
Quick Start Guide 

Process Payments 

This menu allows you to print checks and 

process ACHs or EFTs. 

Process Payments 

Search  

1) Search for invoices to be paid during this 

pay run. If you cannot find a certain payment, 

try changing the date in the Due on or Before 

field. 

Process 

3) Click the Process button when you have 

selected the invoices to be paid during this 

check run. 

Help Files 

Click the information icon to access step-by-

step instructions for this particular page. 

Select  

2) Select invoices by checking the boxes. 

Print  

4) If all checks printed successfully, click 

Accept. If some checks did not print, 

enter the range of incorrectly printed 

checks and click Continue. If you want 

to cancel and start over, click Cancel. 


