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Printing Checks
Suggest Vendor Payments
1. In the Search box, enter Payment Journal, and then choose the related link.
2. Select the batch you want to use and choose Edit Journal
3. On the Home tab, in the Prepare group, choose Suggest Vendor Payments.
4. On the Options FastTab, fill in the fields
1. Last Payment Date. Invoices due on or before this date are selected for payment.
2. Find Payment Discounts. Check the box to find invoices that offer payment discounts first. 
3. Use Vendor Priority. If there is a check mark in this field, the contents of the Priority field on the vendor cards will determine in which order vendor entries will be suggested for payment by the batch job. The program always prioritizes vendors for payment suggestions if you specify an available amount in the field below.
4. Available Amount (LCY). If there is a maximum amount available (in LCY) for payments, you can enter it here. The batch job will then create a payment suggestion on the basis of this amount and the prioritization of vendors (see field above). It will include only vendor entries that can be paid fully (can be fully applied to).
5. Summarize per Vendor. Place a check mark in the check box if you want the batch job to make one line per vendor. If you do not place a check mark in the check box, the batch job will make one line per invoice.
6. By Dimension. Select the dimensions by which you want to group the suggested payments. (optional)
7. Posting Date. Enter the date that will appear as the posting date on the lines that the batch job inserts in the payment journal.
8. Starting Document No. Enter “100”. This is a temporary field used to create the payment journal and will be replaced with the check numbers when assigned. 
9. New Doc. No. per Line. Leave the check box blank to include multiple invoices on one check (recommended). Check the box if you want each invoice for each vendor paid on a separate check.
10. Bal. Account Type. Select Bank Account.
11. Bal. Account No. Select the bank account code you are paying these invoices from.
12. Bank Payment Type. Select Computer Check.  
5. On the Vendor FastTab, you can set filters to select vendors by number and/or payment method (optional)
6. Choose the OK button to start the batch job.
Review the Payment Journal
The Payments Journal gives you one more opportunity to verity that the correct invoices are selected and the correct payment amounts are entered. You can defer payment on invoices or change the amount to be paid if you want to make partial payments. 
To make Partial Payments
1. Select the invoice to be partially paid. 
2. In the Amount field, type the amount you want to pay towards this invoice.
To Defer Selected Invoices from Payment
1. Select the invoice you do not want to pay. 
2. On the Home tab, Manage group, select Delete.  
1. To select a range of invoices, select the first invoice, hold down on the Shift key on your keyboard and select the last invoice. The entire range should be highlighted. 
2. To select multiple invoices not in a range, select the first invoice. Hold down on the Ctrl key on your keyboard as you select the remaining invoices. 
Print Checks
1. On the Home tab, in the Check group, choose Print Check.
2. On the Gen. Journal Line FastTab, leave all fields as they are.
3. On the Options FastTab, specify a Bank Account. If you have specified a Last Check No. on the Bank Account card, that number is displayed.
4. Choose the Print button. 
5. If checks print correctly, in the Payment Journal window, on the Actions tab, in the Posting group, choose Post.
Printing Problems
If the checks do not print because of missing information, verify the information in the Payment Journal. Especially check the following fields:
· The value in the Bal. Account Type field must be Bank Account
· The value in the Bank Payment Type field must be Computer Check.
· The value in the Bal. Account. No. field must be the bank account number of the checking account used to pay these invoices. The same account number must be selected in the Bank Account field of the Checks print request window (Options tab).
Reprinting Checks
If the Payment Journal shows a check number for each check in the Document No. field, but the checks did not physically print because of a printer malfunction, use the Reprint Checks feature to reprint them. 
Note: When you have printed a check, Microsoft Dynamics NAV selects the Check Printed check box on the payment journal lines. This means that you cannot print the check again unless you specifically select the Reprint Checks check box in the request window.
1. If none of the checks printed, start with step 4. Otherwise, in the Payment Journal, use the filters to only show the checks that printed successfully. 
2. Post the checks that printed successfully. (See step 5 under Print Checks)
3. Remove the filter to show all the checks. (Should only be the ones to reprint as the others are posted)
4. On the Home tab, in the Process group, choose Print Check. 
5. Complete the options as you would for printing checks with the following exceptions:
a. Make sure the Last Check No. is the number you want it to be.
b. Check the box to Reprint Checks
6. Choose the Print button. 
7. If checks print correctly, in the Payment Journal window, on the Actions tab, in the Posting group, choose Post.
Voiding Printed, but not Posted Checks
1. In the Search box, enter Payment Journal, and then choose the related link.
2. If you decide not to use one or more of the printed checks, you can void one or all of the checks in the payment journal. To void one check, select the line with Computer Check in the Bank Payment Type field.
3. On the Navigation tab, in the Payments group, choose Void Check.
4. To void all checks, choose Void All Checks.
Void a Posted Check
1. In the Search box, enter Check Ledger Entries, and then choose the related link.
2. Select the line with the check that is to be voided.
3. On the Navigate tab, in the Check group, choose Void Check. The Confirm Financial Void window opens.
4. In the Void Date field, enter the date the check should be voided.
5. Select one of the following options for Type of Void:
1. Unapply and void check: The payment will be unapplied so that the vendor ledger entry for the invoice will be open, and the payment will be reversed by the voided check.
2. Void check only: The vendor ledger entry will still be closed by the payment entry, and the voided check entry will be open. 
6. Choose the YES button.
Note: If you want to re-issue a check that has been voided, you must enter a new payment in the payment journal. If the voided check was unapplied, you apply the new check to the original invoice entry. If the voided check was not unapplied, then you must apply the new check to the vendor ledger entry that was created by the program when the check was voided.
Entering Manual Checks
1. [bookmark: _GoBack]In the payment journal, specify the amount, payee, and other relevant information. You can also complete this process by using the Suggest Vendor Payments function and selecting Manual Check as the Bank Payment Type.
2. Complete the Payment Journal line with the following information:
a. Batch Name: Specify the name of the batch.
b. Posting Date: Specify a posting date.
c. Document Type: Choose Payment.
d. Document No.: Specify an identifier for the payment
e. Account Type: Choose b and then choose the vendor account.
f. Amount: Specify the amount of the check payment.
g. Bal. Account Type: Choose Bank Account.
h. Bal. Account No.: Select the bank account on which the checks should be drawn.
i. Bank Payment Type: Choose Manual Check.
3. On the Actions tab, choose Posting, and then choose Post.
4. Write the check manually.
Viewing Check Ledger Entries
1. In the Search box, enter Bank Account, and then choose the related link.
2. Open the card for the bank account whose check ledger entries you want to see.
3. On the Navigate tab, in the Bank Acc. group, choose Check Ledger Entries.


For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Process Vendor Payments” or “Apply Purchase Transactions” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh169354(v=nav.71).aspx or http://msdn.microsoft.com/en-us/library/hh168583(v=nav.71).aspx (Apply Purchase Transactions)
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