Write Checks Feature

07/29/2024 6:09 pm EDT

SedonaOffice has a write checks feature that allows users to jump straight to cutting the check without having to enter
an AP bill.

1. Click on Accounts Payable - Click on Write Check

2. When the Write Checks window opens, Click on Vendor - Select the Vendor - Fill in the Date/Amount - Enter
ACH in the CHECKH# field - Then Select the bills to be paid

** If the payment was made via ACH or CC, DO NOT select the In Print Queue

3. Click on Apply - Then Click on Save

8 write Checks B

PayFromeank Accourk [To0z00 =] 109200 Cash - Operstng

C Cgpomer & yendar [ | ek o =

€ other

gy [ |

Sedona S ecuiity DATE eporznzs |2 W

Pav: L

oRpERor [JAbc Disgosal Service. Inc e 20

TroHunded Totl 20

BDORESS  [Ac Disporal Servie, inc Balance 0.0

TN Y

oo, Ml 48201 [ Becurig
Peywert

W0 P i b via same ACH ansacion

o5 122000 | parts $0.00 | Espense $0.00] ocuments |
== —=
| [oue pote [Discount pate I Discourk A [ Ref tum Jeranch | | enk Owe | =]
0E3 Wiz 000 131456 Fisborms ] 00 0]

[ uisoreozs 12072023 20| 11023 n .00 0.0 s0.00)
[ |uoreozs 1r0pznz3 5.00[12346 O 100.00 100.00 100.00
[ |noreoes 12072023 3000 125456 L 00,00 000
Tliioiz: \z0tznz s lasmaeze - es00 500
™ voided Check oply Sove Bt oso

& Abc Disposal Service, Inc

Abe Disposal Service, Inc ** Secure Vendor ** Abc Disposal Service, Inc

4 vendor Information Abc Disposal Service, Inc Vendor Type: Sub Contractor
g Web Links [F.0. Box 674207 Branch Alabama
® i Emsd'l joetroit, M1 48201 Category AN G 8 A
® & Credits Terms: Net 10
&4 Credits applied
3 '.f'fim.; Open Bills: $1,215.00
& o == ¥TO Payments: $0.00
:s 2022 Payments Open Credits: $650.25
&3 Older Payments het Due to Vendor $555.75
Credit Limit: $100.00
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5. Go to the GL for that bank account and the transaction will also show as ACH payment



& Account Register

=| Account Code | 100200 ;l | ] Branch | vl
Cash- Operating*
From Date 7i1/2023 = RegType [ |
mow o
RegMo. | Date | Type | checkmo. | status | Name | Branch | Amount | Balance |

7j1/2023 ** Beginning Balance ** 2,076,492,10
809171 7(3{2023  BILLPYMT 2513 O ASubcontractor - 2 OH 50,00 2,076,442.10
809172 7(3{2023  BILLPYMT 2514 O A+ Cleaning Services OH -L,617.72  2,074,524.38
809174 7/3/2023 _ BILLPYMT 2515 O American Express OH -100,00 _ 2,074,724.38
[Teosier 732023 Ewipve ACH O Abc Disposal Service, Inc oH ~220.00  2,074,504.38

6. That transaction should also show when reconciling the bank account as an ACH

1
Date I Type | Check No. | Name | Amount I Status |

[ 7i3/z023 BILLPYMT 2513 50.00 Q
D 7(3/2023 BILLPYMT 2514 1617.72 o]
D 71312023 BILLPYMT 2515 100.00 O
[ &f7iz023 BILLPYMT 62223 ing Services 1617.72 Q
| [ ] 7/3/2023 BILLPYMT ACH ¢ Disposal Service, 220.00 Q
[ cH 10000 | ©

e NOTE: If you want to make a bill payment through the normal bill payment process, but do not want to print a

check for the payment, you can make the payment as normal and then Uncheck In Print Queue and add ACH as

the check number then save.
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