Biancht

Tech Tip

How to Reprint Existing Checks in QuickBooks® Desktop Financial

Oh no! You just finished writing a slew of checks, but somewhere along the way, a mistake was
made. Maybe your printer glitched or perhaps you printed a statement on a check. You go to your
print forms que, and the check or batch of checks is gone! Now what?

Select Checks to Print

First Check Mumber 3003 Order Checks

BankAccount  Company Checking Account -

Select Checks to print, then click Ok,
There is 1 Check to print for $2,433.00.

J © DATE FAYEE AMOUNT

2.433.00

S 04162022 Publishing Company Cancel

Help

Select All

Select Hone

Go to your check register (Banking >> Use Register) or keyboard command CTRL+R

Banking <

- - =
Write Checks Cirl+W
Order Checks & Envelopes 3

Enter Credit Card Charges
Use Register

Cirl+R

Make Deposits
Transfer Funds
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Select the proper bank account from which the checks were written and click OK

Use Register

Select Account ompany Checking Account

Cancel

Locate the check(s) and double click the check number so that it is highlighted in green.

% Goto.. | &) Print.. ‘ [E Edit Transaction %) QuickReport Setup Bank Feeds ?
DATE NUMBER PAYEE PAYMENT v DEPOSIT BALANCE
TYPE - " MEMO
11512023 vicki King Double click to highlight. 13084 11,959

PAY CHK,
01/15/2... & |EEE e Car Leasing Agency =~ | G63.00 Deposit 11,396
CHK CarTruck Expense Company Car = | Carlease

118/2023 5323 Matalie Chapman Consulting 4,000.00 7,396.0
BILLPMT Accounis Payable (12/01/2007 - 12/31/2007)
an Supply Campany:Project #15

1162023

Once highlighted, hit SHIFT+T on your keyboard. This will automatically replace the check number
with the text “To Print”.

DATE NUMBER PAYEE PAYMENT o DEPOSIT BALANCE
TYPE ACCOUNT MEMO

011512023 Wicki King 130.64 11,959.0.
PAY CHK -split Double click (highlight) and keyboard command

01152023 | To Print SHIFT+T for each check that needs to be 563.00 11,396
CHK Car/Truck Expense:Company Car Carlease reprinted_

01M5/2023  To Print - 4,000.00 7,396
BILLPMT Accounts Payable (12/01/2007 - 12/31/2007)

01M16/2023 Freeman Supply Company.Project #15 46.50 744252
PMT Accounts Receivable

01/21/2023  To Print 115.25 7,327 2
CHK Telephone Cell

01/25/2023 5325 Local Phone and Internet Company 21054 71187
CHK Telephone 6503221414

01/25/2023 | 5326 Hamby Cables Inc. 82.00 7,034.7.
CHK Postage and Delivery ACCT# 256044025

01/28/202; 5327 Office Supply Center

When prompted “Do you want to record your changes?”, click Yes.

Recording Transaction
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Go back to your print forms que (File >> Print Forms >> Checks)

Your checks will now appear, ready to be printed! Be sure to confirm your check number, especially if

H Empi

B My

Accountant Company Customers Vendors

MNew Company...
Mew Company from Existing Company File...

Open or Restore Company... _JI‘BEFE

Open Previous Company » I'MPE

Open Second Company | Vicki King
Back Up Company » ¥ CHK -spiit-

Create Copy...
Close Company

Switch to Multi-user Mode
Utilities

Send Company File

Print Register...

Ctrl+pP

Employee
Print.. | B Edit Transaction [E2) QuickR

Print | Mice Car Leasing Agency

_LPMT Accounts Payable
4 Freeman Supply Comp:

T Accounts Receivabl
Print | Cell Phone Co
Bill Payment 5

Printer Setup...

Send Forms... Credit Memos...

Shipping ¥ Invoices...

Update Web Semices Labels..

Toggle to Another Edition... Payenecks. .
Pay Stubs...

Exit

Shortcuts

E view Balances

Alt+F4

01/28/2023

01/28/2023

w  Sales Orders..
5 Sales Receipts..
Q Assemblies .

a Timesheets ..
1099sM096...

a misprint/voided check occurred. Click OK and print as usual.

Bank Account

Company Checking Accountiig l

Select Checks to print, then click OK.
There are 4 Checks to print for §7,111.25.

Select Checks to Print

First Check Mumber 3003

Order Checks

4 DATE PAYEE AMOUNT
5 .

041672022 Publishing Company 2433.00 Cancel
Y 011512023 g Nice Car Leasing Agency 563.00

Hel

Y 011512023 W Natalie Chapman Consulti.. 4,000.00 =
J v

0112112023 Cell Phone Company 115.25 m——

Select None

Have a great day! ©
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