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Managing And Printing Vendor Payments In
Payment Journals
Learn how to efficiently process vendor payments by utilizing the suggest vendor
payments feature and printing checks. This guide walks you through navigating
payment journals, managing batch names, and handling check voids or deletions to
maintain accurate financial records.

Open Payment Journals

1 Open Payment Journals.

2 Select the DEFAULT batch in Batch Name to process check payments
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Prepare Vendor Payments

3 Open the Prepare menu.
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4 Click Suggest Vendor Payments.

5 Open the Bank Payment Type menu.
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6 Select a bank payment type.

7 Open the vendor number selector.



Made with Scribe - https://scribehow.com 6

8 Select a vendor.

9 Click "Suggest Vendor Payments"
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10 Set the Payment Method Code filter to ACH.
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11 Click "Ok"

Print and Void Checks
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12 Open the Check menu.

13 Click Print Check.
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14 Click Print in the Check dialog.

15 Click "Print Check..."
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16 Cancel the Check dialog.

17 Click "Document No."
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18 Select document number 360640.

19 Click Void All Checks.
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20 Confirm voiding all printed checks.

21 Click "Document Date (Blank)"
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22 Click "Document Date"

23 Click "Document Date"

Review Check Ledger
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24 Click "Search"

25 Click "Tell me what you want to do."
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26 Click "Bank Accounts Lists Not bookmarked"

27 Open Bank Accounts.
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28 Open Check Ledger Entries.

29 Select check 360623.
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30 Click "Back"

31 Click Back to return to Bank Accounts.
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32 Return to Payment Journals.

33 Click "Document No."
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34 Click "Payment Journal"

Update Journal Lines
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35 Open the Document Date column menu.

36 Sort Document Date in ascending order.
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37 Click "Document Date, sorted in Ascending order"

38 Select August 13, 2026 in the date picker.
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39 Click "Document Date, sorted in Ascending order 8/13/2026"

40 Open the line options menu.
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41 Click Delete Line.

42 Confirm deleting the journal line.
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43 Click "Document No. (Blank)"

Print Checks

44 Click Print Check.
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45 Review or edit the Last Check No. field.

46 Click Print in the Check dialog.
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47 Open More settings in the print preview.

48 Enable Print on both sides.
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49 Open the Destination menu.

50 Click "Payment Journals (PROD)"
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51 Click Print in the browser print preview.


