AP-31 Printing Checks

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. There are 11 steps to complete this process.
1. Log in to the NCFS portal with your credentials to access the system.
2. Click the Payables Tab. Click the Payments app.
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QUICK ACTIONS

APPS

3. Click the Tasks icon.
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Under Payments, click Create Printed Payment Files.
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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.
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Name Create Printed Payment Fies
Description Groups payments into paymeni fles. Validales
Schedule As soon as possibie

Basic Options

Parameters

* Disbursement Bank Account

TO00054 - GENERAL EXPENSE - OS( vl
Currency | w
Business Unit | | L i

Legal Entity | - |

10123

From Payment Date

o' |

ﬂ'k

To Payment Date | mdiyy

Payment Process Profile | L

Payment Process Request | b

Administrator Reference |

Comments |

* payment Document | 1400 1000 v

= Print Now |‘*’e-5 L

* Printer Name | NCFSOSCPRINTER b

5. Click the Submit button and you should get a confirmation message. This action will print the checks.
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Process Options Mvnn:aul Submit Cancel

Note: Make sure the checks are printed before recording print status (Step 6 thru Step 10). If checks need 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.
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Charview

Cieatics Dot

Saluy

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

Status.
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Payment File: 133027 @ JESRR | oo o sutes g | e

Eimnntrator Reference Sahn  Submeec iy ek
Peyment Process Profle RS Chect Pay Payments Contemed  No

Fomat  WC_AP_CHECK FORIAT Process Tym

Cregltion Dale  B28T3 ORI

Procesaing Type  Prded Sard, [ ol Wbve

4 Payment Summary

Paymants Crested Total Amount

8. Record Print Status: Payment File page is displayed. Click Submit, you will receive a warning.
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Record Print Status: Payment File 133027

Payment File Summary 3
Pymeest Doscamant £430 1000
Pager Slock Type

e Band Accoanl P00 naued Loroments

TR poS Y OOy 1O et

Fayment Doouments
e par preirg cun o tpoed or pepoed e aef vpoord ST an S o

Ve w
Bmmonsnt Srange

Docwmeni Hamber L"’I‘:‘L Pupss

9. C(Click Record the Print Status.
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£ Warning

Oon confirm payments unkess you're sure that all payments in this file are complete and were processed by your payment system o financeal instiubon,

Confirmation of payments can’t be reversed. Once payments in 2 payment file are confirmed., the payment file can't be texminated. if amy subsequent problems are found, you must void the payments. Do you want fo continue?

10. Click Done.

Payment Flle: 133027 @ d 5
Adrerastraior Heterercs Shabus  Prmied %
Papmeal Prooris Prolle  HC Chech Payrsed Prooria Prolle Payrramts Conbrreed Ko
Fiemman  WC_AP_CHECK FORMAT Proivd Type  SRbewiird
Conauon [ BR2ATH Conmerenty
Proceasing Type  Pamsd Sant Fin Mame
4 Payment Summary
Paymasrin O resisd latsl i
1 1981550
1

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.
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Wrap-Up
Print checks and record print status using the steps above.

Additional Resources

e Virtual Instructor-Led Training (vILT)
o AP105: Payment Printer

First Published

Fri, 10/06/2023

Last Updated

Mon, 08/25/2025
View PDF


https://www.ncosc.gov/training/ncfs-system-training/ncfs-course-catalog/ap105-ap-payment-printer
https://ncosc.gov/print/pdf/node/862

