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Printing Checks & Invoices (Batch) in QuickBooks 2000

1. To enter more than one check and have them printed later be sure that 
you put a check in the box in the middle right side of the form.  This 
indicates that it needs to be printed.  Do this by putting the pointer on the 
box and right click the mouse.  Remove the check in the same manner.  
Select Next or Save & New to enter another check.  Select Save & Close
when done entering.

Put a check in the box in the bottom left corner of the invoice form indicating it 
needs to be printed.  Do this by putting the pointer on the box and right click 
the mouse.  Remove the check in the same manner.  Select Next or Save & 
New to enter another invoice. Select Save & Close when finished.
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Select the File Option.  The following drop-down menu will be displayed.

This print option will display the form that is currently being displayed.  For 
instance, if the create invoice window is open the command says Print 
Invoice.  If the write checks window is open the command will say Print
Checks.  

You may select the Print Forms command to display all of your options.  

When you select print forms the following drop-down menu will be displayed.

Select the option that you need.  Let’s say we select Invoices.  The following 
screen will be displayed for the printing of invoices.  Note:  The only invoices 
that will be displayed in the following window are the invoices that were 
checked To Be Printed.
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2. Below are the invoices that were checked to be printed.  Select or de-
select the invoices to be printed by checking in the box under the 
checkmark.  Do this by putting the pointer in the check mark column and 
right click the mouse or press the space bar next to the one that is being 
selected or deselected.

When you are done then select OK to print the selected invoices.

3. The procedure is the same for selecting or deselecting checks to be 
printed.

4. NOTE:  There are two separate printing options for payroll checks and 
vendor checks.  See the list from the drop-down box below.

Vendor Checks

Payroll Checks


