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If you have calculated and posted a pay and printed checks, but Transfer to Accounting is not
available for that date, a common cause is that the check numbers have not been finalized. Payroll
cannot transfer to Accounting without check numbers.

To finalize the check numbers for this pay date, click Print Checks and select First Run checks.

To access from the Button Bar, go to Payroll>Print Checks

Print First Run Checks

| Print Checks (===
Check Printing
Select Date
Select the set of checks you would like to print.
If you have multiple check runs that
have not been printed, select date
you want to transfer to Accounting.
Check Runs - Payroll - Primary Checking Account =
To continue, didc Next
[text> ]
Assign Check Numbers Prms G =
Pasign Check Numbers
Enter check numbers for the chedks you o print. You can assign a starting check number and it wil assign the rest for you.
. Current addresses show by default, bu chauose the main address instead by checking the box,
Enter the Starting check number at the
top. The remaining check numbers surtng Crcktem |65 48 e L _
will fill in sequentially. Ensure each | ==r = o sher llomss fomie Isstron st
check number is correct for each 1 Heloer, Mary 145289 851 17 Grand Ave ®
3 Smith, Patty 939,20 B52 571 Cld Crowm Rd =
person' & Stewart, James 322.93 853 =]
2 Talent, Amy 161.70 BS54 4224 Lake Ln =
sorty | @Name O Payee =
<Back || mext> | [ cancel
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Check Layout and Printing
Select a check layout. You can then edit the layout and print checks.

Click Next as you likely do not need
to print these checks again.

Check Layout | [Template] Defauit Payroll Check

& Print Checks

< Back i Next> | Cancel

Print Checks

Post Printing Verification
Post Printing Verification
verify that the selected checks printed correctly.

Enter checkmarks in all the boxes to the
right of your employees to indicate that [DPrinted Comecty [Paree C=T N [T

. Green, Ernie 850 1170.80

the checks printed correctly. You may Heper, Vary ss1 1952.89
also click the Printed Correctly box at the S Patty =2 020
Stewart, James 853 322.93

top to select all of them. Taient, Amy 854 16170

Click Next.

Summary Print Checks

The following checks were printed

Click Finish to Exit.

09/27/2022, Primary Checking Account:

850 Green, Ernie
851 Helper, Mary
852 Smith, Patty
853 Stewart, James
854 Talenti, Amy

[ <gack |[Fmsh ) [ concel |

The pay date will now be available on the Transfer to Accounting Screen.
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