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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

ds to be printed. Do this by putting the pointer on the
mouse. Remove the check in the same manner.
ew to enter another check. Select Save & Close
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box and right click the
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when doRe entering.
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Frepare for bax filing with Intuit's Year-End Guide.

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. Remgve the check in the same manner. Select Next or Save &

New to enter another invoice. Select Save &Wed.
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Authorize credit card payments with QuickBooks. Mo additiohal hardware required.
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Select the File Option. The following drop-down menu will be displayed.

File &Fdt  Listz Company Customers  Mendors  Employeez  Banking Beportz: Window  Help

E ew Company...

Open Company...

E azyStep nterview

Claze Company

Switch to Multi-uzer Mode

Back Up...

Bestare...

Urilitiez 3
Accountant's Beview 3

Print [nvaice. . Chil+P
Frint Postage for lnvoice. .

Frint Formsz 3
Frinter Setup...

Reqgizter QuickBooks Prao...
|Ipdate QuickBooks. ..
Exit &lt+F4

This prin/option will display the form that is currently being displayed. For
instancé, 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.

Bill Payment Stubs...
Checks...

Credit Memos. ..
IFvice
Mailing Lakgels...

Faychecks...
Paystubs...
Purchaze Orders. .
Sales Beceiptsz...
1099z...

Select the option that you need. Let’s say we select Ihvoices. 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.
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LCancel
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Select None
Prirt kailing Labels

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.

Bill Payment I

Checks... Vendor Checks |
Credit Memos. ..
IFvoices. .

Mailing Labels...
F'agchecks.< Pavroll Checks I
Pavstubs. ..

Purchaze Orders. ..
Sales Beceiptz...
1099z
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