
 

      

 

How do I reassign check numbers? 

When printing checks in the Accounts Payable application, sometimes printers jam, 
checks stick together, there isn't enough check stock in the printer, or the check 
starting number was not correct to begin with. You can correct these scenarios, if you 
have not already posted to General Ledger. If you have already posted the Reassign 
Check Numbers tool is available to make reassigning check numbers easier. 
NOTE: This function is not intended for repeated use - it is always best to verify that 
your checks are correct before completing the posting in General Ledger. This function 
is only available to the Schema Owner. 
 
To perform the Reassign Check Numbers process, the schema owner enters the Batch 
ID that contains the checks that need to be changed. Information for the batch, and for 
each check in the batch, is displayed for reference. Once the checks are populated in 
the table, you can assign check numbers as necessary. When you have successfully 
completed this process, the check numbers in the original batch are replaced with the 
correct check numbers. 
NOTE: This function can be used for any AP checks batch: Regular Check Run, Hand 
Checks or Bank Drafts. Bank Drafts will display Transaction Numbers rather than Check 
Numbers. 
 
1. Log into Accounts Payable as schema owner. 
2. Click Maintenance>Administration Maintenance>Accounts. 

 



      

 

 

3. On the Checking Account Maintenance screen, go to Admin Tools > Reassign 
Check Numbers. 

 
 

 
4. On the Batch ID field, enter the Batch ID. 

 
 



      

 

5. Once the header information is populated, click the Search icon to display the 
Vendors in the table below. 

 
 

6. When the Vendors are populated in the table, you can change the check numbers in 
the New Check/Trans. No. column as necessary. 

 
 

7. After you have updated the check numbers, click the Preview* button to review the 
changes. Note that you must preview your changes before they can be applied. 

 
 
 
 
 
 



      

 

8. If the changes look correct, click the Apply button. 

 
 
Your check numbers have now been reassigned. Be sure to verify the starting 
check/transaction number before printing your next batch. 


