How do | enter a hand check?

1. Go to Checks — Hand Checks — Hand Checks Entry
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2. Select the bank
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3. Choose the Vendor
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4. Select the Invoice if one exists

SelectVendar Linpaid Inwices - ( 1666 Main Sireel Corg)

Unpaid lrvoices
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120516121457 0516121 test MHet 30 061512 ! §70,00¢ $0.00

5. Or, create a New one
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1666 hain Street Corp
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6. Once the invoice is Chosen or Entered, verify the check number,
amount, and date are correct.
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=] Vendor Hand Checks (Acct. 11100000 )
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7. Print & Save if you need to print a physical copy of check

8. Save to just record a check already written.
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