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WRITE CHECKS

Select Checks on the Icon Bar

Z: Write Checks - Checking
& previous [ Mext & Print + T Fnd 5] Journal

Bark Account iCheckjng v Ending Balance 0.00
Mo, To Prink
Date 01/0z/2008 [E]
Pay ko the Order of Yerizon hud $ 127.49

One hundred twent’;.-‘-se‘-.-'en and 4glllll:||:|***************************** Dallars

Verizon
P.0. Box 218
Address | pewtown, PA 19054

Memao 215-579-1465 Crder Checks

| Expenses $12749 | Items 0.00 [ online Payment Ta be printed
| Account Amounk Memo Customer:Job | Billable?

Telephone & Fax Expense 127.49 L

b

[ Clear Splits ] [ Recalculate ] [ Save & Close ” Save & Mew H Clear ]

e Bank Account = Account from which the check will be issued

e No. = check no. or To Print —to be printed in a batch

e Date = date of the check

e Pay to the Order of = start typing the name and will prefill

e $ = total amount of the check

e Memo = prefills account no. After the account number, record invoice no or other

details

Account = type in the account name or expense account should prefill

e If you want to split the amount into two or more accounts, create a second line
entry and split the amounts
Amount = $§

e Memo = details

QUICKBOOKS —WRITE CHECKS



ACCOUNTING FOR REAL ESTATE AGENTS PAGE |112

PRINT SINGLE CHECKS

Select print on top of the check
e Enter the check number

Print Check

Printed Check Mumber | 1

X
|

| o ||

Cancel

J

e (Click OK

e Follow the steps for printer name and click on Print
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PRINT A BATCH OF CHECKS

e (Click File on Menu Bar
e Select Print Forms
e (Click Checks...

72 Quick and Easy Bookkeeping for Real Estate Agent - Q

§=8 Edit Wiew Lisks Accounkant  Company  Coskomers  Wendors

Mew Companty... @
Open or Restore Company... ok Customer Cenker  Men
Open Previous Company b

Sawve Copy of Backup, ..
Close Company

Switch ko Mulki-user Maode

Ltilities b
Accountant's Copy 3
Prirk ... Chr+P
Save as PDF...
Bill Pavment Stubs. ..

Printer Setup... ]
Send Forms., .. Credit Memos. ..
Shipping 3 Imvoices, .,

] Labels. ..
Update Web Services .

. Sales Receipks. ..

Tu:u:;gle ko Another Edition. .. Tinesheets. .
Exit Ale+F4 10935/1096, .

e Bank Account = Account from which the checks were issued
e First Check Number = first check number to be printed
e Select the checks to be printed
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Select Checks to Print

PAGE |114

3

Bank Account | “hecking w | First Check Mumber »':.3 Learn about
CuickBooks checks
Select Checks to print, then click Ok,
There is 1 Check ta print For $127.49,
4 Date Paves Arniount [ K l
[+ |o1joz/2005 Verizon 127.49|
[ Cancel ]
[ Help ]
[ Select Al ]
[ Select None ]

e (Click OK

e Follow the steps for printer name

.... And click on Print
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REPORT FOR WRITTEN CHECKS

e (Click Reports
e Select Banking
e Click Check Detail

Dates | Custom | From [oef1/z008 [E] To [07/30/2008 [E] Sort By [Default v|
Quick and Easy Bookkeeping for Real Estate Agent
Check Detail
June 1 through July 30, 2008

Type < Hum < Date @ Hame @ Account + Paid Amount < Original Amount +

} Check 1 07/30/2008 Hational Associa... Petty Cash -299.00 4
Training & Education ... -299.00 289.00
TOTAL -299.00 299.00
Check 2 06152008 AppleBees Petty Cash -34.92
Client 100% deductable -34.92 34.92
TOTAL -34.92 3492
Check 4 07/30/2008 Discover 3436 Checking -296.33
Dizcover 5486 -296.33 296.33
TOTAL -296 .33 296,33
Check 5 06152008 Hational Associa... Checking -400.00
Aszociation Dues -400.00 400.00
TOTAL -400.00 400.00
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