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First you  will want to select the vendor # to pay.
# 1
Enter a Description for this payment.  This information will show up on the Edit Report as well as in the AP GL Posting Audit Report.  Also, when you either print a GL Audit report or look at the detail in the General Ledger you will see this description.

# 2
The check number can be enter if you know the number you are going to  use.  If when you go to print the check and you have the box labeled Assign Check Number checked then this field will be filled in by the check printing process.  This means that if you have entered a number into that field then it will be overwritten by the check printing process.
# 3
Be sure to enter the correct transaction/check date.

# 4
Select the Reference/Invoice to pay with this check.  You  can select multiple items in this detail area.
