
 

County Accounting Manual 
 
Writing Checks 
Cash Basis and Bills for Payment 

Contents: 
Create Check 
Trial Pass Check Report 
Print Check 
Multiple Check Printing 
Create Bill for Payment 
Pay a Bill  
Print Check 
Configure Reports for Accruals 

 
 
This procedure explains how to prepare non-payroll checks.  For Payroll and Payroll Liability 
Checks, see Payroll procedures.   For Bill Payment checks, see section “Create a Bill for 
Payment (Payables)”. 
 
Create a Check Transaction (Cash Basis) 
Be sure to record the appropriate Account and Class numbers for each check on the 
Expenses tab. 

• Select Banking from the menu bar. (or, select the Write Checks icon from the Banking 
Navigator Window.) 

• Select Write checks 
• Make sure that the correct bank account (checking or savings) is selected. 
• Make sure “To be Printed” box (just below the signature portion of check) has a 

checkmark in it to allow QuickBooks to control and track all check numbers.   (This is 
highly recommended) 

• Select a name from the drop-down list in the Pay to the Order field. (If the name is not 
on the drop-down list, Quick Add the name by typing in the name and pressing the 
[Tab] key or by selecting <Add New> from the drop-down list.) 

• Enter the total amount of the check in the Amount field. 
• Fill in the Memo field (optional).  Information to appear on the check 
• Select appropriate Account number (s). 
• Enter the amount of the expense. 
• Describe the expense in the 2nd Memo Field.   Information will appear on ledger report 
• Skip the Customer: Job field.  
• Review data and click Save & Close to record the check or click Save & New to record 

the check and enter another check. 
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Trial Pass for Checks Report 
Before printing the check(s) 

• Select Reports, Memorized Reports, Trial Pass for Checks. 
• Print the report and review it to make sure all the information is correct. 
• If corrections need to be made, go to Banking, Use Register, select the check that needs 

to be changed and then edit the transaction. 
 
When you are ready to print the check 
Select File, Print Forms, Checks.  

• Confirm that the date and check number are correct. 
• Select the checks that you wish to print. Click OK. 

 

 
 
Multiple Check Printing 
 
A group of checks can be prepared and then processed for printing at a later time. You can Select 
All to print them all or you can Select None (removes all check marks) and Select only the check 
or checks that you want to print 
. 
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Create a Bill for Payment [Payable] 
If you are required to accrue expenses, then use QuickBooks’ Vendor, Enter Bills feature to 
record outstanding vendor expenses.  Accured Expense is a method of bookkeeping in which 
expense is recorded at the time you purchase items or receive services.  Under this method, the 
time when you enter a transaction and the time you actually pay a vendor bill may be two 
separate events.  In QuickBooks, an accrual basis report shows outstanding expenses from all 
your vendors to whom you owe money. 
 
Issues: 

 A Vendor bill must be created. 
 Do NOT use the Write checks screen. 
 A class code is required. 
 Do NOT use the Discount feature. 

 
The bill(s) must be entered through the Pay Bills feature. 

• Select Vendors – Enter Bills (or select the Enter Bills Icon from Vendors Navigator 
window) 

• Select a Vendor from the drop-down list in the Vendor field. 
• Select appropriate Date. 
• Fill in the Ref. No. and Memo fields if needed. 
• Enter the total amount of the bill in the Amount Due field. 
• Assign the amount of the bill to the proper accounts under the Expenses tab. 
• Enter a description under Memo. 
• When all information is correct, click Save & Close to record the bill, or click Save & 

New to record the bill and enter another. 
 
 
Do not enter a bill and then pay it through the Write Checks screen. The payment will 
not be linked to the bill – resulting in the bill showing as “unpaid” indefinitely.  
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To pay a Vendor Bill created in the Enter Bill screen: 
• Select Vendors, Pay Bills 
• Select the bill to be paid by clicking in the column preceding the vendor name. 
• Confirm the date and payment method are correct. 
• Select the To be printed check box. 
• Do not use the Discount feature!   Due to Class Tracking,  this will cause 

major problems and it is difficult to get rid of!!! 
• Click Pay & Close to record the payment(s) or click Pay & New to record the 

payment and enter more.  

 
 
The check transaction will be placed in the list of checks waiting to be paid. (to be printed.) 
 
To Print the check: 

• Select File, Print Forms, Checks 
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Configuring Reports for Accruals 
 
Since Accounts Payables (and also Receivables) are considered accrued expense (income), these 
Bill transactions are recorded in the month in which the transaction occurred.  However, vendor 
payment may be paid in the following month. 
 
When configuring a report that captures accrued transactions (Accounts Receivables or 
Payables) i.e. Ledger, Accounts Payable, or Monthly Income and Expense Summary 
reports, the following adjustments should be made to capture the original Bill transaction.    
 

Under the Modify Report button, Display 
Report Basis = Accrual 

Under the Filters button, 
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Transaction types also should include Bill, Bill Payment (Invoice, Payment for  
Receivables) 
Accounts filter also should include Accounts Payable (Accounts Receivable for 
accrued income). 

 
When configuring any report that captures the actual check written to a vendor to pay a bill, 
i.e. Funds Class Balance Report, (or actual receipt of customer money), the following 
adjustments should be made to capture the check or bill payment transaction. 
 

Under the Modify Report button, Display 
Report Basis = Cash 

Under the Filters button, 
Transaction types also should include Bill, Bill Payment (Invoice, Payment for 
Receivables) 
Accounts filter – Accounts Payables (Receivables) should NOT be checked). 
 

 The major distinction between a Report that captures accrued transactions and a Report 
that calculates Class Balances or total Checkbook balance is the REPORT BASIS.    
 
 NOTE:  The exclusion of the Accounts Payable (Accounts Receivable) from the Accounts 
filter does not alter the Funds Class Balance Report.  However, it does eliminate the incorrect 
display of the negative sign for positive class balances.  
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