
 

      

 

How do I handle check printing mishaps? 

 
Many things can go wrong when printing checks. Examples include paper jam, 
checks sticking together, other jobs being printed on the checks, running out of 
checks etc.  Depending on the case, you can use the following process to salvage 
any good checks in a Check Run.  
 
Let’s assume you are printing a batch of 20 checks and after the job is 
completed, you realize the first 10 checks printed okay but the last 10 printed on 
plain paper.   
 
The following steps will allow you keep the 10 checks that printed okay 
and only print the 10 missing checks while keeping them all in the same batch.   

 
 

1. Go to Ascendance Accounts Payable > Checks > Cash 
Disbursements > Select Invoices to Pay.  Select Cash Account you are 
paying checks out of in Cash Disbursement screen then click 
the OK button.  

 
 

            
 
 
 
 

  
 



      

 

2. Click the Group button in the Cash Disbursements > Select Invoices to   
Pay screen.  
 
 

 
 
 

3. Select All Invoices and uncheck Include payments by EFT in the Cash 
Disbursement Entry screen.  Click the OK button.   

 
 

            
 
 
 
 
 
 



      

 

4. Click the Save button in Cash Disbursements > Select Invoices to 
Pay screen.  

 
 

 
 

 

 

 

 

 

 

 

 

 



      

 

5. Go to Ascendance Accounts Payable > Checks > Cash 
Disbursements > Print Checks.  Click OK button to print ALL checks.  

 

 

AT THIS POINT, YOU REALIZE YOU HAVE 10 GOOD CHECKS AND 10 CHECK 
MISSING.  

 

6. Go back to Ascendance Accounts Payable > Checks > Cash Disbursements 
> Select Invoices to Pay.  Click No button in the Existing Batch 
Confirmation Message screen.  

 



      

 

 

7. Using the Don’t Pay button, remove all the invoices that printed properly, 
leaving the missing invoices.  Click the Save button.  

 

 

 

 

 

 

 

 

 

 



      

 

 

8. Go to Ascendance Accounts Payable > Checks > Cash 
Disbursements > Print Checks.  ADJUST the Starting Check 
No accordingly.  Click OK button to print the 10 missing checks.  

 

          

 

9. Go back to Ascendance Accounts Payable > Checks > Cash Disbursements 
> Select Invoices to Pay.  Click No button in the Existing Batch 
Confirmation Message screen.  

           



      

 

10.  Using the Group button, add all the invoices so that you have the same   
number of invoices you had in Step 4 above.  Click the Save button.  

 

 

 

 

 

 

 

 

 

 



      

 

11.  Go to Ascendance Accounts Payable > Checks > Cash Disbursements > 
Print Checks. Change the Page Range to be from 1 To 1 so that you print 
only 1 page thereby fooling the system you have printed all checks. 
Load PLAIN paper and click OK button to print 1 ‘check’.  

 

             

 

   12. Proceed to Update Step. 


