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SAMPLE CHECK OUTPUT

THIS CHECK 1S VOID WITHOUT A BLUE & GREEN BACKGROUND AND AN ARTIFICIAL WATERMARK ON THE BACK - HOLD AT ANGLE TO sy

Apbroved by Stete Board of Accounts for Wayne County, 2004
4 Company Name =t

Street Suite 1455 0
City, ST 00000
Prone: (812) 4348600 Date: 91772004

Pay to the f - v
order0f: VOID VOID VOID YOID VOID VOID VOID Gl 0.00:

/

NO and 00/100 / / /
Old National Bank /
Bank street  Bank Suite Cause No.:

Winchester, indiana ZIP

This Warrant Void Two (2) Years Aft oS /
y Dec. 31 of the Year of lssun
14 15 a Sample check to fise for checking )flxgmnem N -N EéOTlABLE

COUNTY SHERFF

Doltars

For: 1A

O CO08EAD00 &I

0000

Figure 1: Check Image

Under signature-line wording
Top right optional wording area
Optional memo #2

Optional memo #1

Routing/ABA #s

Void after lines
Target alignment block for the MARK

Company Name & Address
Bank Name & Address
Top left optional wording
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Accessing Check Writer Setup From Cashbook

Access the check writer setup functions from the Cashbook menu line.

4 Automated Tax Warrant System

File Reports Lkl

igs Checks Setup

Figure 2: Cashbook menu line

Select the Setup option from that menu.

l@ Main Setup Farm
i Set Up System Users

Figure 2: Menu Checks | Setup Options Displayed

. @Ilf-'l Main Setup Form

Receipting System, and the Cash Book Systems.

Setup CashBook and Receipk

|— Opens a form that is used to setup the Check Writer System, the

Setup Cashbook and Receipting Systems

Check Writer

Check 'Writer Setup

Cash Book

Cash Book "Book Type" Setup

Cash Book Report Setup

Set up Cash Book Master

Deposit Report Setup

Deposit Type Setup

Receipks

Receipt Type Setup

Receipt Setup

Receipt Stub Setup

Receipt Stub COther Trust

Receipt Stub Cther Selections

Exit

Post Tax Warrant Payment Columns

System User Setup

Figure 3: Setup Cashbook and Receipting Systems
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Check Writer Setup
the Check Writer Setup.

- Clicking this button opens the form that allows changes to

Check Writer Setup

X
A Check Writer System Setup

Bank Account Maintenance l

Check Format toUse:  [Original | | EditNew |

Default Check Printer: |HP on desk =1

Register Top Left String: |Prescribed by State Board of Accounts

Register Top Right String: [County Form No. 142 (Rev. 2004)

Done |

Figure 4: Check Writer Setup

Check Format to Use: This is the name of the check format that you want to use and
is established with the Edit/New button, which will be
discussed later in this manual.

Default Check Printer: This is designated printer where you want to print the checks.
This printer MUST be in the “Start|Settings|Printers and Faxes”
or the checks will not print.

Register Top Left String: This is optional wording you can have appear on the top left
side of the Check Register report.

Register Top Right String:  This is optional wording you can have appear on the top right
side of the Check Register report.

Bank Account Maintenance | cjicking this button opens the form that allows changes to

the Bank Account information.
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Bank Account Maintenance

RSN x

Bank Account Maintenance

Bank Account Number: [ {U[0[S{0}s sy 001 Active: ¥

Type: [Check ~] * Routing Code: [11-1
* Bank Name: [Old National Bank * ABA Number: [2222
Contact Name: I

* Street: [Bank street

* Suijte: [Bank Suite

Phone Number: |

* City: |Vinchester

Fax Number: |

* State/Province: [Indiana

Next Check #: | 3068

* Zip/Postal Code: [21P

Account Description: |Sheriff' s Checking Account

Country: |
Last Reconciliation Date Last Bank Statement Balance
| <000
= MICRLine:| 0830004 212 wB00E0AB70 4
* |f left blank, this info will not print on checks.  Use the charactersOD TAfor: #* w13/

New I Print... I

Done |

Record: l<| 4 || 1 |>I |He| of 1

Figure 5: Bank Account Maintenance

Field Entry

Type:

Bank Account Number:

Bank Name:

Street:

This is a designator as to what type of account this is:
checking, etc. You need to select one so you can distinguish
between multiple accounts and it is also used in drop-down
lists.

This is your bank account number.
This is the name of the bank. You need to enter this so you can
distinguish between multiple accounts and it is also used in

drop-down lists.

This is only used here and on the report created by the Print...
button.
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Suite:

City:

State/Province:

Zip/Postal Code:

Country:

Routing Number:

ABA Number:

Contact Name:

Phone Number:

FAX Number:

Account Description:

Next Check #:

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

Unless the checks have the ABA/Routing numbers pre-printed,
this information should be entered and will be used in
conjunction with the ABA Number. It will be underlined and
placed on the top right of the check, just to the right of the
check number, and above the ABA Number. You can check
with your bank to get the ABA/Routing numbers.

Unless the checks have the ABA/Routing numbers pre-printed,
this information should be entered and will be used in
conjunction with the Routing Number. It will be placed on the
top right of the check, just to the right of the check number,
and below the Routing Number. You can check with your
bank to get the ABA/Routing numbers.

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

This is only used here and on the report created by the Print...
button.

This is a name to uniquely describe this account since it is used
in drop-down lists.

You may specify what the starting (or next) check number will
be. This is not changeable after a check has been written.
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MICR Line: This to be entered exactly as it is to be shown on the check. If
you leave it blank, nothing will print on the checks in the
MICR area. The supplied MICR font must be installed on the
PC in order for this to work properly. Be careful to use the
proper letters for the special MICR characters. The screen may
differ from what is shown depending on the version of the
MICR font used.

New button

L‘ This button allows you to set up information about a new bank account. You
may also click on the [»#| button.

Print button

ﬂl This is button can be used to print all the bank account information that you have
entered.

x

Report Choices
& Print Current Recard
0 Print All Azcounts

= Print Account Listing

(Frint! Cancel |

Figure 6: Print Bank Account Information

If you want a report of the bank account information you have set up, select the type of report
you want to see and press the print button.

Done button
D”il- Click this when you are finished making any changes desired.
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Check Writer Format Info (from the Edit/New Button)

When you click on the Edit/New button a screen comes up which allows you to control the
information on the check and, to some degree, the positioning of some of the information.

Check Writer Format Info - General tab

83 Check Writer Setup i x|

Check Writer Format Info

Description: |Original Wayne County

General | MICR Adjustments & Optional Text I

Street: |Street

City State Zip Code: lCltY. ST 00000

Phone Number: |(812) 434-6600

[V Print above information on check

Default Bank Account #: [086300012 8006088701 =
Check Top Left String: lApproved by State Board of Accounts for Wayne Col
Check Top Right String: | ?S:J; ?s}:}:f&)gr:n%hzg)c
Check Signature Line Wording: [COUNTY SHERIFF Top Left
Check Void After Line 1: | This Warrant Void Two (2) Years After | 2.083 || 2
Check Void After Line 2: [Dec. 31 of the Year of Issue. | 2.208 || 2
Optional Check Memo Title 1: [Cause No.: | 1.833/|| 3.617
Optional Check Memo Title 2: [0S: | 2.094 || 3.917

Undo I

Record: l4| 1 ” 1(48p |>||Hc-| of 1

Print Sample Check Done I

Figure 7: Check Writer Format Info - General tab

Description:

Company Name:

This is used to describe the check format in case you would set
up more than one.

This block of information; which includes the Street, Suite, ZIP
and Phone number; is used on the reports and check.

Print above information on check:

Automated Cash Book System

Check Writer System
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This box controls whether the company information is printed
on the check.

Default Bank Account #: This is the default bank account used and controls what MICR
number is put on the checks. This MUST match the bank
account you will be using and was set up under the Bank
Maintenance screen.

Check Top Left String: This is optional wording that will print on the top left side of
the check.

Check Top Right String: This is optional wording that will print on the top right side of
the check.

Check Signature Line Wording:
This is optional wording that will appear under the signature
line on the check.

Check Void After Line 1:  This is optional wording for the “Void After” 2-line block on
the check.

Check Void After Line 2:  This is optional wording for the “Void After” 2-line block on
the check.

Optional Check Memo Title 1:
This is the title of the 1% of 2 optional fields to appear on the
check (i.e. Cause No). If this is left blank, you will not be
prompted for this entry.

Optional Check Memo Title 2:
This is the title of the 2™ of 2 optional fields to appear on the
check (i.e. OS). ). If this is left blank, you will not be
prompted for this entry.
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Check Writer Format Info - MICR Adjustment tab

x
Check Writer Format Info

Wescription: [Criginal

General MICR Adjustments & Optional Text |

~MICR Font to Use on Checks

¥ 2004 MICR Fort " 2006 MICR. Fort @l < Click to download Fort,

~MICR Printing Adjustment {enter in 1,/1000 inches - 0 or a range of .001 thru .999 or a range of -.001 thru -.999)

Move the MICR Up or Down: I i - movesit Up Mote:
: + moves it Down Do not enter the actual position --

; just the necessary adjustment.
Mowe the MICR Left or Right:l 0 - movesit Left
+ moves it Right

~DOptional Text

Font Size| Top Left |Justify  Bold | #Fafc |Undetline
JPosted by: [fralForts =0 8 =& os|lLd F | T r
| Jerial =l 0] o olilc =l = | E r
| Jerial =l 0] o olilc =l = | E r
| Jerial =l 0] o olilc =l = | E r
| Jerial = 10 D olilc =l = | E r

Undo | Print Sample Check Done |

Record: I1| 1 || 1k |H|H9| of 2
Figure 8: Check Writer Format Info - MICR Adjustment tab

MICR font to Use on Checks:

Select the version of MICR font that you want to use on the bottom of the checks.
The preferred one is the “2006 MICR Font” version. The “2004 MICR Font” version
has been retained for those who are not having problems with their checks clearing
through the bank. If you choose the “2006 MICR Font”, your checks will need to be
recertified with your bank. This selection applies to all checks that will be printed
and takes effect when the font is changed. When switching from the 2004 font to the
2006 font, make sure you write down the settings from both fonts so you can
reestablish them when switching back and forth. (See How To Download MICR
Font later in this Chapter.)
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2006 MICR Conversion Process:
1. Download the new 2006 MICR font (this needs to be done once and only once on
each PC that will be printing checks).
2. The following needs to be done just once — not on every PC printing checks.

a. Write down the 2004 MICR Printing Adjustment settings.

b. Select the new 2006 font.

c. Print sample checks from the new MICR format making sure the
ALIGNMENT MARK is correct (if not correct, make necessary adjustments
and reprint checks).

d. Write down the 2006 MICR Printing Adjustment settings.

e. Switch back to the old MICR font using the settings from step 2a.

f. Print a sample check to make sure it is the same as it was before starting this
process.

g. Take the sample checks to the bank for validation.

h. When the bank approves the check format:

I. Select the new 2006 font.
ii. Change to the new MICR font using the settings from step 2d.
iii. Print a sample check for a visual check.

MICR Printing Adjustment block:

Since all printers do not print in exactly the same position and since the MICR
number is such a critical piece of information for the banking system, the 's mark that
leads the account number on the printed MICR line should print very close to
ALIGNMENT MARK, a faint '* image on the bottom of the recommended check
stock. It doesn’t have to exactly cover the ALIGNMENT MARK, which would be
ideal, but it should be very close and be in the box. The following image shows an
incorrect alignment of the printed MICR mark to the ALIGNMENT MARK

el l'"'® 72900 the printed MICR line. You have the ability to make fine
adjustments to the placement of the MICR number at the bottom of the checks. The
adjustment number must be entered as zero or as thousandths of an inch (i.e. 1/32 of
an inch would be entered as .031 and 1/1000 would be .001).

Move the MICR Up or Down:
Enter a negative number to move the MICR number up or enter
a positive number to move the number down. (i.e. To move
1/32 of an inch down you would enter .031 or to move 1/32 of
an inch up you would enter -.031).

Move the MICR Left or Right:

Automated Cash Book System 06/10/2011
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Enter a negative number to move the MICR number to the left
or enter a positive number to move the number to the right.
(i.e. To move 1/32 of an inch to the right you would enter .031
or to move 1/32 of an inch to the left you would enter -.031).

When you print the sample check make sure the printed mark aligns with the lightly printed
ALIGNMENT MARK on the check. If this is not done, the bank may reject your checks.

Optional Text block:

This optional section allows you to place any text on the checks you desire. For
example: it could be used to put a second signature line on the check.

The first block is the text you want to put on the check.

Font:

Size:

Top:

Select the font you want to use.

Select the font size you want to use.

Enter the top edge of where you want the text to be printed on
the check. Measurement normally starts about 1/4™ inch from
the top edge of the check but this can change from printer to
printer. This may be a little tricky since the top edge changes
based on the font size you select. Suggestion: make your best
guess and then print a sample check to see if it is where you
want it to be printed.

Automated Cash Book System
Check Writer System
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Left: Enter the left edge of where you want the text to be printed on
the check. Measurement normally starts about 3/8™ inch from
the left edge of the check but this can change from printer to
printer. This may be a little tricky since the optional fields
cover about %2 the width of the check and is affected by the
justification you select. Suggestion: make your best guess and
then print a sample check to see if it is where you want it to be

printed.

Justify: Select whether you want the text to be justified Left, Centered
or justified Right.

Bold: Check this if you want the text to be bolded.

Italic: Check this if you want the text to be italicized.

Underline: Check this if you want the text to be underlined.

Undo button
Undo ‘_

Click this button to cancel any changes that was made to the form.

Print Sample Check button
Print Sample Check

- Click this button can be used to print a sample check for verification.

Done Button

_DF’E‘ﬂ- Click this when you are finished making any changes desired and you have
checked your changes by printing a sample check.

How to Download MICR Font

<- Click ko download Fank,

To download the new MICR font, click @l
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After you click the button, you will be prompted:
]

This process will download the new MICR font (2006 Font) From Lieberman Technologies Web Server and install it on vour PC, This must be done
for each PC that will print checks,

Do you wish ko continue?

Yes Mo

Click | "*to continue downloading.
Click M| quit the process.

If you click ﬁ , after a few seconds you should see the following prompt:
|

\ij) Mew Font successfully downloaded,

The swstem will nove skart to inskall it

& new screen titled ATWS MICR FOMT INSTALLER will open,
Click MEXT,
AMD Click Mexk again,

The installation af the Fank should be dane unless you received any errors,

Click. Ok to this message to actually start the Font installer.

dismiss this message and continue with the installation process.

Click to

Automated Cash Book System 06/10/2011
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After clicking ok, you should see the following screen:

Automated Tax Warrant System MICR Fonk il
B . T W i

Welcome to Automated Tax Woarrant System MICH Font Setup
program. Thiz program will install Automated T ax Warant Spstem
MICH Faont on pour computer.

[t iz gtrongly recommended that you exit all Windows programs
befare running thiz Setup Program.

Click Cancel to quit Setup and cloge any programs you have
running. Chck Mest to continue with the Setup program.

"WARMIMG: Thiz program is protected by copuright lavw and
international treaties.

IJnauthonzed reproduction or distnbution of thiz program, or any
partian af it, may result in severe civil and criminal penalties, and
will be progecuted to the masimum extent pozzible under law.

Cancel

Click L to continue.

Automated Tax Warrant System MICR Fonk El
Start Installation o
T N

'ou are now ready to ingtall Automated T ax Wwarrant Spstem MICH Font,

Prezs the Mext button to begin the installation ar the Back button to reenter the inztallation
information.

YWize [nstallation wizard®

Cancel |

¢ Back

Automated Cash Book System 06/10/2011
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Click L to continue

The following screen will display just for seconds.

Automated Tax Warrant System MICR Fonk

Inztalling

— Current File

Copying file:
C: WM DOWwS SFantsh DAutormationkd [ CH . HE

— &l Files

Time Remaining 0 minutes 0 seconds

Wize Installabion ‘Wizard®

¢ Back | i [=rees | Cancel I

Ater the installation is complete, you will be prompted:
Done downloading/installing. El L

Done downloading)installing Mew 2006 MICR Fonk.

If waou did nak et any errars during the installation of the Fank,
woul should be ready to use the new Fonk.

Be sure ko do a test print with the new Font,

If it does not look correct, re-book your computer,

Click OK. It would be best to shut down the ATWS system and reboot your computer just to
make sure no errors are generated later.

At this point, the new MICR font is installed on YOUR computer. All computers that will
print checks must download the 2006 font.
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