RED WING’

SOFTWARE

Print/Reprint Checks or Email/Resend (Advices)

Document #: 3335 Product: |CenterPoint® Accounting

Checks can be printed and reprinted and advices can be emailed or resent in CenterPoint. CenterPoint allows you to print your
checks at the time you save the transaction entry. You can also choose to print/reprint multiple checks or email/resend multiple
ACH (advices) after transaction entry via the Print/Email Checks screen. If you choose to email/resend checks (advices) a non-
negotiable advice will be attached to an e-mail as a PDF file using the selected form design. During the reprint process, you can
choose to keep the original check number or assign a new check number. There are also additional options for
reprinting/resending checks (advices) defined in this document.

Prerequisite

The Email Setup preference (File > Preferences > Email Setup > Email Setup > Database tab) is a required part of the
configuration needed to send emails from CenterPoint. See the Email Setup topic for additional information.

Optional Setup: Define a Default Subject and Message for Emailed Checks (Advices)

Set Customer Email/Print Defaults

Set Sent From and Optional Email Addresses

Printing a Check During Entry

Printing or Emailing Multiple Checks (Advices)

Reprint/Resend Checks (Advices)

Option 1: Reprint/Resend Checks (Advices) from Print/Email Checks

Option 2: Reprint/Resend Transactions from Transaction Search

Option 3: Reprint/Resend From Report Drill Downs

Optional Setup - Define a Default Subject and Message for Emailed Checks (Advices)

If you'd like to use the same e-mail Subject, Message, and Form each time you email a check (advice), it can be added to this
preference. This preference also allows you to add Form Fields from the check (advice) data to the default Subject line or
Message text.

Select File > Preferences > Email Setup > Vendor Checks (Pay Advices).

Select the Database tab.

Enter a default Subject and Message.

If you want to insert Form Fields into the Subject or Message of the email, click the Fields button at the location the form
field should be inserted. The available Form Fields for sales orders are:

PoON-~
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Company Company Company Company Company Contact
Abbreviation Name Address 1-3 Phone
Payee Abbreviation  Payee Payee Check Date Check Number
Name Contact
Check Amount Memo 1 Memo 2
- J

»  For example, you can customize the default Subject and Message for emailed checks (advices) to include data
fields from the checks (advices)data along with default text:

a. Inthe Subject box, click Fields, select Company Name, type Check Number:, click Fields or type [, and
then select Check Number.

b. Inthe Message box, type Dear,click Fields or type [, select Payee Name, and then type a comma.

c. Inthe Message box, type Please find the attached Check #,click Fields or type [, select Check Number,
and then type a period.

d. Inthe Message box, type Sincerely,.

e. Inthe Message box, click Fields or type [, select Company Contact.

EE Preferences - Vendor Checks (Pay Advices) [m] x

Accounts . 3
Current Settings  Global Application Database = User

Customer Invoices

Deprecaton Subject ‘ [Company Mame] Check Number: [Check Mumber]

Email Setup Message | Dear [Payee Name],
Please find the attached Check #[Check Number]
Receipts A
Sales Orders Sincerely,
Vendor Checks (Pay A.. [Company Contact]
General
Interfaces
Items
Payroll
Printing “Thpe [ fo insert fields relsting fo the vendor payment that will be populsted when
generating the emai Fields...
Purchase Orders
Check Type [ACH Payment Advice ~
Reports
Sales Ordens Stub Type |Standard (Detail) -
Security

vendor Ina Reset Defaults Clear Save @

@ )

1. Select a default Check Type and Stub Type for emailing checks (advices). The default form for vendor checks (pay
advices) is the non-negotiable ACH Payment Advice form. This form will be used to format the PDF file that will be
attached to the email.

2. Click Save.

Set Vendor Email/Print Defaults

Prior to emailing a check (advice) to a vendor, the vendor file must include an email address and email form options on the
Email/Print tab.

If your vendors don't currently have email addresses on the Email/Print tab in their record , use the following step to update their
records individually.

1. Select Setup > Names > Names or Setup > Vendors.

2. Find the appropriate vendor and click Edit.

3. Click on the Email/Print tab. Use the Email Addresses and Options section on this tab to set up multiple email addresses
where Checks (advices) can be sent for this vendor. You can also select how each email is to be sent, No Email, Send
"To..." (directly to the recipient), Send "CC..." (as a carbon copy), or Send "BCC..." (as a blind carbon copy, for
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example, the person sending the email may want to enter their own email address so they have an audit trail of emails
sent ). The Email Addresses and Options settings will be used to set the default image on the Email button on the
Payment entry screen. An envelope image with a check mark on it will mean the form will be emailed and an Envelope

image with a cross-through on it will mean the form will not be emailed.

& Names

List Detail Filter Reporis
Adams, Chuck
General Addresses Credit Cards  Custom NameFields EmailiPrint ' ACH Payments

Email Addresses and Options

MName s Email Address Invoices Statements Sales Orders Purchase Orders  Checks (Advices) Receipts
Chuck Adams | chuck_sdsms@yourcompa |Send To.”  [v]SendTo.” [v|SendTo.” [v]SendTo.” [v|SendTo.” [v]SendTo.” ||
i | No Email | No Email |~ [No Email | Mo Email [ [ Mo Email | No Email ~]
Print Options
Print Customer Invoices | No v Print Sales Orders | Yes ~
Print Customer Statements .Nu w Print Purchase Orders | Yes
Print Receipts | No ~
Save Cancel m ﬂ B E Close 0

4. Click Save.

Set Sent From and Optional Email Addresses

The Setup > General > Email Addresses menu selection is used to set the name and email address checks (advices) are sent
from. This menu allows you to select other Sent From email address for the different forms that you send via email.

You can optionally add email addresses where messages and attached documents can be sent to; including internal staff,
outside accountants, or other addresses that are not related to the name/customer the transaction is entered for. You can also
select how each email is to be sent, directly to the recipient, as a carbon copy, or as a blind carbon copy or set a default "From"

email address for each document.

1. Select Setup > General > Email Addresses.

© Email Addresses El
Email Addresses and Options
H Customer Print/Email Billing Purchase
Mame Email Address Fntnces Checks/invoices Statements Sales Orders Orders Receipts Checks
Johnn Smith | jsmith@alpinesports. | Mo Email [« | Mo Email [~ |MoEmail  [~]MoEmail [+ |MoEmail [+ Mo Email | Mo Email -
| No Email |« | No Email |~ | No Email ~ |NoEmail |« |NoEmail « |NoEmail ~ | No Email ~
Salesperson Email Options
Email Customer Invoices :No Email =)
Email Sales Orders | Mo Email v
Save | Cancel | @

2. Enter the Name, the Email Address, and select how checks (advices) should be sent, No Email, Send "From..." (the
default e-mail address the check (advice) is sent from), Send "CC..." (as a carbon copy), or Send "BCC..." (blind carbon

copy).
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Printing Checks During Entry

When entering payments, the Print icon will display the default for the selected vendor. For example, if you have a vendor setup
to print only, the Print icon will display a green check mark on it, if the vendor is not set to print, the Print icon will display with a
red Xon it.

1. You can change the print settings or add the payment to the ACH file for a vendor from the Payments screen by clicking
on the Printicon. You can also change the printer, check or stub type, and the number of copies from the Print Settings
screen. After changes are saved on the Print Settings screen by clicking OK, printing will not start until the transaction is
saved.

2. Use the Print/Email Checks screen to print/reprint checks or a group of checks or email checks (advices) after transaction
entry.

©

Printing or Emailing Multiple Checks (Advices)

1. Select Processes > Purchases > Print/Email Checks.
2. Ifthisis the first time entering this screen, the screen will not list any checks (advices). After using the screen for the first
time, the previous filter selection will automatically display.

< Print/Email Checks [E=R(EER ==
Fier Company  Alpine Sports
Bark Account | Cash in Bank - Checking
Vendor ~
Select & CheckDate  CheckNumber  Vendor A Amount  Date Created User Printed Batch Sequence
01312023 | 000001 Timberfine Sup | Timberline 12,625.00|07/07/2008 | Administrator Quick Transacti
[m] i12023 | 000001 Sommit Uty | SUtiity 26500.00|07/07/2008 | Administrator Vinter Purchas
] 01312023 | 000002 Pro Cast Suppli | ProCast 1,000.00[07/0772009 | Administrator Quick Transacti
] 01312023 | 000002 “Summit Water | Swiater 22,123.00( 0710772009 | Administrotor Winter Purchas
0 01312023 | 000003 United Parcel 5 | UPS T50.00| 0770772008 | Administrator Winter Purchas
O 02182023 | 000002 Summit Wiater | Swiater 22,123.00{ 070772009 | Administrator Winter Purchas
0 02182023 | 000003 United Parcel 5 | UPS T50.00| 0770772008 | Administrotor Winter Purchas
O 02282023 | 000003 Toe Man Suppli | lceblan 6.550.00| 010712008 | Adminisirator Quick Transacti
] 02282023 | 000004 Agine, Inc | Alpine 7.50000(07/07/2000 | Administratar Quick Transacti
O 02282023 | 000005 Timberline Sup | Timberline 12,625.00|07/0772008 | Administrator Quick Transacti
O 022812023 | 000006 Toe Man Suppli | lcehlan 6.550.00| 010712008 | Adminisirator Quick Transachi
[} 02/28/2022 1000007 Alpine, Inc Alpine 7.500.00 | 07/07/2009 Administrator Quick Transacti
] 03152023 | 000001 Summit Uity | SUtility 2650000(07/07/2008 | Administrator Winter Purchas
0 03152023 | 000002 Sommit Vater | Swiater 22.123.00| 0770772008 | Admimistrotor Winter Purchas
[m] 031572023 000003 United Parcel S | UPS 150.00 07/07/2008 Administrator Vinter Purchas
] 03152023 | 000004 Speed Racer S | Spesdy 4320000( 071082009 | Administrator Quick Transacti
] 04302023 | 000008 Timberline Sup | Timberline 1262500 (07/07/2008 | Administrator Quick Transacti
O 04302023 | 000009 Pro Cast Suppl | ProCast T000.00 (0710772008 | Administrator Quick Transacti
0 04302023 | 000010 Tce Man Suppli | oehlan 6550.00| 0710772008 | Adminisirator Quick Transact] -
= =) O Renumber Checks
Check Al | | Uncheck Al Emal Prit Close (7]

3. Ifyou would like to filter the list of checks (advices) that display, click the Filter button, select your filter criteria, and either
Apply the filter to the list (you will see Custom in the Filter box) or Save the filter so you can select the named filter in the
Filter box in the future. In the example below, the filter is set to display checks (advices) that aren't printed for Alpine
Sports. for the and the Cash in Bank - Checking bank account and the filter was saved with the name Not Printed - Alpine
Sports - Cash In Bank Checking
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Fitter Selections

Ttem Selected Criteria

Company Alpine Sports v
Sequence <All=

Bank Account Cash in Bank - Checking

Check Date <All=

Printed Mo

Check Number <All=

Transaction Batch <All=

Apply i ] Save ] Cancel 0

©

< Print/Email Checks (E=5 =R

[ Fter | [custom - Company  Alpine Sports

Bark Account | Cash in Bark - Chedking

Select A CheckDate  CheckNumber  Vendor pender Amount Date Created User Printed Batch Sequence
m} 01312023 | 000001 ‘Summit Uity | SUtiiy 26500.00{ 0710772008 | Administrator Viinter Purchas
0 0312023 | 000002 Pro Cast Supph | ProCast T000.00|07/07/2008 | Administrator Quick Transact
O 01312023 | 000002 “Summit Water | Siiater 22,123.00( 0710772009 | Administrator Thnier Purchas

=] [53] O Renumber Checks

Check All | | Uncheck Al Email Print Close (7)

4. To select all checks (advices) for printing, click Check All or select each check (advice) you want to print/email. To
unselect all checks (advices) from the printing selection, click Uncheck All.

5. Select the Check form type. If you are emailing advices, the suggested format is the non-negotiable ACH Payment
Advice.

6. Click the Printer icon to change the default printer, check or stub type, and the number of copies from the Print Settings
screen.

7. Click the Envelope icon to change the defaults set in File > Preferences > Email Setup > Vendor Checks (Pay Advices)
for the Subject, Message, and Form.

8. Click Email to email the selected advices. Advices will be emailed and according to the email settings on the vendor.
Click Print to print a copy of all selected checks.

9. You will receive a Process Completed Successfully message when completed.

10. Click Close.

Reprint/Resend Checks (Advices)

Option 1: Reprint/Resend Receipts from Print/Email Checks

1. Select Processes > Purchases > Print/Email Checks.
. Choose a saved filter that will include the check (advice) or click the Filter button to define new filter criteria.
3. To select all checks (advices) for reprinting/resending, click Check All or select each check (advice) you want to
reprint/resend. To unselect all checks (advices) from the selection, click Uncheck All.
4. Selectthe Check form type. If you are emailing advices, the suggested format is the non-negotiable ACH Payment
Advice.
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5. Click the Printer icon to change the default printer, check or stub type, and the number of copies from the Print Settings
screen. .

6. Click the Envelope icon to change the defaults set in File > Preferences > Email Setup > Vendor Checks (Pay Advices)
for the Subject, Message, and Form.

7. Click Email to email the selected advices. Advices will be emailed and according to the email settings on the vendor.

Click Print to print a copy of all selected checks.

You will receive a Process Completed Successfully message when the receipt(s) complete resending.

Click Close.

© ®

Option 2: Reprint/Resend Transactions from Transaction Search

1. Select Reporting Tools > Transaction Search.
2. Enter the selection criteria for the checks (advices) to be reprinted/resent:

3+ Transaction Search [o[@ =
g Dk Seleciion From [03/01/2007  [B] To [03/30/2007 (5] =
:, Format Definition |Summary M)
% Filter Definition |Summary EJ ‘ZNE'
= (= Transaction Date | Transaction Number Entry Screen First Name, Last Name | Ot2! Bank
(o] : Amount
El11] omomor Pay Employees 0.0
g 2| oour Pay Employees 0.00
o 3 03/01/07 Pzy Employees Jack Stoner -638.20
% 4 03/01/07 000017 Vendor Invoices(A'P)  Supreme Uniform Suppl -134.23
oF Il 5 03/01/07 000625 Payments Granite Paging Systems -99.17
3 03/01/07 000629 Payments Eastview Service and S -216.50
7 03/01/07 000630 Payments Consumer Electronics -216.50
8 03/01/07 000631 Payments CenterPoint Water & Se- -15.00
9 03/01/07 000832 Payments CenterPoint County Dis* -456.78
10 03/01/07 000633 Payments Office Connection -66.20
1 03/01/07 000634 Payments Fresh Escapes Carpet ( -125.00
12 03/01/07 000635 Payments Justin Bates -113.50
13| 030107 111207 - CashRept  Receipts Cash Receipts 3750
14 03/02/07 000018 Vendor Invoices(A'F) Stop N Go Gas Mart -35.50
15 | 03/06/07 Pay Employees 0.00
16 | 03/06/07 Pay Employees 0.00
17 | 03/06/07 000636 Payments Global Health Insurance -366.00
18 | mnkin7 NNNRIT Pavmants Thalma | i -79 78 A
et | [Optons v 7

» Select a period from the drop down or enter a specific date range in the Date Selection field
? Select Summary in the Format Definition field.

3. Click Search. The transactions that meet the selection criteria specified in step 2 will display.

4. Select the transactions you need to reprint/resend. More than one transaction can be selected at a time by dragging your
mouse down the rows or by holding down the Ctrl key on the keyboard while single clicking on individual transactions.

5. Right-click and select Reprint Checks.

Option 3: Reprint/Resend From Report Drill Downs

Select Reports > Reports.

. Preview any report where the transaction will be included.

3. Click on the appropriate transaction to display the transaction in it's original format. The Printer and Email icons that
display on the transaction will determine if the check (advice) will be reprinted/resent when you click Save.

N =

Red Wing Software « support@redwingsoftware.com « www.redwingsoftware.com « 800-732-9464 Page 6 of 6

This documentation is for informational purposes only. For specific accounting guidance, please contact your accountant. Last Updated 6/24/2026



	Print/Reprint Checks or Email/Resend (Advices)
	Optional Setup - Define a Default Subject and Message for Emailed Checks (Adv...
	Set Vendor Email/Print Defaults
	Set Sent From and Optional Email Addresses
	Printing Checks During Entry
	Printing or Emailing Multiple Checks (Advices)
	Reprint/Resend Checks (Advices)
	Option 1: Reprint/Resend Receipts from Print/Email Checks
	Option 2: Reprint/Resend Transactions from Transaction Search
	Option 3: Reprint/Resend From Report Drill Downs


	Bookmarks
	Optional
	Set
	Sent
	Printing
	Multiple
	Reprint
	Option1
	Option2
	Option3


