Require Reference # for Check Payment Method

Last Modified on 06/04/2026 2:47 pm CDT

On the A/R tab at Accounting / Setup / Preferences, in the Payments section, select the Require Reference # for Checks

preference, and choose Save.

- Preferences

General Inventory Inventory Purchase AR AP GIL Payroll
Aging Configuration Statement Defaults
® By Invoice Date Statement
O By Invoice Due Dats Terms

Esianine [ Print Customer Location on Statements

|:| Print ‘Credit Balance-Do Mot Pay' for credit balance
Budget Billing
Label

0 Calculate discount’due dates
by fizcal menth

Payments
Print Location Heading on Payments |:| Center
|:| Default Invoices as unpaid
|:| Default focus to payment amount on add
|:| Suppress Printing of Balance Due After Payment
= and Invoice Rol-Thru Payment Grid

|Budget Payments ALSO Due |

[] Disable MFR Payments

o 3 a7 oy ayment Receipt Label | Credit Card Surcharge Fee
Dizable Surcharge Changes Pay Method

|:| Do not Mark Reversing Invoices as Paid List Price Accuracy

Invoice Field Coordinates Check

Warn Only ofPesswos [ ]

Counters POS Warnings

-30 Deferred
0 Current [ Print Payment Amt on Summarized Stmis
30 -
1-30 Combo Statement | Alternate3
&0 31-80
9998 Owver 60 Alt 3 Labels |

Credit Management
First Credit Warning when
AR Balance is % of Limit

Warn If any Balance is

Days Past Due

Stop Sale if any Balance is
Days Past Due

D Restrict Edit of Credit Action Entries

0
Invoice Credit Check

Warn Only w
Delivery Credit Check

Warn Only w
Blend Credit Check

Warn Only L

e E—

D Use Prepay amount in available

credit

D Include Direct Ship PO's in Credit
Checking

Tax Exemption Expiration

Allowy v

lo] ® ==

Bookings

Print Location Heading on Bookings
Allow use of like products on

bookings from other departments

|:| Disallow wvoiding a paid boocking

|:| Import unpaid sales order terms

D Cnly allow import of unprocessed
approved sales orders

D Exclude zero quantity tems on
booking documents

Dizallow edit of a signed booking

D Seller Signature Only From
Logged In User

Terms Default | {None) ~
Expiration Date | (None) ~
Start Date | (Mone) ~

Design Booking Contracts

Default the Post Finance Charge

[] “Invoices Due on or Before' to last

used day of month

D Do not display expired guotes on

transactions

D Only one ticket allowed when a

return DT iz imported

Save Cancel

With the Require Reference # for Checks preference turned on and Check selected as the Pay Method, a check number
must be entered in the Ref # field on the Payment. Saving the Payment is stopped if Check is selected as the Pay
Method, the Pay Amount is not equal to zero, and aRef # is not present.



sl Payment on Accounts X

Date | Payment Number | 104
Regular Prepay WA Cash Budget
<Customer D> | AndBa | Barry Anderson Befors| 373126 | 1265825 | 0.00 | 0.00
Payment Amount 3731.26| | Regular ~ After | 0.00 | 1285925 | 0.00 | 0.00
Surcharge Amount 0.00  Penny Round - Pny Rnd Description

Payment Collected 72128 <Acet=|  9000-00] Amownt [ ]| .

DiscountAmount | | <DiscAcct 4100-00 | Cash Total
Total Credit 3731.26 cotrol# [ | Sort Invoices by | Standard v

o [] Use /& Cash
Pay Method Ref# Pay Amount Surcharge Apply Surchi Auto Apply
1 B Check w | 12558 3731.26 0.00 |
Fa Il W
< >
Date Invoice# Due Gross Unpaid Amt Disc Date <Discount= Payment InvoiceTerms Control# | Wiew Invoices
i 04/04/2026 1200889 05152026 -268.74 -268.74 Expired 0.00| -2868.74 N15
5 040042026 1200859  O5/152026  322.50 22.50 Expired 0.00] 22.50 N15 HEETLIEE
3 04/04/2026 1200860 O0L/15/2026 752.50 752.50 Expired 0.00 752.50 N1&
4 04M5/2026 1200868 OLIM56/2026 3225.00 3225.00 Expired 0.00| 3225.00 W15
< >
Apph Untag All Print Form Totals 0.00 3731.26
[] printon Save [ ] Issue Check e e

This preference affects Payments taken at Accounting / A/R / Payments, the Add a Payment on Account shortcut
icon, the Receive Payment(s) on Account roll through payment window for Invoices and Bookings, and Quick Tickets.



