PRINTING CHECKS

QuIcK REFERENCE GUIDE AP-31

AP

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to

Print Checks in the North Carolina Financial System (NCFS).
Introduction and Overview

This QRG covers the steps to Print Checks.
Printing Checks

To Print Checks in NCFS, please follow the steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. Click the Payables Tab. Click the Payments app.
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QRG AP-31 - Printing Checks

3. Click the Tasks [ [ ] icon. Under Payments, click Create Printed Payment Files.

Payments
« Submit Payment Process Reguest
s Manage Pay | £ Redgu

« Manage Paymenis

I « Creale Prinled Payment Files I

« MKanage Payment Files
I:] « Creale Positive Pay File

« Send Separale Remillance Advice
.Illt. w igate Regulalory Repoming

- | ACK any I|_|_.'I

Accounting

« Creale Accounting

« Review Journal Entries

« Payables lo Ledger Reco

t validation efmors
Payables Periods

» Manage Accounting Periods

« MKanage Payment Process Reguest Temp

ates

4. The Create Printed Payment Files page is displayed. Select the appropriate Disbursement
Bank Account, Business Unit (if applicable), From Payment Date will default to the current
date (you can change the From and To date if needed). Select the appropriate Payment
Document, Print Now — Yes and select the appropriate Printer Name.

Name Create Printed Payment Files
Description Groups payments into payment fies. Validates
Schedule As soon as poscible

Basic Options

Parametars

* Disbursement Bank Account | 7000054 - GENERAL EXPENSE - 0S( | w
Currency ~
Business Unit | *
Lagal Entity -
From Payment Date | 10/1/23 e
To Payment Date | m/d e

Payment Process Profile v

Administrator Reference
Comments
“ Payment Document | 1400 1000 w
* Print Now | Yas w

“ Printer Name | NCFSOSCPRINTER v

Payment Process Request v
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5. Click the Submit button and you should get a confirmation message. This action will print the
checks.

Process Options Advanced Submit || Cancel |

NOTE : MAKE SURE THE CHECKS ARE PRINTED BEFORE RECORDING
PRINT STATUS (STEP 6 THRU STEP 10). IF CHECKS NEEDS TO BE
REPRINTED SEE STEP 7.

6. Overview page is displayed. All the Payment files requiring attention are listed under the
Payment Files Requiring Attention section, click on the Action Arrow button related to the
payment file to proceed to the next steps.

hams Pronclag . [ Batla

Sa

7. Payment File: page is displayed. You can review details, Reprint the checks if needed. Click on
Record Print Status.

Payment File: 133027

4 Payment Summary

Paymants Crosted Totsl Amount

1
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QRG AP-31 - Printing Checks

8. Record Print Status: Payment File page is displayed. Click Submit, you will receive a warning.

Record Print Status: Payment Fila 133027

s Cancel

Payment File Summary (&

P Document 433 1000 ot Documants & Sootnd Docermenss O
Puper Siock Frps Bl Socs Crvwtiow Documants & Shippst Docoransy 0
Dbt i Accousd 1300084 - DENERAL EXPERSE - 085 Edued Docummants 1

Cruatn posiher pay i mredatey

Fayment Documents

P pur prtg rem for posed e Srpoed e B nerrd e o I page Al prrded dacmend MUY B mEaR, thoun s s s of Poried
e w
Payment
Documens Numbsr o Payes Ao S
e 1883 ADVANCED SYSTEWS CONCEPTS Ml

[T

9. Click Record the Print Status.

£ Warning

DonT confirm payments unkess you're sure that all payments in this file are complaie and were processed by your payment system or financial institution.

Confirmation of payments can’t be reversed. Once payments in @ payment file are confirmed. the payment file can't be terminated. if any subsequent problems are found, you must void the payments. Do you want fo confinue?

Record the Print Slatus

10. Click Done.

Payment Flle: 133027 @

Adninkisior Helsrercs Shatun Pt
Papmesi Process Profle  NC Chas Payment Prsams Prstie Payrants Combrmed e
Fommal WO AP CHECKFORMAT P Ty sl
Comation Dase  BO4TH Commrmrts
Procassing Typs  Pamsd P —

4 Payment Summary

Paymants € reaied Total Amcreni

11. The Overview page will be displayed, click on the Refresh button and the payment reference

number you printed will no longer be in the list, this shows that you have printed the checks
and recorded print status.

Cveniew

¥ Paymant Process Requests (7

4 Paymant Fiies Requinng Attenson

b
dtom oy vy W -'Un-:-

£
Heferemce Admiciniraton Retererce Creaton Cate Staten Action
iR 22 Sl 1 e
v Sutrafed i prntng -]
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Wrap-Up
Print checks and record print status using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e AP105: Payment Printer
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