Check Layouts in SedonaOffice

12/28/2023 2:41 pm EST

Question:

A common question from our customers is how to adjust their check layouts. For example, one question received is
“How to | move my amount field up on the check?”

Answer:

In most cases, adjusting the margins of the check layout will resolve the issues a customer is having with their check
layout.
Go to Accounts Payable > Print Checks.
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The Print Checks window will display. Click on the button labeled Margins.



&) Print Checks

Bank Account Next Check Number : 5

| 100200 | 100200 Cash - Dperating*

Print | Check Date | Pay to the Order OF Amount | Memo
8/10f2023 Visa - AS 2050.00
8/23/2023 Elizabeth Arrington 40,00

2 Checks To Prink

Select all Unselect all Print Bill List | Print | Close

When Margins is clicked, it will open the Check Fields Adjustment window. Using the arrows around the check layout,
you can vertically and horizontally adjust the layout.




& Check Fields Adjustment

January 10, 2001 $°°""100.00
One hundred Dollars

Joks Doz 123
Main Street
Main, USA 0000

4 3
Field Adjustment "~ Adjustment Settings
Adjusted Left: 0/64 inches Units

Adjusted Up: 0j64 inches | Inches =

Tesk | Center I Apply | Cancel |

For more in-depth information, you can read the Knowledge Base article on this on the subject of Check Alignment
using the link below.

https://sedonaoffice.knowledgeowl.com/help/print-checks-check-alignment
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