
 

The main toolbar is active in ALL views. 

 
 

Checks 
 

This is where you can pay your bills. 
 

 
 
If You Are Using Accounts Payable, DO NOT ADD Checks. 
 

1) From the Main Accounts view click on ‘Checks’. 
2) Click on the ‘A’ to bring it into Add mode. 

 

 
 

3) Fill in… 
a. The General Ledger # (GL#) field. 
b. Dept# Field. 
c. Invoice # Field. 
d. Note field. 
e. Amount and Deduction. 
f. Then Click ‘Add’ on the Right hand side. 


