to re-print the last two checks therefore I have put 'X' marks in the two
checkboxes beside the Payee's Description (Step 1).
With these two checkboxes marked, I click the 'Mark Unpaid' button (Step 2).
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A Dialog Box Appears

Click 'No' in this window because you HAVE NOT POSTED THE ITEMS.

Ready to Re-Print

1. No, you will see the window is displaying 'Unpaid Payments'.
2. Make sure the two checkboxes are marked.
3. Make sure that the correct starting check number and payment date fields have the correct
information.
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4. Click 'Write Checks' button to reprint the checks.

Once these checks are printed, you can Post these and the other checks all together.
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