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CHECKPROTM is easy to use, and this manual will make it even easier. It can be 
valuable to both novice and experienced users. You can print out the manual to be 
used in booklet form, or access it from the Internet.  
 
In booklet form, page numbers listed in the text correspond to the pages referenced. 
In web site format, referenced pages are hotlinked to those pages – just click on the 
link and your browser will transfer to the linked page. At the top and bottom of each 
page are navigation aids to assist in moving about the manual. 
 
The manual is divided into two sections. The first section is the “User’s Manual,” and 
is intended to be a guide for tellers working at service windows. 
 
In Chapter 1 “Overview”  of the User’s Manual there is a description of products and 
services that may be sold using the CheckPro system. After that is a chapter to help 
navigate through the CheckPro program, and beyond that are step-by-step 
instructions for most of the transaction types. 
 
At the end of the User’s Manual is a glossary,  a quick reference page, and the 
answers to frequently asked questions. The quick reference may be copied out and 
kept near each terminal from which the system is accessed. 
 
The second section is a “Manager’s Reference.” Although still under construction, it 
may be accessed now, and is nearing completion. We are working diligently to 
complete remaining sections.  
 
The “Manager’s Reference” details how to prepare specific reports, how to complete 
transactions requiring approval above the level of the teller, and how to deliver 
operational data into the system for higher level financial reports. 
 
This “Manager’s Reference also instructs on the compilation of statistical tables and 
other resources factored into the program from which transaction decisions may be 
made at lower levels of authority. The manual will also demonstrate how to extract 
financial reports to provide business status for the entire enterprise on a given date 
or for a range of dates. 
 
Should you find discrepancies in the manual, or if you have suggestions or 
questions, please contact us by emailing to:  Robert Gemignani , Vice-President of 
Software Development, V-Systems, Inc. 

 

INTRODUCTION 

USER’S MANUAL  
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√  COMPLETE POINT OF SALE W/PRICING – All information required to complete a 
transaction is stored in the database, including  customer and check maker 
information and pricing for the various products and services sold. 

√  DEFERRED DEPOSITS – This feature is for loans to customers against their next 
paychecks. The customer writes a check to the store which is deposited on a 
specified date.   The amount of cash remitted to the customer is discounted from the 
face amount of the check. The manager’s risk decision is based on customer 
information entered into the database. 

√  POWERFINDER USA PHONE & ADDRESS DATABASE  -  A very useful feature of 
CHECKPROTM is its telephone and address database by Powerfinder. With this tool, a 
check may be run to determine whether addresses and telephone numbers are 
legitimate. 

√  WARNINGS OF BAD CHECK MAKER & PAYEE – Database notes warn of either or 
both a bad check maker or bad payee. When conducting a transaction with a 
customer who has a history of passing bad checks recorded in the system, specific 
warnings will appear on the screen . Additional instructions may be annotated to 
appear on the specific customer screen.   

√  COMPLETE CUSTOMER DATABASE – The database will contain whatever 
information is stored in it. It is programmed so that drivers’ licenses may be scanned 
in, and the information from them is automatically recorded, including addresses, 
birth dates, and drivers’ license numbers. Service window personnel then need to 
manually enter only social security numbers, employer data, information about 
relatives, and special notes. When a customer arrives for a transaction, his/her 
driver’s license will be scanned, and the information will be displayed. 

Chapter 1 - OVERVIEW 

This page and the next give general descriptions of the products, services, and features 
that CheckPro is designed to handle. The specific products and services vary according to 
location. 

√ RETURN CHECK MANAGEMENT – CheckPro keeps a record of each check maker 
presented by each customer. If a check is returned, that information is entered into 
the database. It is displayed each time that either the customer cashes a check, or 
each time that any customer attempts to  cash a check written by a bad check 
maker. CheckPro will store a record of attempts to call and collect on bad checks, 
and will prompt when a scheduled contact comes due. In addition, CheckPro will 
generate a collection letter to send to the bad check maker. This methodical 
approach lends to improved collections. 

USER’S MANUAL  
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√  AUTO TITLE LOANS – This feature is for stores that loan money to customers 
based on the value of their automobiles (subject to store policy). Customer, loan, 
and title information is recorded to assist in collections, letter generation, and in 
ensuring proper crediting against specific titles. 

√  PRINT MONEY ORDERS – Blank money orders are loaded into a special printer 
attached to the POS monitor. Data is entered into the computer like any other 
transaction. The money order serial number registers in the transaction on the 
screen, and the money order is  printed out. Total processing time per transaction is 

√  INVENTORY CONTROL – Start-up and close-out inventory levels must agree 
before start-up or close-out functions will proceed. 

√  SECURITY – The entire system is password protected. Only someone duly 
authorized and registered in the system may access a particular service window or 

√  QUICK & EASY TRANSACTIONS – All CHECKPROTM functions are accessed 
through drop -down menus or highlighted fields. Anyone with average skills should 
easily master them. 

√  EMPLOYEE TIME CLOCK REPORTING -  The computer will allow transactions only 
after proper logon (and it records the time), and will not close-out at the end of the 
shift until proper procedures are complete.   Those times are recorded, and generate 
accurate time-cards. Separate clocks to record starting and stopping work are 
unnecessary. 

Overview (Continued) 

USER’S MANUAL  



CHECKPROTM MANAGER’S REFERENCE 

6 

Moving around inside CheckPro is not difficult. However, it it imperative to understand the 
function keys that allow navigation. It is particularly important to understand that specific 
keys change their function depending on whether you are navigating through menu 
screens, or in transaction screens. Some keys are programmed to move rapidly from one 
transaction screen to another. At any time that a user feels lost, pressing the <Escape> key 
will display the list appropriate to the type of screen then in use. 
 
Function keys operate as indicated below: 

Key Menu Screen 
(Function @ Menu) 

Transaction Screen 
(Function With Menu Item) 

 ESC  Displays On-Screen List  Displays On-Screen List 

 ENTER  Accept entry highlighted by Cursor.  Accept Entry Highlighted by Cursor 

 ARROW UP   Move Cursor Up  Move Back to a Previous Field 

 ARROWDOWN   Move Cursor Down  Accept Entry/Move to Next Field 

 PAGE UP  Move to the Previous Menu.  Erase Screen/Start Over 

 PAGE DOWN   Next Menu  Save Record/Proceed 

 F1  HELP  HELP 

 F2  N/A  Inquiry/HELP/Lookup 

 F3  Change Company  Delete 

 F4  Access Code (put in password)  Other Commands 

 F5  Sample Data  Abandon 

 F6  Change Date  Go To Customer Maintenance 

 F7  Quit CHECKPRO  Quit Transaction/Return to a Menu 

 F8  Print Screen  Print Screen 

 F9  Preparation  N/A 

 F10  N/A  Erase Line 

 TAB  Move to the Main Menu  Jump To First Field of Next Block 

Chapter 2 - Navigation 

USER’S MANUAL  
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Special Notes: 
 
• When in the date field on any screen, entering <D> will automatically enter the 

current date. Then typing “+” or “-” will add or subtract a day respectively. 
 
• When “Inquiry” is highlighted on any screen, that indicates that the <F2> command is 

active (see bottom of screen below). 
 
• When “Maint” is highlighted on any screen, that indicates that the <F6> command is 

active (see bottom of screen below). 

Navigation (Continued) 
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Chapter 3 – Navigating The F2 (Inquiry) Func-

The Inquiry Screen is a special type of help function.    You will find it in several specific 
fields:  the Customer ID #; Check Maker; Inventory;  and, VOID MO, to name a few. It is 
intended to bring information to you more easily  (it is not intended to maneuver through 
screens. Keep in mind that, even when you  are using the F2 {Inquiry Screen} function, 
you still have normal help available to you by pressing Escape). The functional keys for the 
Inquiry Screen are listed below: 

SPECIAL KEYS FUNCTION PERFORMED 
  F2   Activate Inquiry Function 
  ARROW KEYS    Move the highlighter up or down 
  ENTER   Accept Entry 
  F7   Quit Window 

 
Essentially, the inquiry screen is available for screens where data is to be input.   To see if it 
is available for any particular field, look at the bottom of the screen. If the word “Inquiry:” 
appears (as in the screen below), then the function is available. 

USER’S MANUAL  
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To activate the Inquiry Function, do the following: 
 
• STEP 1 – Check the bottom of the screen to see it the F2 key is active (see if the word 

“Inquiry” is visible and highlighted, as in the top screen  below). 
• STEP 2 – Press <F2>. A list like the one in the middle screen below will appear. 
• STEP 3 – Press <ArrowUp> or <ArrowDn> to the appropriate selection. 
• STEP 4 – Press <Enter>. 
 
Your selection will be entered automatically into the data field from which you activated 
the Inquiry function. You may now proceed with your transaction! 
 
Note – If, while still in the Inquiry Screen, you wish to return to the Transaction Screen 
without making an entry, Press <F7> and continue with your transaction.  

NAVIGATING INQUIRY SCREENS  (CONTINUED) 

In the example at below 
left, the Inquiry function 
was executed in Check 
Maker screen,  
with the selections 
available as indicated.  
(Notice the indicator next 
to “1616 Assoc.“  in the 
middle screen. It also 
appears on the bottom 
screen as an entry). 

USER’S MANUAL  
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Help is available from both menu and transaction screens. The functions of the keys 
will change, depending on what type of screen you are working in (See Chapter 2 – 
Navigation). 
 
To seek help while in a Menu screen, press <Esc>. The screen will look like the one 
below: 

In either Menu or Transaction screens, when you need help, read down the list of 
functions and press the appropriate key. You should soon be back in comfortable 
territory.  

Chapter 4 - HELP!!! 

To seek help while in a Transaction screen, press <Esc>. The screen will look like the 
one below: 

USER’S MANUAL  
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The User’s Manual assumes that the software has already been installed, and 
proceeds from the point of instructing how to record transactions in the system. 
 
Look at the Main Menu on your computer screen. It is your starting-point for 
accessing all CheckPro functions. You can reach it easily from any other menu 
screen by pressing your TAB button. From Main Menu, you access CheckPro by 
pushing the <ArrowDn> button until "CheckPro” is highlighted, and then pressing 
<Enter> on your keypad.  

Chapter 5 - Getting Started 

An alternative way to select any menu item is to press the key corresponding with 
the first letter of a menu item. Example:  to select CheckPro, Press <C>, and then 
<Enter>. 
 
In either case, the screen will look like the one below: 

USER’S MANUAL  
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• STEP 1 – Choose “Daily Work;” Press <Enter>. 
• STEP 2 – Choose “Cash Account Entry;” Press <Enter>. 
• STEP 3 – Choose “Drawer Entry,” Press <Enter.> 
• STEP 4 – Press <Enter> to accept the default store code, or enter the proper store 

code and then Press <Enter>. 
• STEP 5 – Press <Enter> to accept the date, or correct the date and then press 

<Enter>. 

Before you can transact business, you must first enter the system and verify the 
amount of cash and other negotiable instruments (e.g. stamps, money orders, etc.) 
that you have on hand. 

Getting Started – Cash Drawer Entry Screen (Continued) 

USER’S MANUAL  
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• STEP 6 –  Choose “S” for “Start of Day.” 
• STEP 7 – Choose “O”, or “N”, or “C”.  
 

◊ <O>  copies last ending cash and inventory to the current starting day’s 
cash and inventory.   

 
◊ <N> No Action taken. This option assumes no balance in the drawer, and 

none carried forward. The opening balance relies entirely on your entry. 
  
◊ <C>  copies last ending cash and inventory day to the current day’s 

starting and ending cash and inventory. This function is exercised by a 
manager when there is cash in a drawer, and it was not used on any give 
day.  

 
• STEP 8 – Enter your social security number. NOTE – At this point, the system 

automatically records the time that you start work. 
• STEP 9 – Count all cash, stamps, money orders, and other inventory items at your 

window. Enter the amounts by category (e.g. pennies, nickels, dimes, etc.). 
• STEP 10 – Press <Page Down> key (as prompted at the bottom of your screen). 

Note to Managers – You might also be responsible to open the vault. For procedures 
on how to register that transaction, please refer to the Manager’s Reference 
(Chapter 1 – Daily Work). 

Getting Started – Cash Drawer Entry Screen (Continued) 
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Chapter 6 - Drawer Transfer 

Drawer transfers are performed to maintain accountability when two users work 
from the same drawer in sequential fashion (e.g. a clerk closes for the day and is 
replaced at the same window by another clerk).  To perform the function the drawer 
from which the funds will transfer must be open, while the one accepting the 
transfer must be closed (e.g. the incoming clerk will use the funds already in the 
drawer from the departing clerk. However, the incoming clerk must open his/her 
drawer after the transfer is made, and the departing clerk must close his/her drawer 
after the transfer is made.) 
 
Prior to executing the drawer transfer, you must first conduct a cash drawer entry 
operation as described in the previous chapter, except that at Step 6, you must 
Select “E” for “Ending” and follow the remaining steps of that Chapter. 
 
Then you may proceed to the steps below: 
• STEP 1 – Choose “Daily Work;” Press <Enter>. 
• STEP 2 – Choose “Cash Account Entry;” Press <Enter>. 
• STEP 3 – Choose “Drawer Transfer,” Press <Enter.> Your screen will look like the 

one below. 

• STEP 4 –  Press <Enter> to accept the current date, or enter the correct date and 
then Press <Enter>. 

• STEP 5 – Enter the code for the drawer from which the transfer will be made. 
• STEP 6 – Enter the code for the drawer to which the transfer will be made. 
• STEP 7 – Enter the code the teller to whom the transfer will be made. 
• STEP 8 – Press <PageDn> to proceed. 

USER’S MANUAL  
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Chapter 7 - Add/Change Customer Master 

Accessing Customer Files from a Transaction screen (you can transfer to the Add/Change 
Customer screen either before or after entering the social security number): 
 

A If before entering the social security number:  Press <F6>. 
 
B If after entering the social security number: 

 
• STEP 1:  Press <Enter>.  (You will receive a message saying  <<Customer Not in 

System>>) 
• STEP 2:  Press <F6>.  (You will transfer to the Add/Change Customer Master 

screen with the social security number already entered). 
 
In either of the above cases, you will be transferred to the Add/Change Customer Master 
screen. 

This is the screen where all initial entries on new customers are made and where records 
of existing customers are filed. This is also the screen where special instructions pertaining 
to a specific customer are entered. 
 
There are two ways to access a customer’s master file:   
1) from a menu screen, and 2) from the “Enter Transactions” screen.   

Accessing Customer Files from a Menu screen: 
 

• STEP 1 –  Press <Tab>. 
• STEP 2 –  Select CheckPro, press <Enter>. 
• STEP 3 –  Select File Maintenance, press <Enter>. 
• STEP 4 – Select Customers, press <Enter.>. 

USER’S MANUAL  
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Entering Customer Data:   
 
Usually, when customers appear to conduct business, they will first give you their drivers’ 
licenses or social security numbers. In most cases you will scan the license or enter the 
social security number into the “Enter Transactions” screen (covered in the next chapter). If 
a particular transaction is for an existing customer, the transaction will continue normally. 
If it is for a new customer, you will transfer to the “Add/Change Customer Master” screen 
by one of the two methods described in the previous section. In either event, you will 
continue to enter customer information, as follows: 
 
STEP 1 – If the social security number is not already entered, type it in and Press <Enter>. 
 
STEP 2 – Type in the data for all required fields and as many optional fields as possible. 
Press <Enter> or <Arrow Down> after each entry.  (Note – The system will not allow you 
to continue without completing required fields.) 
 
STEP 3 – When the last entry field has been entered, Press <Pg Dwn> to Proceed (See 
message at bottom of screen below.) 

Add/Change Master Customer (Continued) 

STEP 4 – You will notice that you have transferred automatically to the Enter Transactions 
screen. Press <Enter>. 
 
STEP 5 – Continue to process the transaction as described in the next chapter.  

USER’S MANUAL  
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Chapter 8 - Enter Transactions Screen 
In degree of importance, this screen is as important as the “Add/Change Customer 
Master” screen. It may not be accessed until customer information is properly recorded. 
And, transactions must be properly completed on this screen, or abandoned if required 
information  is not available. 
 
Initiating a Transaction 
 
A With a Previously Existing Customer 
 

• STEP 1 – Scan the driver’s license, or enter the social security number. 
• STEP 2 – Press <Enter>. A screen like the one below will appear, displaying the 

customer’s transaction history. Notice that it shows check makers, dates, amounts, 
returned checks, and other types of transactions consummated.  

• STEP 3 – Press <PgDn>, as indicated, at the bottom of the screen. 

• STEP 4 – Depending on the specific status of the customer, you might see another 
message box like one of the two in the screens below. Whatever the case, as 
indicated at the bottom of the screen, Press <PgDn>, and take the recommended 
action. 

USER’S MANUAL  
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Enter Transactions Screen (Continued) 

B With a New Customer 
 
When you had completed entering information from a new customer in the Add/
Change Master Customer screen, you pressed <PgDn>. and were brought immediately to 
a screen that looks like the one below: 

• Press <Enter>. 
 
Continuing a Transaction 
 
Regardless of whether you are working with a previously existing customer as in Para. A, 
or with a new customer as in Para. B, you will see a screen like the one below: 

The highlighted field in the screen above is the Check Maker field. It is the gateway into 
the Check Maker screen.   To continue the transaction, complete appropriate steps as 
outlined in the next two chapters. 
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Chapter 9 - Cashing Checks 

Check-cashing is accomplished from this field. 
 
• STEP 1 – Scan the customer’s driver’s license, or Type the social security number into 

the top field. Press <Enter>. A screen like the one below will appear: 

Note – The above screen contains very useful information. It shows the 
complete history of transactions with a particular customer, including 
who wrote checks and with what frequency; any outstanding loans and 
what types; if the customer uses deferred deposit; and if any checks have 
been returned. 

• STEP 2 – Press <PgDn> to proceed. 

Note – Depending on the customer, you might see one of a series of 
warning messages like the one below. Take appropriate action as 
indicated. (For more on Warning Messages, see Chapter 14.) 
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Check Cashing (Continued) 

• STEP 3 – If the customer is registered in CheckPro with authority to cash checks on 
behalf of a business, you will see a screen like the one below. Type “B” if the check 
being presented is to be cashed on behalf of the business; OR, Type “P” if the check 
being cashed is for personal use. Press <Enter>. 

If there are no other messages, or if you have completed navigating through them, your 
screen will look like the one below: 

Note – The system allows a customer to be registered to cash checks on 
behalf of ten separate business accounts. It also allows four separate 
individuals to conduct transactions on behalf of a business. If a customer 
is registered to transact on behalf of more than one business, as part of 
Step 3, you will be prompted to identify which business is involved in this 
particular transaction. In that case, Select the appropriate entry, and Press 
<Enter>. 

USER’S MANUAL  
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Check Cashing (Continued) 

• STEP 4 – Type the name of the Check Maker as it appears on the check, or Press <F2>. 

Note – When you press <F2>, a list of Check Makers whose checks have 
previously been cashed will appear, as in the screen below. The list is in 
alphabetical order. Press <PgDn> to go to the correct section of the 
alphabet, and Press <ArrowDn> or <ArrowUp> to place the indicator 
next to your selection. Press <Enter>. 

Note – When you Type in the name of a Check Maker who has not 
previously cashed checks with your company, you will see a screen like 
the one below. Note that you are prompted for instruction concerning 
whether or not to add the new Check Maker to the Check Maker Master 
File. Type “Y” for Yes or “N” for No. 

USER’S MANUAL  



CHECKPROTM MANAGER’S REFERENCE 

22 

Check Cashing (Continued) 

• STEP 5 – Press <Enter>.  (Note – If the Check Maker has previously cashed checks with 
your company, you will see a screen like the one below, listing the history of that 
Check Maker. Press <PgDn> to proceed). 

• STEP 6 – Type  the check number, date, and amount, as prompted, and Press <Enter> 
after each entry. 

• STEP 7 – The field under “Type” should be highlighted (this refers to the type of check 
that the customer has presented). Press <F2>. A screen like the one below will appear: 

USER’S MANUAL  
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Check Cashing (Continued) 

• STEP 8 – Press <ArrowDn> until the indicator is next to your selection, then Press 
<Enter>. Notice that the fee is automatically entered in the next field. 

• STEP 9 – Type appropriate check notes, and Press <Enter>. 
• STEP 10 – Continue and Complete the transaction. (See Chapter 12 – Completing 

Transactions.) 
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Navigating in the Check Maker Screen 
The Check Maker field is multi-functional. From this single location, you may conduct most 
of the transactions allowed by CheckPro. As shown in the previous chapter, this is the field 
for registering check cashing transactions.   It also has various other functions. The chart 
below lists them, and the commands required to accomplish them. Keep in mind, that 
many of the functions may be transacted independently by accessing them directly 
through the menus. Each function is described more fully at its respective page whose 
number is listed in the right column in the table below. (each items listed and its respective 
page number is also linked to the actual page). 

COMMANDS FUNCTION PERFORMED Page # 

  AL   Auto Title Loan 24 

  AM   Auto Title Miscellaneous 25 

  AS   Auto Sale 26 

  AT   Auto Title Transaction 27 

  B   Change Bank Information 28 

  BH   Business History  29 

  C   Change Customer Information 30 

  CASHIN   Cash Transfer In 31 

  CASHOUT   Cash Transfer Out 31 

  CLOCKIN   Employee clock-in 32 

  CLOCKOUT   Employee clock-out 32 

  DA   Deferred Application 33 – 34 

  DD   Deferred Deposit Entry 35 

  DELIVER   Bank Cash Deliver 36 

  DEPOSIT   Bank Deposit 37 

  H    Customer History 38 

  I    Inventory Sales 39 

  NO MO FEE   No Fee Money Order 40 

  NS   No Sale 40 

  O   Other Sale 41 

  PAYOUT   Payout Expenses 42 

  PU   Deferred Deposit Customer Pickup 43 

  R   Returned Checks 44 

  RI   Returned Item 44 

  RR   Reprint Receipt 45 

  S   Services 46 

  SI   Store Inventory Sale 47 

  SIGNOFF   Set Window Lock 47 

  STOP MO   Stop Money Order Payment 48 

  T   Taxable Sale Entry 49 

  TI   Transfer Inventory 50 

  TRACER   Place Tracer On Money Order 51 

  VOID MO    Void a Money Order 51 

  VOID MOF   Void Money Order Fee 52 

Chapter 10 - Navigating the Check Maker 
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AL – AUTO LOANS 
 
The screens below are for qualifying customers for auto title loans. You may make new 
entries on this screen (e.g. to record payments), but you may not edit entries already 
completed. How to initiate the loan is covered in a later chapter in the manager’s section. 
 
For servicing the loan, use transaction commands for navigation. From the Check Maker 
field: 
 
• STEP 1 – Type <AL> and Press <Enter> The top screen below will be displayed.     
 
• STEP 2 – Type the VIN (Vehicle Identification Number) and Press <Enter> or <Arrow 

Down>.  
 
• STEP 3 – Type the Loan Number and Press <Enter> or <ArrowDn>. The second screen 

below will be displayed with a complete status of the loan. 
 
•  STEP 4 – Complete making entries. 
 
• STEP 5 – Press <PgDn>. This will enter the transaction and return you to the Check 

Maker field to complete the transaction, with appropriate data automatically entered 
onto that screen. 

Navigating the Check Maker Field (Continued) 
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Navigating the Check Maker Field (Continued) 

AM – Auto Title Miscellaneous 
 
This function is to record any miscellaneous transaction pertaining to an existing auto title 
loan. To access it, Enter “AM” on the Check Maker field. Your screen will look like the one 
below: 

Notice that to continue, you must enter a password, which is case sensitive. Obtain the 
password from your management and Enter it. Your screen will look like the one below. 

• STEP 1 – Enter the loan number OR Press <F2> and Select the appropriate loan. 
• STEP 2 – Make appropriate entries. 
• STEP 3 – You will be returned to the Check Maker Field. 
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Navigating the Check Maker Field (Continued) 

AS – Auto Sale 
 
This function is to record the sale of a vehicle. To access it, Enter <AS> on the Check Maker 
field. Your screen will look like the one below. 

Notice that to continue, you must enter a password, which is case sensitive. Obtain the 
password from your management and Enter it. Your screen will look like the one below. 

• STEP 1 – Enter the loan number OR Press <F2> and Select the appropriate loan. 
• STEP 2 – Enter the amount of the sale. 
• STEP 3 – Enter the social security number of the buyer. CheckPro will automatically 

enter the name of the buyer and the VIN. 
• STEP 4 – Press <PgDn> to proceed. You will be returned to the Check Maker field. 
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Navigating the Check Maker Field (Continued) 

AT – AUTO TITLE TRANSACTION – This function allows issuing a loan to a customer who 
has been previously qualified using the AL function. 
 
• STEP 1 – Type <AT> and Press <Enter> The top screen below will be displayed.     
 
• STEP 2 – Type the Loan Number and Press <Enter> or <ArrowDn>. The second screen 

below will be displayed with a complete status of the loan. 
 
•  STEP 3 – Complete making entries. 
 
• STEP 4 – Press <PgDn>. This will enter the transaction and return you to the Check 

Maker field to complete the transaction, with appropriate data automatically entered 
onto that screen. 
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Navigating the Check Maker Field (Continued) 

B – Bank Change – This command will allow you to enter or alter the banking 
information on the customer. From the Check Maker field: 
• STEP 1 –  Type “B” and Press <Enter>. The field next to “Bank” will be highlighted. 
• STEP 2 –  Type in the name of the bank and Press <Enter>. 
• STEP 3 –   Type in the phone number of the bank and Press <Enter>. 
You will be returned to the Check Maker field to complete the transaction. 
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Navigating the Check Maker Field (Continued) 

BH – Business History. This function displays the check cashing history of a business 
account (i.e. those checks cashed by the business representative).  The screen comes up 
automatically after entering the social security number of the business representative who 
is cashing the check.  However, it may be recalled by Typing “BH” on the command line, 
and Pressing <Enter>, as illustrated in the two screens below: 

USER’S MANUAL  



CHECKPROTM MANAGER’S REFERENCE 

31 

Navigating the Check Maker Field (Continued) 

C – Change Customer Information – This command allows you to modify customer 
information without having to transfer to the Add/Change Customer Master screen.  
(NOTE –  you could make the same changes by using the “F6” function before starting 
the transaction, or by navigating through the menus from Main Menu to File 
Maintenance and selecting “Customers.“) 
 
To make changes from the Check Maker field: 
• STEP 1 – Type “C” and Press <Enter>. The customer’s name will be highlighted. 
• STEP 2 – Type in the changes and Press <Enter>.  
• STEP 3 – Repeat the process for each entry. 
• STEP 4 – After you have completed all entries, Press <PgDn>. 
You will be returned to the Check Maker field to complete the transaction. 
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Navigating the Check Maker Field (Continued) 

CASHIN – This function records the transfer of funds into the store from an outside source 
(e.g. a bank, or another store). At the command line: 
• STEP 1 – Type “CASHIN” and Press <Enter>. The screen will appear as illustrated below. 
• STEP 2 –  Type “BK” for bank or a known code for another store. Or Press <F2>, make a 

selection, and Press <Enter>. 
• STEP 3 –  Type the amount of each type of currency , and Press <Enter> or 

<ArrowDn> after each entry. 
• STEP 4 – Type a note if appropriate, and Press <Enter>. 

CASHOUT – This function records the transfer of funds out of the store to an outside 
destination (e.g. a bank, or another store). At the command line: 
• STEP 1 – Type “CASHOUT ” and Press <Enter>. The screen will appear as illustrated 

below. 
• STEP 2 –  Type “BK” for bank, or a known code for another store. Or Press <F2>, make 

a selection, and Press <Enter>. 
• STEP 3 –  Type the amount of currency of each type, and Press <Enter> or <ArrowDn> 

after each entry. 
• STEP 4 – Type a note if appropriate, and Press <Enter>. 
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Navigating the Check Maker Field (Continued) 

CLOCKIN – This function is used when an employee comes to work after the drawer has 
already been opened (e.g. he/she takes over from another employee and executes a 
“Drawer Transfer”). Follow the steps below: 
 
• STEP 1 – On the Check Maker command line, Type “CLOCKIN” and Press <Enter>. 

CLOCKOUT – This function is used when an employee leaves work after the drawer has 
already been opened but before end-of-day closing (e.g. he/she finishes a shift and leaves 
the drawer to another employee). Follow the steps below: 
 
• STEP 1 – On the Check Maker command line, Type “CLOCKOUT” and Press <Enter>. 

• STEP 2 – Type the social security number of the incoming employee, and Press 
<Enter>. 

• STEP 3 – As indicated, Press <PgDn> to proceed. 

• STEP 2 – Type the social security number of the outgoing employee, and Press 
<Enter>. 

• STEP 3 – As indicated, Press <PgDn> to proceed. 
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Navigating the Check Maker Field (Continued) 

DA –  Deferred Application – These are transactions in which the customer applies to 
receive cash for checks which are deposited on future dates. They are  conducted as 
follows: 
 
• STEP 1 – Type “DA” on the command line of the Check Maker field, and Press <Enter>. 

The following screen will appear with the birth date already filled in: 

• STEP 2 – This step pertains to the way in which a customer receives compensation 
from the employer. In the field next to “Pay Method,”  Type one of the following: 

◊ “C” for Check; or, 
◊ “D” for Deposit. 

Press <Enter>. 
 
• STEP 3 – In the field next to “Pay Frequency,“ Type one of the following: 

◊ “B” for Bi-Monthly 
◊ “T” for Twice Monthly 
◊ “W” for Weekly 
◊ “M” for Monthly 
◊ “S” for Special 

Press <Enter>. 
 
• STEP 4 – Type the # of the day of the month on which paydays occur (for single digit 

days, type in a zero and then the number. E.g. 09 for the ninth day). Press <Enter. 
 
• STEP 5 – Type the date of the next payday. Press <Enter>. 
• STEP 6 – Type the amount of the NET MONTHLY income. Press <Enter>. 
 
• STEP 7 –  This step pertains to what kind of income the customer receives. Type one of 

the following: 
◊ “J” for Job; or, 
◊ “P” for Pension 

Press <Enter>. 
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Navigating the Check Maker Field (Continued) 

• STEP 8 – In the field next to “Residence Own/Rent,” Type one of the following: 
◊ “O” for Own; or, 
◊ “R” for Rent. 

Press <Enter>. 
 

The codes below pertain to the next four fields. They also appear on the 
screen above: 
 
A = 0  -  6  Months. 
B = 6 Months  -  1 Year. 
C = 1  Year  -  3  Years. 
D = 3 Years Plus. 
 

• STEPS 9 through 11 – Type the appropriate code from the list above, and Press 
<Enter>. 

 
• STEP 12 – In the field next to “Advertising,” Press <F2> then Press <Dn-Arrow> until the 

indicator is next to the appropriate entry.   Then Press <Enter>. 

When all entries have been completed, you will see a screen like the one below: 
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Navigating the Check Maker Field (Continued) 

DD –  Deferred Deposits – These are transactions in which the customer receives cash for 
checks which are deposited on future dates. When initiating such a transaction, you will 
encounter one of two situations: 
 
A. Processing a customer who has not yet been approved for Deferred Deposit 
transactions.  In this case, you will follow steps identical to those outlined in the previous 
section under “DA – Deferred Application.” Upon completion of those steps, a screen like 
the one below will appear, and you will automatically enter into and complete those steps 
outlined in “B” below, beginning with Step 2. 
 
B. Processing a customer who has already been approved for Deferred Deposit 
transactions. 
 
• STEP 1 – On the command line of the Check-Maker field, Type “DD.” A screen like the 

one below will appear. 

• STEP 2 – As indicated, Scan  the check. It will be entered into the computer, and you 
will be returned to the Check Maker field. 

• STEP 3 – Continue and Complete the transaction. (See Chapter 12 – Completing 
Transactions.) 
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Navigating the Check Maker Field (Continued) 

DELIVER – This function records deliveries of cash from banks, as follows: 
 
• STEP 1 – On the command line, TYPE “DELIVER’” or Press <F2>, Select “DELIVER,” and 

Press <Enter>. A screen like the one below will appear. 

• STEP 2 – Type the amount received, and Press <Enter>. The system will enter “BK” for 
“Bank” automatically. 

• STEP 3 – Type the code, or Press <F2> and select the code, and Press <Enter>. A 
screen like the one below will appear. 

• STEP 4 – Type an appropriate note, and Press <Enter>. 
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Navigating the Check Maker Field (Continued) 

DEPOSIT – This function records deposits of cash to banks, as follows: 
 
• STEP 1 – On the command line, TYPE “DEPOSIT ” or Press <F2>, Select “DEPOSIT ,” and 

Press <Enter>. A screen like the one below will appear. 

• STEP 2 – Type the amount received, and Press <Enter>. The system will enter “BK” for 
“Bank” automatically. 

• STEP 3 – Type the code, or Press <F2> and select the code, and Press <Enter>. A 
screen like the one below will appear. 

• STEP 4 – Type an appropriate note, and Press <Enter>. 
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Navigating the Check Maker Field (Continued) 

H – Customer History – When you first enter the customer ID for a new transaction 
(whether manually or by scanning) the customer history will appear. However, you may 
recall the customer history while in the Check Maker field. To do so, Type “H,” and Press 
<Enter>. To return to the Check Maker field, as indicated at the bottom of the screen, 
simply Press <PgDn> . 
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Navigating the Check Maker Field (Continued) 

I – Inventory Sales – This function allows you to transact sales for envelopes, stamps, and 
other items that your store might carry in inventory. To access the function from the 
Check Maker field, do the following: 
• STEP 1 – Type “I” and Press <Enter>. 
• STEP 2 – Type in the quantity for each item and Press <Enter> (the extended amount 

for each item will be displayed). 

After your last entry, you will be returned to the Check Maker screen to complete the 
transaction. 
 
Note that the total dollar amount of inventory sold in this transaction is displayed at the 
bottom of the screen. This amount will be added to other transaction fees.  
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Navigating the Check Maker Field (Continued) 
NO MO FEE – This function allows you to issue a money order without charging a fee. 
Notice in the two screens below that identical amounts have been ordered by the 
customer. In the higher screen, “NO MO FEE” has been typed into the Check Maker field. 
The amounts to be tendered for the $150 money order differ by the amount of the fee. 
 
From the Check Maker field, do the following:  Type “NO MO FEE” and Press <Enter>. 
Complete the transaction. 

NS – This function is used primarily to test the printer. Do the following: 

STEP 1 – Type “NS” and Press <Enter>. 
STEP 2 – Continue to Press <Enter> until the system will no longer accept the command. 
STEP 3 – Press <PgDn>. 
STEP 4 – Type “Y” to print a receipt. 
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Navigating the Check Maker Field (Continued) 

O – Other Sale – This function allows you to transact sales of services (as opposed to 
products in inventory). To execute a transaction from the Check Maker field, do the 
following: 
 
• STEP 1 – Type “O” and Press <Enter>. 
• STEP 2 – Type in the quantity by each item, and Press <Enter>. The fee amount will be 

calculated and displayed for each category of items except notary services. You must 
enter the amount for that manually. 

• STEP 3 – Repeat Step 2 for each category of items. 
 
You will be returned to the Check Maker field to complete the transaction. 

Note that the total amount of inventory sold in this transaction is displayed at the bottom 
of the screen. This amount will be added to other transaction fees.  
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Navigating the Check Maker Field (Continued) 

PAYOUT – This function records paying out of cash for approved expenses. Process the 
transaction as follows: 
 
• STEP 1 – On the command line, Type “PAYOUT,” and Press <Enter>. A screen like the 

one below will appear. 

• STEP 2 – Type the amount, and Press <Enter>. 
• STEP 3 – Press <F2>, Select the appropriate code (see screen below), and Press 

<Enter>. 
• STEP 4 – Type an appropriate note, and Press <Enter>. 

USER’S MANUAL  



CHECKPROTM MANAGER’S REFERENCE 

44 

Navigating the Check Maker Field (Continued) 

PU – Deferred Deposit Customer Pickup – This function records the transaction in which a 
customer receives cash for a deposit to be made at a later date. Important to remember in 
this situation is that the amount appearing under the “Paid” field must equal either the full 
amount of the check, or the fee. To accomplish this transaction from the Check Maker 
field, do the following: 
 
• STEP 1 – Type “PU” and Press <Enter>. 
• STEP 2 – Complete the fields and Press <Enter> after each one. 
• STEP 3 – Under the “Paid” field, type the full amount of the check or the fee. Press 

<Enter>. 
 
Complete the transaction. 
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Navigating the Check Maker Field (Continued) 

R - Returned Checks – This function allows you to see the full record of any returned 
checks for a particular customer. To access it, simply Type “R” in the Check Maker field, and 
Press <Enter>. 
 
The record will be displayed. 
 
When complete, Press <F7>, and you will be returned to the Check Maker field. 

RI - Returned Items – This function allows you to see the full record of any unpaid 
returned items for a particular customer. To access it, simply Type “RI” in the Check Maker 
field, and Press <Enter>. 
 
The record will be displayed. 
 
When complete, Press <F7>, and you will be returned to the Check Maker field. 
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Navigating the Check Maker Field (Continued) 

RR – Reprint Receipt – This function allows reprinting a transaction that took place some 
time in the past. It is not necessary that the customer remember the transaction number, 
only the date of the transaction. Follow the steps below: 
• STEP 1 – On the command line, Type “RR” and Press <Enter>. A screen like the one 

below (right) will appear. 
• STEP 2 – Type the code for the store, or Press <F2> and Select the appropriate code, 

and Press <Enter>. 
• STEP 3 – Type the transaction date. 

• STEP 4 – Type the transaction number (your screen will look like the one at bottom 
right); or Press <F2>. If you pressed <F2>, a screen like the one below (left) will appear. 
In that case, Select the appropriate transaction and Press <Enter>. 

• STEP 5 – In either case, Press <Enter>. 

That completes the process, and the printer will produce a new receipt of the old 
transaction. 
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Navigating the Check Maker Field (Continued) 

S – Services – This function enables the sale of services offered at your store. 
 
• STEP 1 – Type “S” on the command line. A screen like the one below will appear. 
• STEP 2 – If notary services are being purchased, Type the number of documents to be 

notarized and Press <Enter>.   
• STEP 3 – Type the total fee for notary services, and Press <Enter>. 
• STEPS 4 – 7 – Type the quantity of each service item being purchased, and Press 

<Enter> after each one. The total amount of fee for each item will be calculated 
automatically. 

• STEP 8 – Type the quantity of “Stop Payments” to be made and Press <Enter>. 
• STEP 9 – Type the total amount of fee charged for all “Stop Payments” in this 

transaction and Press <Enter>. 

• STEP 10 – Press <Enter> repeatedly until a screen like the one below appears. Note 
that the total amount of fee for all services sold in this transaction have been calculated 
and displayed automatically at the bottom of the screen. 

• STEP 11 – Continue and Complete the transaction. See Chapter 12 – Completing 
Transactions.) 
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Navigating the Check Maker Field (Continued) 

SI – STORE INVENTORY SALE – This function enables the sale of inventory items held on 
consignment (e.g. Auto Tags, Bus Passes, Phone Cards, and Cell Time).  
 
• STEP 1 – On the command line, Type “S”  and Press <Enter>. 
• STEP 2 – Type the inventory item being sold, or Press <F2>, and Select the appropriate 

inventory item, and Press <Enter>. 
• STEP 3 – Type the quantity to be sold and Press <Enter>. 
• STEP 4 – Continue to Press <Enter> until the field under “Type” is highlighted. Press 

<F2> and Select the appropriate entry and Press <Enter>. 
• STEP 5 –  Type the code for your store, or Press <F2>  and Select the appropriate code 

and Press <Enter>. 
• STEP 6 – Type the serial number from the inventory item and Press <Enter>. 

SIGNOFF – This function sets the window lock. 
• STEP 1 – Type “SIGNOFF” on the command line, and Press <Enter>. A screen like the 

one below will appear. 
• STEP 2 – Type your password. If you do not yet have one, speak to your manager. 
• STEP 3 – Press <Enter>. 
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Navigating the Check Maker Field (Continued) 

STOP MO – Stop Money Order – This function allows you to stop payment on a money 
order that has already been issued. To do that from the Check Maker field, do as follows: 
 
• STEP 1 – Type “STOP MO” and Press <Enter>. The screen will look as below: 
• STEP 2 – Enter the appropriate data and Press <Enter> after each one. 
 
You will be returned to the Check Maker field to complete the transaction. 
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Navigating the Check Maker Field (Continued) 

Note that the total amount of inventory sold in this transaction is displayed at the bottom 
of the screen, with the tax already added. This amount will be added to other applicable 
transaction fees.  

T – Taxable Sale Entry – This function allows the sale of an item that is not a regularly 
provided service nor is it in inventory. To accomplish it, do the following: 
 
• STEP 1 – Type “T” and Press <Enter>. 
• STEP 2 – Type in the item you are selling and Press <Enter>. 
• STEP 3 – Type in the amount you are charging and Press <Enter>. 
• STEP 4 – Repeat STEP 3 for each item until complete. 
 
You will be returned to the Check Maker field to complete the transaction 
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Navigating the Check Maker Field (Continued) 

TI – Transfer Inventory – This function allows you to transfer inventory items from another 
window to your own. To accomplish this from the Check Maker field, do the following: 
 
• STEP 1 – Type “TI” and Press <Enter>. 
• STEP 2 – Type in the quantity of the first item and Press <Enter>. 
• STEP 3 – Type in the code for the window from which the transfer is made. Press 

<Enter>. 
• STEP 4 – Repeat for each inventory item until finished. 
 
You will be returned to the Check Maker field to complete the transaction. 
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Navigating the Check Maker Field (Continued) 

TRACER – Place Tracer on Money Order – This function allows you to trace a specific 
money order to see if it has been cashed, and if so, when and where. To access the 
function, Enter “TRACER” in the Check Maker field. You screen will look like the one below. 
You might be required to enter a password. Then, Enter the money order number, or 
Press <F2> and Select the specific money order number. Follow the prompts. 

VOID MO – Void Money Order – This function allows you to void a specific money order 
issued on the same transaction day.  To access the function, Enter “VOID MO” in the 
Check Maker field. You screen will look like the one below. You might be required to enter 
a password. Then, Enter the money order number, or Press <F2> and Select the specific 
money order number. Follow the prompts. 
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Navigating the Check Maker Field (Continued) Navigating the Check Maker Field (Continued) 

VOID MOF – Void Money Order Fee – This function allows you to void the fee on a 
specific money order issued on the same transaction day.  To access the function, Enter 
“VOID MOF” in the Check Maker field. You screen will look like the one below. You might 
be required to enter a password. Then, Enter the money order number, or Press <F2> and 
Select the specific money order number. Follow the prompts. 
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Chapter 11 - Money Orders, Bill Collection, Phone, & Western Un-

The functions described in this chapter have the common factor of being conducted after 
you have completed functions in the Check Maker field. If the only transaction being 
conducted was one or several of those listed in the chapter heading above, you would 
move through the Check Maker field without making an entry or inquiry, and without 
executing a Check Maker command. 
 
By the time you take action to execute one of the above functions, you will have made all 
necessary decisions concerning earlier functions that might be included in a single 
transaction of multiple parts (e.g. one transaction involving cashing a check, purchasing 
stamps, and wiring money via Western Union). 
 
Below are the procedures for each of those types of functions. 

MONEY ORDERS (MO) 
 
To execute a money order transaction, you will already have completed all functions in 
the Check Maker screen, and the cursor will be highlighting the field under “Mny 
Ord.” (See screen below.) 
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Money Orders, Bill Collections, Phone, & Western Union (Continued) 

You may issue money orders with the payee typed in, or with the payee left blank. Both 
procedures are described below: 
 
To issue a Money Order with the Payee printed out: 
 
• STEP 1 – Type the amount of the MO AS A NEGATIVE NUMBER (e.g.. -150). (See 

screen below. Note Payee typed in at bottom of screen.) 
• STEP 2 – Press <Enter>. 

To issue a Money Order with a blank Payee: 
 
• STEP 1 – Type the amount of the MO AS A POSITIVE NUMBER (e.g.. 150).  (See screen 

below. Note there is no payee typed in at the bottom of the screen.) 
• STEP 2 – Press <Enter>. 

NOTE – In both of the above screens, the amount under “Mny Ord” appears as a positive 
number despite having entered the top one as a negative number.   
 
To move to the next type of transaction, Press <Enter>. 
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Money Orders, Bill Collections, Phone, & Western Union (Continued) 

STAMPS 
 
To transact a sale of stamps at this point, you have already made and entered all decisions 
and information through Money Orders. You may sell stamps here as a single transaction, 
or as part of a larger, multiple transaction. To execute this function, do the following: 
 
• STEP 1 – Press <Enter> until the field under “STAMPS” is highlighted. 
• STEP 2 – Type the quantity. 
• STEP 3 – Press <Enter>. 
 
The fee amount will be calculated and entered automatically (see screen below). 

BILL COLLECTIONS 
 
This function is the next one in order on the “Enter Transactions” screen.  To execute, Press 
<Enter> until the field beneath “Bill Collect” is highlighted. Now Type the amount of the 
bill and Press <Enter>. The fee will be calculated and displayed automatically (see screen 
below). 
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Money Orders, Bill Collections, Phone, & Western Union (Continued) 

PHONE 
 
This is a specialized function for collecting telephone bills. To complete a telephone bill 
transaction 
 
• STEP 1 – Press <Enter> until the field under “Phone” is highlighted.   
• STEP 2 – Type the amount of the bill, and Press <Enter>. 
• STEP 3 – Type the amount of the fee, and Press <Enter>.  (See screen below.) 

USER’S MANUAL  



CHECKPROTM MANAGER’S REFERENCE 

58 

Money Orders, Bill Collections, Phone, & Western Union (Continued) 

WESTERN UNION WIRE TRANSACTIONS 
 
This function is to record the sale of Western Union wire transmittal services. To 
accomplish such a transaction, do the following: 
 
• STEP 1 – Move the cursor until the field under “Western Union” is highlighted. 
• STEP 2 – Press <F2>. This action will call up a display of Western Union types of 

transactions. Press the <Arrowup> or <ArrowDn> key until the indicator is opposite the 
desired code. Press <Enter>.  (Alternatively, if you know the specific code you may 
Type the code and Press <Enter>. 

• STEP 3 – Type the amount and Press <Enter>. 
 
(Notice that the amount of fee is automatically added to the total amount for Western 
Union transactions, and appears as a single number. In the example below, the amount 
was $600, and the field next to “Due” shows $637, with no other fee showing. 
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Chapter 12 - Completing Transactions 

Completing transactions is the same, regardless of the nature of a specific transaction or 
set of transactions. Do the following: 
 
• STEP 1 – Complete entering all of the data for each type of transaction. 
• STEP 2 – Press <Enter> repeatedly until the field next to “Tender” is highlighted. 

Look at the field next to “Due.” 
◊ If it is positive, the customer owes you money. 
◊ If it is negative, you owe the customer money. 

• STEP 3 –  Type the amount remitted by the customer, and Press <Enter>. 
• STEP 4 –  If there is a Money Order involved in the transaction, Type the Password. 
• STEP 5 – Type “Y” for “Yes” to close the transaction and print a receipt, OR Type “N” for 

“No” to close the transaction without printing a receipt. 
 
 
 

Note that in the examples below, multiple transactions took place.   Where there were 
Money Orders, the amounts were subtotaled at the bottom of the column. Also note the 
requirement for a password for Money Orders. 
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Chapter 13 - Closing 

Closing is a reflection of opening balances plus the day‘s net transactions. If careful 
attention has been paid to the amounts of cash, checks, inventory, and payment for 
services moving through the drawer during the course of the day, then closing out of 
CheckPro is easily accomplished. 
 
Following are the steps for closing: 
 
• STEP 1 – Press <F7> twice to leave whatever transaction screen you are in. 
• STEP 2 – From the “Daily Work Menu” screen, select “Drawer Entry” and Press <Enter>. 
• STEP 3 – Count each type of coin, paper currency, and inventory item, and enter their 

number next to each category. Press <Enter> or <ArrowDn> after each entry. 
 
If you have properly accounted for each item, you will be instructed to <PgDn> to 
proceed. In that case, follow those instructions. 
 
If you have not properly accounted for items, you will receive a message similar to the one 
on the screen below. CheckPro will indicate the inventory item that is out of balance, what 
your entry was, and what it should have been. In that case, Press <Arrowup> until the field 
next to the appropriate item is highlighted, recount the items in that category, Type in the 
correct amount, and Press <Enter> or <ArrowDn> repeatedly until you are once again at 
the bottom of the screen and receive the <PgDn> message. 

Should you be unable to identify the discrepancy by a physical count, the computer will 
still allow you to close. However, a record of the discrepancy will be logged. In that case, 
you should follow your company’s internal policies to report such discrepancies. 
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Closing (Continued) 

DAILY BALANCING 
Should you find yourself out of balance, exit to Daily Work as shown in the screen below, 
and follow the steps below: 

• STEP 1 – Select “Daily Balancing,” and Press <Enter>. The following screen will appear. 

• STEP 2 – Type in correcting entries in fields next to appropriate titles, as demonstrated 
in the screen below. However, also note that the CheckPro will request a 
documentable explanation, or it will not accept the entry (see the entry request in the 
middle of the screen, and the note at the bottom of the screen). 
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Chapter 14 - Warning Messages 

There are numerous warning messages throughout CheckPro. They are designed to 
prevent a transaction associated with elevated risk based on transaction history. For 
example, in the screen below, the customer has been known to have cashed checks that 
have been returned to the extent that he is no longer allowed to cash checks with your 
company. If he attempts, following standard procedure will cause the message to appear. 

Probably the most common warning message is the one below. It appears when you 
attempt to process a check from a Check Maker not previously entered into the system. As 
indicated, it prompts for a response (Yes or No) concerning whether or not to add the 
Check Maker to the data base. In that case, seek management advice or follow established 
company policy. 
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This example indicates that the customer is late on an Auto Loan in the amount of $550, 
to the extent that the store has written off the loan. For that reason, he would probably 
not be extended additional credit, nor would his checks be cashed. 

In the next example, neither the customer nor the Check Maker have caused a problem. 
However, you are alerted that this customer has not previously cashed checks, and 
therefore, a management decision might be in order. 

Warning Messages are too numerous to put them all into a manual. However, they are 
simple messages with instructions no more difficult to follow than those illustrated above.   

Warning Messages (Continued) 

USER’S MANUAL  
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INTRODUCTION TO MANAGER’S REFERENCE 
 

This is a reference for managers. For ease of use, it is organized in the same manner as the 
software itself. Each chapter considers one of the subjects with the headings seen on the 
screen below, and each subsection correlates with the subsections of CheckPro itself.   
 
For example, the first major heading on the screen below is “Daily Work.”  Hence, that is 
the title of the first chapter in the reference. 

Select “Daily Work.” Press <Enter>, and the following screen appears. Notice the first 
heading, “Transaction Entry.”  Therefore, the first major subsection of “Chapter 1 –  Daily 
Work” will be “Transaction Entry,” and so on.   

Most of the subsections of the program also have subordinate functions, and those are 
addressed in this reference in the same relative position as they occur in the program. 
 
Many of the subordinate functions have been addressed in detail in the User’s Manual. 
Where practical, the Manager’s Reference refers to appropriate sections of the User’s 
Manual rather than duplicate those explanations. However, in some cases, there are 
expanded capabilities available to a manager that are not described in the User’s Manual; 
in those instances there is some repetition for clarity. 
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Chapter 1 - Daily Work 

Transaction Entry is covered in detail in Chapter 8 of the User's Manual. The key element 
for managers to remember is that this screen is the heart of the CheckPro system. From 
the “Enter Transactions” screen, almost any transaction may or must be accomplished. 
Every customer and Check Maker must be approved at some point before a teller may 
accept a transaction from them, and entering that data and the data required for a 
specific transaction may be accomplished from this window. 
 
Cash Count Entry is a critical part in daily operations where cash and inventory are 
accounted for at the beginning and end of each day, and then as they are transferred 
between drawers during the course of the day. When beginning-of-day activities are 
being conducted, performance of this function automatically records clock-in of the 
employee performing cash count operations. Similarly, end-of-day operations will 
automatically clock-out employees conducting closing procedures. 
 
As illustrated in the next screen, Cash Account Entry has four sub-functions. The first two 
pertain to tasks performed at individual service windows, while the latter two are for 
recording transactions involving the store vault.  

This part of the program contains all of the functional aspects needed to conduct and 
monitor work involving interaction with customers during the current day. Most of the 
functions are available to tellers, but some operations are password protected for access 
by managers only. Others are password protected for accountability purposes (such as 
Money Order processing); in these instances, each teller will have his/her own password. 

Transaction Entry  .... 66 
Cash Out Entry  .... 66 
Daily Balancing   …. 68 
Current Status Inquiry  ....  69 
Daily Cash Report  ….  72 
Check Inquiry  ….  75 
Transaction Inquiry  ….  75 
Load Money Orders  .… 76 
Send Message to HQ ....  77 
Reports  .…  78 
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• STEP 1 – Press <Enter>. A screen like the one below will appear. The cursor will 
highlight the entry to the right of “Store” on the top line. Your store (e.g.  “T1”) will 
already be entered. 

“Drawer Entry” and ‘Drawer Transfer” operations are covered in detail in Chapter 5 and  
Chapter 6 of the User’s Manual, respectively. This reference continues discussion of Cash 
Count Entry with instruction of “Vault Entry” and “Vault Transfer” operations. 
 
Vault Entry – From the “Main Menu,“ select “CheckPro.” then “Daily Work,” then “Cash 
Account Entry,” and finally “Vault Entry.”  The screen below will appear: 

• STEP 2 –  Press  <Enter>.  
• STEP 3 – Continue to press <Enter>. Your entries will be automatic unless you manually 

override them. 
• STEP 4 – Type the number of rolls of pennies, and press <Enter>. The computer will 

automatically calculate the total number of pennies and make the entry in the right 
column. 

• STEP 5 – Do the same for each type of currency. When you have completed the last 
item, the screen will display the total amount of cash in your safe, and then instruct 
you to <PgDown>. When you do, the “Daily Work” menu  will appear. Select the item 
corresponding with your next task and press <Enter>. 

Daily Work (Continued) 

Beginning of Chapter 
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Vault Transfer – From the “Main Menu,“ select “CheckPro.” then “Daily Work,” then “Cash 
Account Entry,” and finally “Vault Transfer.”  Your screen will look like the one below: 

• STEP 1 – Type the code for the vault FROM which the transfer will be made. 
• STEP 2 – Type the code for the RECEIVING vault. 
• STEP 3 – Type the code for the RECEIVING teller window. 

NEED VAULT CODES!! 

Closing (Continued) Daily Work (Continued) 

Daily Balancing – This process was described in detail in the User’s Manual in Chapter 13. 

Beginning of Chapter Beginning of Chapter 
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Daily Work (Continued) 

Current Status Inquiry – This function is for information only. It is intended to provide a 
snapshot of transactions as of the time of inquiry on the current day or over a range of 
dates.  Or, the status as of a specific date may be requested over the number of stores in a 
specific chain. 
 
Current Status (as of the current date).  
 
• STEP 1 – From the “Daily Work” menu, Select “Current Status” and Press <Enter>. The 

following screen will appear: 

• STEP 2 – Select “Current Status” and Press <Enter>. A screen like the one below will 
appear. 

• STEP 3 – Type the store code, or Press <F2> and Select the appropriate code and Press 
<Enter>. 

• STEP 4 – Press <Enter>. 
• STEP 5 – Type “D” to select the current date and Press <Enter>, or Type the desired 

date and Press <Enter>. 

• STEP 6 – After reviewing the desired information, Press <PgDown> to proceed, as 
indicated. 

Beginning of Chapter Beginning of Chapter 
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Daily Work (Continued) 

Current Status Inquiry (continued) 
 
Current Status Inquiry by Range of Dates 
• STEP 1 – From the “Daily Work” menu, Select “Current Status” and Press <Enter>. The 

following screen will appear: 

• STEP 2 – Select “Current Status Range of Dates” and Press <Enter>. A screen like the 
one below will appear. 

• STEP 3 – Type the store code, or Press <F2> and Select the appropriate code and Press 
<Enter>. 

• STEP 4 – Press <Enter>. 
• STEP 5 – Type the first date of the desired range of dates, and Press <Enter>.  
• STEP 6 – Type the last date of the desired range of dates, and Press <Enter>.  

• STEP 7 – After reviewing the desired information, Press <PgDn> to proceed, as 
indicated. 

Beginning of Chapter Beginning of Chapter 
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Daily Work (Continued) 

Current Status Inquiry (continued) 
 
Current Status Multiple Windows 
• STEP 1 – From the “Daily Work” menu, Select “Current Status” and Press <Enter>. The 

following screen will appear: 

• STEP 2 – Select “Current Status Multiple Windows” and Press <Enter>. A screen like the 
one below will appear. 

• STEP 3 – Type the store code, or Press <F2> and Select the appropriate code and Press 
<Enter>. (Note – the code must be for a multiple store chain.) 

• STEP 4 – Press <Enter>. 
• STEP 5 – Type “D” to select the current date and Press <Enter>, or type the desired 

date and Press <Enter>. 

• STEP 6 – After reviewing the desired information, Press <PgDown> to proceed, as 
indicated. 

Beginning of Chapter Beginning of Chapter 
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Daily Work (Continued) 

Daily Cash Report – This function allows managers to see where cash came from, and 
where it went.  A manager may request the information by a specific date, by range of 
dates, or by multiple windows for a specific date. 
 
Daily Cash Report (by specific dates): 
• STEP 1 – From the “Daily Cash Report” menu, Select “Daily Cash Report.” 

• STEP 2 – Press <Enter>.  A screen like the one below will appear. 

• STEP 3 – Press <PgDn> to proceed. 

Beginning of Chapter Beginning of Chapter 
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Daily Work (Continued) 

Daily Cash Report (continued) 
 
 
Daily Cash Report Range of Dates: 
• STEP 1 – From the “Daily Cash Report” menu, Select “Daily Cash Report Range of 

Dates.”  A screen like the one below will appear. 

• STEP 2 – Type the store code, and Press <Enter>. 
• STEP 3 – Type the date that begins the desired range of dates, and Press <Enter>. 
• STEP 4 – Type the date that ends the desired range of dates, and Press <Enter>. 
• STEP 5 – After you have completed viewing the screen, Press <PgDn> to continue. 

Beginning of Chapter 
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Beginning of Chapter 

Daily Work (Continued) 

Daily Cash Report (continued) 
 
 
Daily Cash Report Multiple Windows: 
• STEP 1 – From the “Daily Cash Report” menu, Select “Daily Cash Report Multiple 

Windows.”  A screen like the one below will appear. 

• STEP 2 – Type the store code, and Press <Enter>. 
• STEP 3 – Type the specific date for the desired information, and Press <Enter>. 
• STEP 4 – After you have completed viewing the screen, Press <PgDn> to continue. 
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Daily Work (Continued) 

Check Inquiry – This function allows you to see which checks were cashed on a specific 
date. From “Daily Work” Select “Check Inquiry.” Enter the desired date (the current date 
will be entered by default). Select the store ID. The information will be displayed in the 
format of the screen below. 

Transaction Inquiry – This function allows you to see which transactions took place on a 
specific date. From “Daily Work” Select “Transaction Inquiry.” Enter the desired date (the 
current date will be entered by default). Select the store ID. The information will be 
displayed in the format of the screen below. 

Beginning of Chapter 
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Daily Work (Continued) 

Load Money Orders – This function allows you to load money orders into the printer, and 
simultaneously record them into the CheckPro system so that they are fully accounted for 
as they are issued.  
 
From “Daily Work” Select “Load Money Orders.” Enter the desired date (the current date 
will be entered by default). Select the store ID and Press <Enter>. The information will be 
displayed in the format of the screen below.  

Press <Enter> after each entry. Note that the computer accepts the entries as a series of 
the digit “1” and followed by the beginning and ending digits of the series. As it accepts 
the money order bulks, it changes the first three digits as shown below. 

Beginning of Chapter 
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Type your message on Line 1 and Press <Enter>.  Type your next message on Line 2 and 
Press <Enter>, and so on until you have completed as many lines as you need. If there are 
blank lines remaining, Press <Tab> to complete the page, and Press <PgDn> to continue. 

Daily Work (Continued) 

Send Messages to Headquarters – This is a convenient means of communicating with 
headquarters without immediately leaving the CheckPro program. From the “Daily Work” 
menu, Select “Send Messages to Headquarters.” A screen like the one below will appear, 
with Line 1 automatically highlighted.  

Beginning of Chapter 
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Daily Work (Continued) 

Reports in this section pertain specifically to those functions under the menu, “Daily Work.”  
To access them from the “Daily Menu” screen, Select “Reports” and Press <Enter>.  A 
screen like the one below will appear. 

Check Deposit Tape – This function specifically records deposit transactions as they occur.  
The record is accessed by a range of dates, by window or store, and by type of deposit (e.
g. teller, ATM, etc.). 
• STEP 1 – From the “Daily Reports” screen (see above), Select “Check Deposit Tape” and 

Press <Enter>.  A screen like the one below will appear. 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the first letter for the type of deposit (i.e. “C” for Check; “E” for Electronic 

Transfer; or, “A’ for ATM). Press <Enter>. 

Check Deposit Tape ....78 
Money Order Tape  .... 80 
Bill Collection Tape  …. 81 
Bill Collection Log  ....  82 
Deferred Deposit Tape  ....  83 
Store Inventory Tape  ..  84 
Cash/Inventory Movement  ..  85 
Cash In Transit  .... 85 

Beginning of Chapter 
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Daily Work (Continued) 

Reports (continued) 
 
Check Deposit Tape (continued) 
 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type “Y” to include Payee, or Type “N” to exclude Payee.  Press <Enter>. 
• STEP 7 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen).  Press <Enter>. 
• Output will look like the screen below.  

Beginning of Chapter 
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Daily Work (Continued) 

Reports (continued) 
 
Money Order Tape – This function specifically records Money Order transactions as they 
occur. The record is accessed by a range of dates, by window or store, and by employee. 
• STEP 1 – From the “Daily Reports” screen, Select “Money Order Tape” and Press 

<Enter>.  A screen like the one below will appear. 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store. Press <Enter>. 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type the employee ID (social security) number.  Press <Enter>. 
• STEP 7 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen).  Press <Enter>. Output will look like the screen 
below.  

Beginning of Chapter 
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Reports (continued) 
 
Bill Collection Tape – This function specifically records Bill Collection transactions as they 
occur. The record is accessed by a range of dates, by window or store, and by an option 
for the ID of the company for whom the bills are collected, or all bill collection transactions. 
• STEP 1 – From the “Daily Reports” screen, Select “Bill Collection Tape” and Press 

<Enter>.  A screen like the one below will appear. 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store. Press <Enter>. 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type “the code for the  company for whom the bill collection services are 

being performed, or Press <F2>, Select the appropriate entry, and Press <Enter>. 
• STEP 7 – Press <Enter>. 
• STEP 8 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Daily Work (Continued) 

Beginning of Chapter 
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Reports (continued) 
 
Bill Collection Log – This function specifically logs Bill Collection transactions as they occur. 
The record is accessed by a range of dates, by window or store, and by the ID of the 
company for whom the bills are collected. 
• STEP 1 – From the “Daily Reports” screen, Select “Bill Collection Log” and Press <Enter>.  

A screen like the one below will appear. 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store. Press <Enter>. 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type “the code for the  company for whom the bill collection services are 

being performed, or Press <F2>, Select the appropriate entry, and Press <Enter>. 
• STEP 7 – Press <Enter>. 
• STEP 8 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Daily Work (Continued) 

Beginning of Chapter 
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Reports (continued) 
Deferred Deposit Tape – This function specifically records Deferred Deposit transactions as 
they occur. The record is accessed by a range of dates, by windows or stores, and by 
customer name or amount of transaction. 
• STEP 1 – From the “Daily Reports” screen, Select “Deferred Deposit Tape” and Press 

<Enter>.  A screen like the one below will appear. 

Daily Work (Continued) 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store, or Type “All“ for all the stores. Press <Enter>. 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type “Y” to indicate has been collected, or Type “N” to indicate has not been 

collected.  Press <Enter>. 
• STEP 7 – Type the date the check is expected to clear. Press <Enter>. 
• STEP 8 – Type the date the check will be deposited. Press <Enter>. 
• STEP 9 –  Type “Y” to post to the general ledger, or Type “N” if you will not post to the 

general ledger. Press <Enter>.  
• STEP 10 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Beginning of Chapter 
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Reports (continued) 
 
Store Inventory Tape – This function specifically records Store Inventory  transactions as 
they occur. The record is accessed by a range of dates, by window or store, and by 
customer name. 
• STEP 1 – From the “Daily Reports” screen, Select “Store Inventory Tape” and Press 

<Enter>.  A screen like the one below will appear. 

Daily Work (Continued) 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store. Press <Enter>. 
• STEP 5 – Type the first letter to designate “Window” or “Store” (i.e. “W” for Window; or, 

“S” for store). Press <Enter>. 
• STEP 6 – Type “Y” to include the names of customers, or Type “N” if you will not 

include the names of customers. Press <Enter>. 
• STEP 7 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Beginning of Chapter 
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Reports (continued) 
 
Cash/Inventory Movement – This function specifically records Cash and  Inventory  
movements as they occur. The record is accessed by a range of dates, by store, and by the 
ID of the company for whom the bills are collected. 
• STEP 1 – From the “Daily Reports” screen, Select “Cash/Inventory Movement” and Press 

<Enter>.  A screen like the one below will appear. 

Daily Work (Continued) 

• STEP 2 – Type the beginning of the range of desired dates. Press <Enter>. 
• STEP 3 – Type the last date of the range of desired dates. Press <Enter>. 
• STEP 4 – Type the code for the store. Press <Enter>. 
• STEP 5 – Type “Y” for yes if you want to see the denomination detail, or Type “N” for no 

if you do not want to see that detail. Press <Enter>. 
• STEPS 6 through  13 – Type “Y” for yes for each of the categories you want to see, or 

Type “N” for no for each of the categories that you do not want to see. Press <Enter> 
after each item. 

• STEP 14 – Select the type of output device by typing the first letter of the device (i.e. “P” 
for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Beginning of Chapter 
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Reports (continued) 
 
 
Cash In Transit – This function specifically records Cash movements as they occur. The 
record is accessed by store, and may include denomination detail. 
 
• STEP 1 – From the “Daily Reports” screen, Select “Cash In Transit” and Press <Enter>.  A 

screen like the one below will appear. 

Daily Work (Continued) 

• STEP 2-– Type the code for the store. Press <Enter>. 
• STEP 3 – Type “Y” for yes if you want to see the denomination detail, or Type “N” for no 

if you do not want to see that detail. Press <Enter>. 
• STEP 4 – Select the type of output device by typing the first letter of the device (i.e. “P” 

for Printer; “F” for File; or, “S” for Screen). Press <Enter>. Output will look like the screen 
below.  

Beginning of Chapter 
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Chapter 2 - Auto Titles 

File Maintenance – This subsection is accessed by Selecting “File Maintenance” from the 
“Auto Titles” menu. It contains those functions required to initiate, maintain, and edit files 
of auto title transactions by the categories listed in the screen below: 

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required to maintain full accounting of auto title transactions. It is accessed by Selecting 
“Auto Titles” from the “Check Cashing” menu. 

File Maintenance ....87 
Loan Reports .... 95 
Reports ....  108 
Documents ….  117 
Periodic Processing ....  118 
Collection Calls ....  126 

Loans .... 88 
Vehicles .... 89 
Transactions ....  91 
Expenses ……...........…..  93 
Make/Model/Style/Vendor .… 94 
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File Maintenance (continued) 
 
Loans – From the File Maintenance screen, Select “Loans” and Press <Enter>.  A screen like 
the one below will appear.  For all entries for this section, refer to this illustration. 

Auto Titles (Continued) 

• STEP 1 – Type the customer’s social security number or Press <F2>, Select the 
appropriate customer and Press <Enter>.  

 
(Note – If this is a new customer, you will see a message indicating 
that the customer is not on file. You must add the customer as 
indicated in the User’s Manual, in Chapter 7. Press <F6> to take you to 
that screen. When you have completed your entries, Press <F7> to 
return to this screen.) 

 
• STEP 2 – Press <Enter> (complete this step after each successive data entry). 
• STEP 3 – If this is a new loan, Type in the Vehicle Identification Number (VIN) of the 

vehicle (consult company policies and procedures for instruction on verification). If this 
is an existing loan, check the documentation and make required corrections, or Press 
<F2> and make an appropriate selection. Press <Enter>.  

• STEP 4 – Enter the code for your store, or Press <F2> and Press <Enter>. 
• STEP 5 – Enter the original and the current loan amount. 
• STEP 6 – Enter the interest rate. 
• STEP 7 – Enter the term of the loan. 
• STEP 8 – Enter type of schedule (i.e. Weekly, Bi-weekly, or Monthly). 
• STEP 9 – Enter the date that the title was received (IF the title was received). 
• STEP 10 – Enter “Y” for Yes, OR “N” for No to indicate whether or not the customer 

received the proceeds of the loan. 
• STEP 11 – Enter the loan origination date, and the date of the most current loan. 
• STEP 12 – Enter the original due date of the loan, and the current due date. 
• STEP 13 – Enter other data as required by your company policy. 

Beginning of Chapter 
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Auto Titles (Continued) 

File Maintenance (continued) 
 
Vehicles – This subsection pertains to editing the files of specific vehicles, their ownership 
status, and the status of any outstanding loans against which they were used for 
collateral. From the “Auto Titles File Maintenance” menu, Select “Vehicles.” You will see a 
screen like the one below: 

Existing File – If this is an existing file, Enter the VIN, OR Press <F2> and Select the 
appropriate VIN, and Press <Enter>. 
 
New File – If this is a new file, Enter the VIN. You will see a screen like the one below. 

Note – At the bottom of the screen, you are queried about whether the 
car was manufactured before or after 1980. For those cars fabricated 
after 1980, the VIN must contain 17 figures. The program will not 
accept a VIN for a post-1980 car that does not contain the requisite 
number of figures. 

Beginning of Chapter 
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Auto Titles (Continued) 

File Maintenance (continued) 
 
Vehicles (continued)  
 
New File (continued) - Continue by completing the following steps: 
• STEP 1 – Enter the password. 
• STEP 2 – Enter the requisite information. 
 

Note – For several of the initial entries, the <F2> function is available. 
Usually, when the <F2> function is available, you also have the option 
of typing in a response. If that response is not already contained in the 
data base, you will be stepped through several screens for your entry 
to be added. However, for the field next to “Model” you must either 
type in the exact entry as contained in the data base, or use the <F2> 
function. 
 
Note – Pay particular attention to the messages at the bottom of the 
screen. When optional entries are displayed in the message box, you 
must make an entry by typing the first letter of your selection (see top 
screen below). 

• STEP 4 – Press <PageDn> to proceed. 

Beginning of Chapter 
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File Maintenance (continued) 
 
Transactions – Data presented in tabular form on screens accessed using the <F2> 
function may not be altered directly on those screens. However, occasionally, you might 
notice an error in the data. The “Transactions” screen allows editing of data associated 
with specific transactions that appear on data screens. 
 
Notice that the two screens below are exactly the same except for the field under 
“Principal”  shown for SEQ #012 (the top line of data highlighted in red). That field was 
edited using the “Transactions” screen, as discussed on the following page. 

Auto Titles (Continued) 

Beginning of Chapter 
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File Maintenance (continued) 
 
Transactions (continued) – To edit transactions, from the “Auto Title File Maintenance” 
screen, Select “Transactions” and Press <Enter>. A screen like the one below will appear. 

Auto Titles (Continued) 

• STEP 1 – For each field, Enter the appropriate data, OR Press <F2> and Select the 
appropriate entry and Press <Enter>. 

• STEP 2 – Press <PgDn> to continue. 

Beginning of Chapter 
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Auto Titles (Continued) 

File Maintenance (continued) 
 
Expenses – This function allows editing expense data associated with administering a 
specific loan. To access it, from the “Auto Title Maintenance Screen,” Select “Expenses” and 
Press <Enter>. A screen will appear like the one below. 

• STEP 1 – For each field, Enter the appropriate data, OR Press <F2> and Select the 
appropriate entry and Press <Enter>. 

 
Note – For expense items, the <F2> function is not available. Correct 
figures must  be typed in. Consult local policies and procedures. 

 
• STEP 2 – Press <PgDn> to continue. 

Beginning of Chapter 



CHECKPROTM MANAGER’S REFERENCE 

94 

File Maintenance (continued)  
 
Make/Model/Style/Vendor – This function allows you to add, change, or delete 
descriptions of make, model, style, or vendor for use with other screens in the “Auto Titles” 
section of CheckPro. To access this function, from the “Auto Titles” menu, “File 
Maintenance” and then Select “Make/Model/Style/Vendor .” Your screen will look like the 
one below. 

Auto Titles (Continued) 

• STEP 1 – In the field next to “Type,” Enter the first letter of the category of type you 
wish to add, change, or delete (see above, outlined in red). 

• STEP 2 – In the field next to “Description,” do one of the following: 
∗ To add a code, Type in a description. 
∗ To select an existing description, Enter it or Press <F2>, Select the appropriate 

description and Press <Enter>. 
∗ To delete a code, Select an existing code, and Press <Delete>. 

• STEP 3 – Press <Enter>. 
• STEP 4 – Press <PgDn> to proceed. 
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Auto Titles (Continued) 

Loan Reports  

Quote …. 96 
Open Loans .... 98 
New Loans ....  99 
Due Loans ….  100 
Loan Status ....  101 
Loan Receivable Summary .  102 
Original Loan Amount  ….  103 
Pending Repo  …. 104 
Lien Status  …. 105 
Fee Analysis  …. 106 
Sale Analysis .…  107 
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Auto Titles (Continued) 

Loan Reports (continued) 
 
Quote – This report provides accurate information concerning the amount of money 
owed under differing conditions. Included in the calculations are the normal interest 
charged on any particular loan, and the interest charged when a payment is late. 
 
In the illustration below, all factors are the same except that in the first set of screens (this 
page), the payment is paid on time, while in the second (next page), the loan is late by 16 
days.  In the first set, the total due is $354.00, while in the second, it is $389.20. 
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Auto Titles (Continued) 

Loan Reports (continued) 
 
Quote (continued) 

To access this report from “Auto Title Loan Reports,” Select “Quote” and Press <Enter>. To 
complete the quote, complete the following. You will see a screen like the top one above. 
• STEP 1 – Type the customer’s social security number OR Press <F2>, Select an 

appropriate entry, and Press <Enter>.  
 
(Note – For this function, the customer must have been previously 
approved. You may not initiate a transaction with a new customer 
from this screen, and the <F6> function is not available. To transact 
with a new customer, you must first go through the procedures in 
Chapter 7 of the User’s Manual.) 
 

• STEP 2 – Type the contract number OR Press <F2>, Select an appropriate entry, and 
Press <Enter>.  

 
(Note – For this function, the loan must have been previously 
initiated. To initiate a new loan, you must first go through the 
procedures in Chapter XXX of the Manager‘s Reference.) 
 

• STEP 3 – Type the payment date and Press <Enter>. The other pieces of data for this 
screen will be automatically entered. 

• STEP 4 – Type the first letter of the output device and Press <Enter>. The output will 
look like the bottom screen above. 
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Loan Reports (continued) 
 
Open Loans – This reports shows all loans that are open as of the date you specify. To 
access this report, from the “Auto Title Loan Reports” menu, Select “Open Loans” and Press 
<Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the “as of” date you wish the report to display. 
• STEP 2 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 3 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 
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Loan Reports (continued) 
 
New Loans – This report shows all new loans initiated during a range of dates that you 
specify. To access this report, from the “Auto Title Loan Reports” menu, Select “New Loans” 
and Press <Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the code for the store you wish reported; OR Enter “All” if you wish to 

see the report for all stores in your chain; OR Press <F2>, make an appropriate selection 
and Press <Enter>. 

• STEP 4 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 

Beginning of Chapter 



CHECKPROTM MANAGER’S REFERENCE 

100 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Loan Reports (continued) 
 
Due Loans – This report shows all loans coming due during a range of dates that you 
specify. To access this report, from the “Auto Title Loan Reports” menu, Select “Due Loans” 
and Press <Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter “Y” for “Yes” or “N” for “No” for whether or not you wish to indicate that 

a loan is in default if it is more than 3 days past due. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 5 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

Auto Titles (Continued) 
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Loan Reports (continued) 
 
Loan Status – This report shows the status of loans by a range of dates that you specify 
and according to criteria shown in the message box of the screen below. To access this 
report, from the “Auto Title Loan Reports” menu, Select “Loan Status” and Press <Enter>. 
Your screen will look like the first screen below. 
• STEP 1 – Enter the first letter of the type of loan status you desire, as shown in the 

message bar of the top screen below. 
• STEP 2 – Enter the first date of the range of dates you wish to display. 
• STEP 3 – Enter the last date of the range of dates you wish to display. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 5 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 
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Loan Reports (continued) 
 
Loan Receivable Summary – This report shows either the summary or detail information of 
loans that are coming due for full repayment. To access this report, from the “Auto Title 
Loan Reports” menu, Select “Loan Receivable Summary” and Press <Enter>. Your screen 
will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 4 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 
wish to display. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 
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Loan Reports (continued) 
 
Original Loan Amount – This report is designed to show, principally, the original amount 
of loans. It also shows other detail.  To access this report, from the “Auto Title Loan 
Reports” menu, Select “Original Loan Amount” and Press <Enter>. Your screen will look like 
the first screen below. 
• STEP 1 – Enter the lowest amount for the loans you wish to display. 
• STEP 2  - Enter the highest amount for the loans you wish to display. 
• STEP 3  - Enter “Y” for “Yes” to display those loans with a $1 book value only, or “N” for 

“No” (default value) to display all loans subject to selected criteria. 
• STEP 4 – Enter the first date of the range of dates you wish to display. 
• STEP 5 – Enter the last date of the range of dates you wish to display. 
• STEP 6 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 7 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 
wish to display. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 

Beginning of Chapter 



CHECKPROTM MANAGER’S REFERENCE 

104 

Loan Reports (continued) 
 
Pending/Repo – This report shows the status of loans by a range of dates that you specify 
and according to criteria shown in the message box of the screen below. To access this 
report, from the “Auto Title Loan Reports” menu, Select “Pending/Repo” and Press <Enter>. 
Your screen will look like the first screen below. 
• STEP 1 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 2 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Auto Titles (Continued) 
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Loan Reports (continued) 
 
Lien Status – This report shows the status of loans by a range of dates that you specify and 
according to criteria shown in the message box of the screen below. To access this report, 
from the “Auto Title Loan Reports” menu, Select “Lien Status” and Press <Enter>. Your 
screen will look like the first screen below. 
• STEP 1 – Enter the first letter of the type of loan status you desire, as shown in the 

message bar of the top screen below. 
• STEP 2 – Enter the first date of the range of dates whose status you wish to display. 
• STEP 3 – Enter the last date of the range of dates whose status you wish to display. 
• STEP 4 - Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 5 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

Auto Titles (Continued) 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Loan Reports (continued) 
 
Fee Analysis – This report shows the profitability of individual loans by a range of dates 
that you specify. To access this report, from the “Auto Title Loan Reports” menu, Select 
“Fee Analysis” and Press <Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

Auto Titles (Continued) 

• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Loan Reports (continued) 
 
Sale Analysis – This report shows the profitability of individual loans by a range of dates 
that you specify. To access this report, from the “Auto Title Loan Reports” menu, Select 
“Sale Analysis” and Press <Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter “G” to show gains; “L” to show losses; or, “B” to show both. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 5 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

Auto Titles (Continued) 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Reports 

Beginning of Chapter 
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Auto Titles (Continued) 

Reports (continued) 
 
Transactions – This report shows the record of payment transactions of individual loans by 
a range of dates that you specify, and store and summary or detail. To access this report, 
from the “Auto Title Reports” menu, Select “Transactions” and Press <Enter>. Your screen 
will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 4 – Enter “D” for Date, or “S” for Store. 
• STEP 5 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 

wish to display. 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Expense – This report shows the record of payment transactions of individual loans by a 
range of dates that you specify, and store and summary or detail. To access this report, 
from the “Auto Title Reports” menu, Select “Expense” and Press <Enter>. Your screen will 
look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 

wish to display. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

Auto Titles (Continued) 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Redemption – This report shows the record of final payment to redeem individual loans 
by a range of dates that you specify, and store and summary or detail. To access this 
report, from the “Auto Title Reports” menu, Select “Redemption” and Press <Enter>. Your 
screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 

wish to display. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

Auto Titles (Continued) 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Payments – This report shows the record of final payment to redeem individual loans by a 
range of dates that you specify, and store and summary or detail. To access this report, 
from the “Auto Title Reports” menu, Select “Payments” and Press <Enter>. Your screen will 
look like the first screen below. 
• STEP 1 – Type the customer’s social security number OR Press <F2>, Select an 

appropriate entry, and Press <Enter>.  
 

(Note – For this function, the customer must have been previously 
approved. You may not initiate a transaction with a new customer 
from this screen, and the <F6> function is not available. To use this 
function with a new customer, you must first go through the 
procedures in Chapter 7 of the User’s Manual.) 
 

• STEP 2 – Enter the date you wish to display. 

Auto Titles (Continued) 

• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Vehicle Sales – This report shows the record of vehicular sales by a range of dates that 
you specify, and store and summary or detail. To access this report, from the “Auto Title 
Reports” menu, Select “Vehicle Sales” and Press <Enter>. Your screen will look like the first 
screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Type “Y” for “Yes” if you wish to display VIN’s in the report, or “N” for “No” if 

you do not. 
• STEP 4 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 5 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

Auto Titles (Continued) 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Revenue Summary – This report shows the record of revenues generated from auto title 
transactions by the range of dates that you specify. To access this report, from the “Auto 
Title Reports” menu, Select “Revenue Summary” and Press <Enter>. Your screen will look 
like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 

Auto Titles (Continued) 

• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Amortization Schedules – This function calculates and displays the schedule of payments 
for a particular loan. To access this function, from the “Auto Title Reports” menu, Select 
“Amortization Schedules” and Press <Enter>. Your screen will look like the first screen 
below. 
• STEP 1 – Enter a description of the loan. 
• STEP 2 – Select a method for calculating interest (I.e. “S” for Straight Line; “R” for Rule of 

78’s; “B” for Balloon Payment; or, “F” for Fixed Principal). 
• STEP 3 – Enter the number of months over which to amortize the loan.  
• STEP 4 – Enter principal amount to be borrowed.  
• STEP 5 – Enter the interest rate as a decimal (e.g.  Enter 18% as .18). 
• STEP 6 – Enter the number of months over which the loan will be repaid. 
• STEP 7 – Continually Press <Enter> until the message at the bottom of the screen 

below appears. 

Auto Titles (Continued) 

• STEP 8 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (continued) 
 
Mailing Labels – This function allows you to print out mailing labels to customers whose 
loans are overdue by a number of days that you specify. To access this function, from the 
“Auto Title Reports” menu, Select “Mailing Labels” and Press <Enter>. Your screen will look 
like the first screen below. 
• STEP 1 – Enter the number that represents one day more than your allowable number 

of late days. 

Auto Titles (Continued) 

• STEP 2 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Documents – This function generates letters notifying customers that their vehicles are 
subject to repossession as a result of non-payment. From the “Auto Titles” menu, Select 
“Documents.” Your screen will look the upper one below at left. 

• STEP 1 – Enter the customer’s social security number. 
• STEP 2 – Enter the customer’s loan number. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Auto Titles (Continued) 

Periodic Processing 

Payout Report ….  119 
Deposit Report …. 120 
Loans Paid Out ....  121 
Payout In Transit ....  122 
Receipts In Transit  ....  123 
Expense Payout Report ....  124 
Import Black Book  ….  125 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Payout Report – This report shows the record of loan proceeds payouts for auto title 
transactions by the range of dates and other criteria that you specify. To access this report, 
from the “Auto Title Periodic Processing” menu, Select “Payout Report” and Press <Enter>. 
Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter “N” for “No” (default) if you do not wish to make a payout at this time, 

or “Y” for “Yes” if you do. 
• STEP 4 – Enter the numeral representing the criteria desired for sorting your data. The 

data may be sorted by the criteria listed in the screen below. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Deposit Report – This report shows the record of deposits from auto title loan transactions 
by the range of dates and other criteria that you specify. To access this report, from the 
“Auto Title Periodic Processing” menu, Select “Deposit Report” and Press <Enter>. Your 
screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 4 – Enter “D” for Date, or “S” for Store. 
• STEP 5 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 

wish to display. 

• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Loans Paid Out Report – This report shows the record of loan proceeds paid out from 
auto title loan transactions by the range of dates and other criteria that you specify. To 
access this report, from the “Auto Title Periodic Processing” menu, Select “Loans Paid Out” 
and Press <Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the first date of the range of dates you wish to display. 
• STEP 2 – Enter the last date of the range of dates you wish to display. 
• STEP 3 – Enter the numeral representing the criteria desired for sorting your data. The 

data may be sorted by the criteria listed in the screen below. 

• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Payout In Transit – This report shows the record of loan proceeds paid out from auto title 
loan transactions by the range of dates and other criteria that you specify. To access this 
report, from the “Auto Title Periodic Processing” menu, Select “Payouts In Transit” and Press 
<Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the “as of date” for which you wish the data to be displayed. 
• STEP 2 – Enter the numeral representing the criteria desired for sorting your data. The 

data may be sorted by the criteria listed in the screen below. 

• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Receipts In Transit – This report shows the record of receipts in transit from auto title loan 
transactions by the range of dates and other criteria that you specify. To access this report, 
from the “Auto Title Periodic Processing” menu, Select “Receipts In Transit” and Press 
<Enter>. Your screen will look like the first screen below. 
• STEP 1 – Enter the “as of date” for which you wish the data to be displayed. 
• STEP 2 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 

for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 3 – Enter “D” for Date, or “S” for Store. 
• STEP 4 – Enter “S” for Summary, or “D” for Detail according to the degree of detail you 

wish to display. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 

Beginning of Chapter 



CHECKPROTM MANAGER’S REFERENCE 

124 

Auto Titles (Continued) 

Periodic Processing (continued) 
 
Expense Payout Report – This report shows the record of expenses associated with 
administering auto title loan transactions by vendor. To access this report, from the “Auto 
Title Periodic Processing” menu, Select “Expense Payout Report” and Press <Enter>. Your 
screen will look like the first screen below. 
• STEP 1 – Enter the name of the vendor. 
• STEP 2 – Enter “N” for “No” (default) if you do not wish to pay an expense at this time, 

or “Y” for “Yes” if you do. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Auto Titles (Continued) 

Periodic Processing (continued) 
 
Import Black Book 
 

NEED MORE INFO TO DO THIS FUNCTION11 
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Auto Titles (Continued) 

Collection Calls 
 
This is a subsection of the CheckPro program that is extremely useful.  From this function, 
not only can reports be called up, but changes to files may be made, and correspondence 
generated. To access this function,  from the “Auto Titles” screen, Select “Collection Calls” 
and Press <Enter>. 

Collection Calls ….  127 
Follow Up Report …. 131 
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Auto Titles (Continued) 

Collection Calls (continued) 
 
Collection Calls – This function is a gateway into other CheckPro functions (much in the 
same way that the Check Maker field was in the User’s Manual). It is intended to expedite 
recording information when a collection call is made. To access the function, from the 
“Auto Title Collections Call” screen, Select “Collection Calls” and Press <Enter>. 
• STEP 1 – Enter the customer’s social security number, or Press <F2> and make an 

appropriate selection. A screen like the one below will appear.  
 
Note – If the customer ID is not recognized, or if you press <Enter> 
without making an entry in that field, you will be taken automatically 
to the “Add/Change Customer Master” screen. Proceed as indicated in 
Chapter 7 of the User’s Manual. When you have completed tasks 
there, Press >F7>, and you will be returned to this screen. 

Note – The sub-functions annotated in the message box at the 
bottom of the above screen are crucial to receiving the full benefit of 
the “Collection Calls.” They are listed in a chart on the following page, 
and discussed fully in the pages indicated. 
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Auto Titles (Continued) 

Collection Calls (continued) 
 
• STEP 2 – Press the first letter of one of the words from the table below (as shown at 

the bottom of the previous screen). The first letter of each Function Title acts as a Hot 
Key (meaning the function activates automatically when you press the Hot Key 
without pressing <Enter>). 

Function Title Hot 
Key 

Function Page # 

Enter E Enter/Edit Auto Expense 30 

Add A Add Comments to File 66 

Next N Go To Next File Not Applicable 

Cus C Add/Change Customer Master Chapter 7, UM 

Payment P Displays Payment History 66 

Expense E Enter/Edit Auto Expense 30 

Loan L Auto Title Loan Maintenance 25 

Quote Q Quote 33 

File F UNKNOWN ? 

Specify S Specify a Loan Number Not Applicable 

Rate R Modify Interest Rate Not Applicable 

Report O Select Output Device for Report 67 

1234 1,2,3 or 4 Print Letter 67 

• STEP 3 – Complete actions indicated on appropriate pages listed in the table above.  
Then Press <F7> to return to “Collection Calls.” Press <Enter>, then <PageDn> to 
proceed. 

Note – Two items with “Not Applicable” in the “Page #” column 
activate fields identified by the same name directly on the “Collection 
Calls” screen. The “Next” function takes you to the next “Collection Call” 
file. 
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Auto Titles (Continued) 

Collection Calls (continued) 
 
Add – This function pertains to the procedure described on the preceding two pages. 
Press <A>. Your screen will look like the one below. Enter as appropriate, or Press <F2>, 
Select an appropriate entry and Press <Enter>. If there is a pertinent comment, Type it into 
the Comments field. When all entries are complete, Press <PgDn> to proceed. You will be 
returned to the “Collection Calls” screen with your entries added. 

Payment – This screen is for information purposes only. There are no entries to be made. 
To access it, from the “Auto Title Collection Calls” screen, Press <P>. You screen will look like 
the one below. When you have completed reviewing the information, Press <PageDn> to 
proceed. 
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Auto Titles (Continued) 

1,2,3,4 – This function pertains to the procedure described on the preceding three pages. 
It generates a collection letter addressed to the customer.  
 
Press <1>. Your screen will look like the one below. ( For each of the other three numerals 
pressed, you will generate a different letter.) Enter “Y” for “Yes” if you wish to print the 
letter, or “N” for “No” if you do not wish to print. You will be automatically returned to the 
“Auto Title Collection Calls” screen. 

Collection Calls (continued) 
 
Report – This function allows you to select an output device to produce a report  
 
Press <O>. Your screen will look like the one below. Enter the first letter of the name of the 
output device. 
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Auto Titles (Continued) 

Collection Calls (Continued) 
 
Follow Up Report – This report shows the record of expenses associated with 
administering auto title loan transactions by vendor. To access this report, from the “Auto 
Title Collection Call ” menu, Select “Follow Up Report” and Press <Enter>. Your screen will 
look like the first screen below.  
• STEP 1 – Enter the ID number of the customer with the lowest numerically that you 

want to include in the range, OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 2 – Enter the ID number of the customer with the highest numerically that you 
want to include in the range, OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 3 – Enter the first date of the range of dates you wish to display. 
• STEP 4 – Enter the last date of the range of dates you wish to display. 
• STEP 5 – Enter the ID number of the employee with the lowest numerically that you 

want to include in the range, OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 6 – Enter the ID number of the employee with the highest numerically that you 
want to include in the range, OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 7 – Enter the store you wish reported; OR Enter “All” if you wish to see the report 
for all stores in your chain; OR Press <F2>, make an appropriate selection and Press 
<Enter>. 

• STEP 8 – Enter the numeral representing the criteria desired for sorting your data. The 
data may be sorted by the criteria listed in the screen below. 

• STEP 9 – Enter the first letter of the desired output device.  
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Chapter 3 - Deferred Deposits 

Daily Work 

This chapter provides instructions for the part of CheckPro that contains all of the 
functions required to maintain full accounting of deferred deposits transactions. It is 
accessed by Selecting “Deferred Deposits” from the “Check Cashing” menu. 

Daily Work ….  132 
File Maintenance ….  136 
Reports ....  137 

Change Status ....  133 
Deposit Checks ….  134 
Deposit Return Checks .... 135 
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Deferred Deposits (Continued) 

Daily Work (Continued) 
 
Change Status – This function allows you to change the status of a check written by a 
customer under a Deferred Deposit arrangement. To access it, from “Deferred Deposits” 
Select “Daily Work” and then “Deposit Status.” Your screen will look the one below. 
• STEP 1 – Enter the customer’s social security number, OR Press <F2> and Select the 

appropriate entry and Press <Enter>. 
• STEP 2 – Enter the customer’s check number, OR Press <F2> and Select the 

appropriate entry. Information concerning transactions dates and amounts will be 
displayed. 

• STEP 3 – In the field next to “Status” Type the first letter of the word that indicates the 
proper status (as shown at the bottom of the screen below) and Press <Enter>. 

• STEP 4 – Enter the store code. 
• STEP 5 – Enter “Y” if the customer has picked up the cash, or “N” if he/she has not. 
• STEP 6 – Press <Enter> repeatedly until the command is no longer accepted. Your 

screen will look like the one below. 
• STEP 7 – Press <PgDn> to proceed. 
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Deferred Deposits (Continued) 

Deposit Checks 
 

Can’t find open data for this one. 
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Deferred Deposits (Continued) 

Daily Work (Continued) 
 
Deposit Return Checks – This function allows you to record the redeposit of returned 
checks written by a customers under Deferred Deposit arrangements. To access it, from 
“Deferred Deposits” Select “Daily Work” and then “Deposit Return Checks.” Your screen 
will look the one below. 
• STEP 1 – Enter the contract number, OR Press <F2> and Select the appropriate entry 

and Press <Enter>. Information concerning the specific transaction will be displayed 
with the field next to “Deposit Date” displayed. 

• STEP 2 – Enter the date of redeposit.  
• STEP 3 – Enter the amount of the check to be re-deposited. 
• STEP 4 – Enter the amount of fee to be charged for the transaction. 
• STEP 5 – Enter the  date the re-deposited check is expected to clear. 
• STEP 6 – Press <PgDn> to proceed. 
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Deferred Deposits (Continued) 

File Maintenance – This function allows editing any part of a deferred deposit transaction. 
To access it, from “Deferred Deposits” Select “File Maintenance” and then “Deferred 
Deposits.” Your screen will look like the one below. 
• STEP 1 – Enter the customer’s social security number, OR Press <F2> and Select the 

appropriate entry and Press <Enter>. 
• STEP 2 – Enter the customer’s check number, OR Press <F2> and Select the 

appropriate entry. Information concerning transactions dates and amounts will be 
displayed. 

• STEP 3 – Enter changes in each field as appropriate. Notice – to complete this 
function, you will need a password. Consult your management. 

• STEP 4 – Press <PgDn> to proceed. 
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Deferred Deposits (Continued) 

Reports 
 

Check Control ….138 
Revenue Report ….  139 
Cash Flow Report ....  140 
Open Item Report ….  141 
Open Item As Of Report ….  142 
Customer Pickup Report ....  143 
NSF Report ...144 
A/R Report ….  145 
Customer Analysis ....  146 
Monthly Analysis …. 147 
Item Count ....  148 
Customer Activity ....  149 
Journal ....  150 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Check Control – This function allows you to produce a report to show the status of each 
check within the range of dates that you select. You may also display the report by 
individual store or by the entire chain of stores. To access this function, from the “Deferred 
Deposits” menu, Select “Reports” and then Select “Check Control.” Your screen will look like 
the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Revenue Report – This function allows you to produce a report to show revenues 
generated within the range of dates that you select. To access this function, from the 
“Deferred Deposits” menu, Select “Reports” and then Select “Revenue Report.” Your screen 
will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Cash Flow Report – This function allows you to produce a report to show how cash was 
generated within the range of dates that you select. To access this function, from the 
“Deferred Deposits” menu, Select “Reports” and then Select “Cash Flow Report.” Your 
screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Open Item Report – This function allows you to produce a report to show which Deferred 
Deposit transaction items remain open within the range of dates that you select. You may 
also display the report by individual store or by the entire chain of stores.  To access this 
function, from the “Deferred Deposits” menu, Select “Reports” and then Select “Open Item 
Report.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter “S” to display summary information, OR Enter “D” to display detailed 

information. 
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Open Item As Of Report – This function allows you to produce a report to show which 
Deferred Deposit transaction items remain open as of a specific date that you select. You 
may also display the report by individual store or by the entire chain of stores.  To access 
this function, from the “Deferred Deposits” menu, Select “Reports” and then Select “Open 
Item As OF Report.” Your screen will look like the one below. 

• STEP 1 – Enter the last date of the range of dates you wish displayed (i.e. the “as of” 
date). 

• STEP 2 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 
display information on all of the stores in your chain. 

• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Customer Pickup Report – This function allows you to produce a report to show which 
customers using Deferred Deposit transactions have picked up cash within a range of 
dates that you select. You may also display the report by individual store or by the entire 
chain of stores.  To access this function, from the “Deferred Deposits” menu, Select 
“Reports” and then Select “Customer Pickup Report.” Your screen will look like the one 
below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter “S” to display summary information, OR Enter “D” to display detailed 

information. 
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
NSF Report – This function allows you to produce a report to show which customers 
using Deferred Deposit transactions have written checks for which there were Not 
Sufficient Funds in the bank. The report may be produced by a range of dates that you 
specify. You may also display the report by individual store or by the entire chain of stores.  
To access this function, from the “Deferred Deposits” menu, Select “Reports” and then 
Select “NSF Report.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter “S” to display summary information, OR Enter “D” to display detailed 

information. 
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
A/R Report – This function allows you to produce a report to show Accounts Receivable 
resulting from Deferred Deposit transactions within a range of dates that you select. You 
may also display the report by individual store or by the entire chain of stores.  To access 
this function, from the “Deferred Deposits” menu, Select “Reports” and then Select “A/R 
Report.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter “S” to display summary information, OR Enter “D” to display detailed 

information. 
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Customer Analysis – This function allows you to produce a report to show all the activity 
of Deferred Deposit customer within a range of dates that you select. You may also display 
the report by individual store or by the entire chain of stores.  To access this function, from 
the “Deferred Deposits” menu, Select “Reports” and then Select “Customer Analysis.” Your 
screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Monthly Analysis – This function allows you to produce a report to show the number and 
amounts of Deferred Deposit transactions by month and year.  To access this function, 
from the “Deferred Deposits” menu, Select “Reports” and then Select “Monthly Analysis.” 
Your screen will look like the one below. 

• STEP 1 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 
display information on all of the stores in your chain. 

• STEP 2 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Item Count – This function allows you to produce a report to show the number of 
Deferred Deposit transactions by month.  To access this function, from the “Deferred 
Deposits” menu, Select “Reports” and then Select “Item Count.” Your screen will look like 
the one below. 

• STEP 1 – Enter the year you wish displayed. 
• STEP 2  - Enter the number representing the month through which you wish to 

display. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. (Notice the summary at bottom right of the report.) 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Customer Activity – This function allows you to produce a report to show all of the 
Deferred Deposit transactions by a specific customer.  To access this function, from the 
“Deferred Deposits” menu, Select “Reports” and then Select “Customer Activity.” Your 
screen will look like the one below. 

• STEP 1 – Enter the customer’s social security number, OR Press <F2> and Select the 
appropriate entry and Press <Enter>. The customer’s name will be displayed 
automatically. 

• STEP 2 – Enter the date after which you wish the report to be displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Deferred Deposits (Continued) 

Reports (Continued) 
 
Journal – This function allows you to produce a report to show all of the Deferred Deposit 
transactions in the order in which they occurred.  You may also display the report by 
individual store or by the entire chain of stores, by money loaned or deposited, and by 
summary or detail. To access this function, from the “Deferred Deposits” menu, Select 
“Reports” and then Select “Journal.” Your screen will look like the one below. 

• STEP 1 – Enter “L” to produce a report by loans, OR Enter “D” to produce a report by 
deposits. 

• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. 
• STEP 4 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 5 – Enter “S” to display summary information, OR Enter “D” to display detailed 

information. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Chapter 4 - Returned 

Daily Work 

Daily Work ….  151 
File Maintenance ….  163 
Reports ....  165 

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required to maintain full accounting of returned checks. It is accessed by Selecting 
“Returned Checks” from the “Check Cashing” menu. 

Checks ….  152 
Collection Calls …. 152 
Makers ....  162 
D&B Transfer File  ....  162 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Checks – This function allows you to edit the history of individual check transactions to 
reflect up-to-date information on both the payee of the check as well as the Check Maker 
and his/her bank.  To access this function, from the “Returned Checks” menu, Select “Daily 
Work” and then Select “Checks.” Your screen will look like the one below. 
• STEP 1 – Enter the customer’s social security number, OR Press <F2> and Select the 

appropriate entry and Press <Enter>. The customer’s name will be displayed 
automatically. 

• STEP 2 – Enter the status of the check from the choices at the bottom of the screen. 
 
NOTE – On this screen, there are three separate places for indicating status. The first is for 
status of the check; the second for status of the customer; and the third for status of the 
Check Maker. All three are illustrated in this section. 
 
• STEP 3 – Enter the transaction number, OR Press <F2> and Select the appropriate 

entry and Press <Enter>.  Current information on the check will be displayed. 

Beginning of Chapter 

• STEP 4 – Enter changes as appropriate. When you reach the field next to “Check 
Type,” Press <F2> and Select the appropriate entry and Press <Enter>. 

• STEP 5 – Enter the code for the store, OR Press <F2> and Select the appropriate entry 
and Press <Enter>. 

• STEP 6 – Enter an appropriate note. 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Checks (Continued)  
• STEP 7 – Enter further changes as appropriate. When you reach the field next to 

“Status,” Enter the status of the check from the choices at the bottom of the screen, as 
outlined below in red: 

• STEP 8 – Enter the appropriate password. 
• STEP 8 – Enter appropriate notes. 
• STEP 9 – Enter the number of returned checks. 
• STEP 10 – Enter the amount on returned checks. 
• STEP 11 – Edit the Maker field, and Enter any changes. 
• STEP 12 – Enter further changes as appropriate. When you reach the field next to 

“Status,” Enter the status of the check from the choices at the bottom of the screen, as 
outlined below in red: 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Checks (Continued) 
 
• STEP 13 – If you change the Maker Status, your screen will look like the one below.  If 

that is the case, Enter the appropriate password. If not, proceed to the next step. 

• STEP 15 - Enter the address of the bank and the city. 
• STEP 16 – Enter the routing number, OR Press <F2> and Select the appropriate entry 

and Press <Enter>. The check number and the name of the bank will be automatically 
entered. 

• STEP 17 – Press <PgDn> to proceed. 

• STEP 14 – Enter changes and notes as appropriate. If bank information on the Check 
Maker has not been entered, you will see a screen like the one below: 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Collection Calls – This function is a gateway into other CheckPro functions (much in the 
same way that the Check Maker field was in the User’s Manual). It allows you to maintain 
and follow a tracking system for contacting customers and Check Makers pertaining to 
collections. It also allows you to print pre-formulated letters to offending parties. To access 
this function, from the “Returned Checks” menu, Select “Daily Work” and then Select 
“Collection Calls.” Your screen will look like the one below. 
• STEP 1 – Enter the customer’s social security number, or Press <F2> and make an 

appropriate selection. A screen like the one below will appear.  
 
Note – If the customer ID is not recognized, or if you press <Enter> 
without making an entry in that field, you will be taken automatically 
to the “Add/Change Customer Master” screen. Proceed as indicated in 
Chapter 7 of the User’s Manual. When you have completed tasks 
there, Press >F7>, and you will be returned to this screen. 

Note – The sub-functions annotated in the message box at the 
bottom of the above screen are crucial to receiving the full benefit of 
the “Collection Calls.” They are listed in a chart on the following page, 
and discussed fully in the pages indicated. 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Collection Calls –  
• STEP 2 – Press the first letter of one of the words from the table below (as shown at 

the bottom of the previous screen). The first letter of each Function Title acts as a Hot 
Key (meaning the function activates automatically when you press the Hot Key 
without pressing <Enter>). 

Function Title Hot 
Key 

Function Page # 

Enter E Enter/Edit Not Applicable 

Add A Add Comments to File 157 

Next N Go To Next File Not Applicable 

Cus C Add/Change Customer Master Chapter 7, UM 

Payment P Displays Payment History 157 

Checks H Enter/Edit Check History 158 

Other O Displays Other Returned Checks 158 

Maker M Add/Change Check Maker 159 

Report R Print Report 159 

Loc L Sets Location Check Cashed 160 

Letter T Print a Collection Letter 160 

View V Displays Customer History 161 

• STEP 3 – Complete actions indicated on appropriate pages listed in the table above.  
Then Press <F7> to return to “Collection Calls.” Press <Enter>, then <PageDn> to 
proceed. 
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Daily Work (Continued) 
 
Collection Calls (Continued)  
Add – This function pertains to the procedure described on the preceding two pages. 
Press <A>. Your screen will look like the one below. Enter as appropriate, or Press <F2>, 
Select an appropriate entry and Press <Enter>. If there is a pertinent comment, Type it into 
the Comments field. When all entries are complete, Press <PgDn> to proceed. You will be 
returned to the “Collection Calls” screen with your entries added. 

Payment – This screen is for information purposes only. There are no entries to be made. 
To access it, from the “Return Checks Collection Calls” screen, Press <P>. You screen will 
look like the one below. When you have completed reviewing the information, Press 
<PageDn> to proceed. 

Returned Checks (Continued) 
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Daily Work (Continued) 
 
Collection Calls (Continued)  
 
Checks –  This screen is for information purposes only. There are no entries to be made. To 
access it, from the “Return Checks Collection Calls” screen, Press <H>. Your screen will look 
like the one below. Enter <1> or <2>. Either entry will take you to the “Edit Check History” 
screen, as described on page 152. Follow the procedures described there, as appropriate. 

Returned Checks (Continued) 

Other –  This screen is for information purposes only. There are no entries to be made. To 
access it, from the “Return Checks Collection Calls” screen, Press <O>. Your screen will look 
like the one below. It is for informational purposes only. There are no entries to be made. 
Enter <1> or <2>. Either entry will take you to the “Edit Check History” screen, as described 
on page 152. Follow the procedures described there, as appropriate. 
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Daily Work (Continued) 
 
Collection Calls (Continued)  
 
Maker –  This screen allows you to add a Check Maker file, or make changes to an existing 
Check Maker file. To access it , from the “Return Checks Collection Calls” screen, Press <M>. 
Your screen will look like the one below.  Enter data as appropriate. Note that if you 
attempt to change the field next to “Status” that you will be required to Enter a password. 
When you have completed all entries, Press <PgDn> to proceed, OR Press <F7> to return 
to the “Collection Calls” screen. 

Returned Checks (Continued) 

Report –  This screen is to allow you to print out a report about the returned checks from 
a specific customer.  Press <R>. Your screen will look like the one below. Enter the first 
letter of the desired output device. 

Beginning of Chapter 
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Daily Work (Continued) 
 
Collection Calls (Continued) 
 
Loc – This screen allows you to record the location where a bad check was cashed. To 
access it , from the “Return Checks Collection Calls” screen, Press <L>. Your screen will look 
like the one below.  Enter data as appropriate.  

Returned Checks (Continued) 

• Letter –  This screen allows you to generate a letter to either a customer or Check 
Maker regarding a returned check.. To access it , from the “Return Checks Collection 
Calls” screen, Press <L>. Your screen will look like the one below. Enter the number 
next to the type of letter you wish to print. Enter the sequence number. Enter the first 
letter of the desired output device. 

Beginning of Chapter 
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Daily Work (Continued) 
 
Collection Calls (Continued)  
 
View –This screen allows you to view the check cashing history of a customer. To access 
it , from the “Return Checks Collection Calls” screen, Press < V>. Your screen will look like 
the one below.  Enter <1> or <2>. Either will take you to the “Edit Check History” screen as 
described on page 152. Follow procedures described there, as appropriate. OR, Press 
<Enter> to return to the “Collection Calls” menu. 

Returned Checks (Continued) 

Beginning of Chapter 
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Returned Checks (Continued) 

Daily Work (Continued) 
 
Makers – This screen allows you to view a  Check Maker file. There are no entries to be 
made. To access this function, from the “Returned Checks” menu, Select “Daily Work” and 
then Select “Makers.” Your screen will look like the one below. 

D & B Transfer 
 
 

Data not Accessible. 

Beginning of Chapter 
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Returned Checks (Continued) 

File Maintenance  

Codes – This function allows you to add, change, or delete codes for use with other 
screens in the “Returned Checks” section of CheckPro. To access this function, from the 
“Returned Checks” menu, “File Maintenance” and then Select “Codes.” Your screen will 
look like the one below. 

Codes ….  163 
Comments ….  164 

• STEP 1 – In the field next to “Type,” Enter the first letter of the category of code you 
wish to add, change, or delete (see above, outlined in red). 

• STEP 2 – In the field next to “Description,” do one of the following: 
∗ To add a code, Type in a description. 
∗ To select an existing code, Enter the code or Press <F2>, Select the appropriate 

code and Press <Enter>. 
∗ To delete a code, Select an existing code, and Press <Delete>. 

• STEP 3 – Press <Enter>. 
• STEP 4 – Press <PgDn> to proceed. 

Beginning of Chapter 
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Returned Checks (Continued) 

File Maintenance (Continued) 
 
Comments – This function allows you to add, change, or delete codes for use with other 
screens in the “Returned Checks” section of CheckPro. To access this function, from the 
“Returned Checks” menu, “File Maintenance” and then Select “Comments.” Your screen 
will look like the one below. 

• STEP 1 – In the field next to “Description,” do one of the following: 
∗ To add a comment, Type in the comment. 
∗ To select an existing comment, Enter the comment or Press <F2>, Select the 

appropriate comment and Press <Enter>. 
∗ To delete a code, Select an existing code, and Press <Delete>. 

• STEP 2 – Press <Enter>. 
• STEP 3 – Press <PgDn> to proceed. 
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Returned Checks (Continued) 

Reports 

Check Control ….  166 
Fees ….  167 
Amount by Type ....  168 
Store Write Offs ….  169 
Payments ….  170 
Payments (Landscape) ....  172 
Payments at Corporate ….  173 
Agency Collections ….  174 
Item Detail ....  175 
Item Detail (Landscape) ….  176 
Bank Report (Landscape ….  177 
Item Detail By Bank ….  178 
Follow Up ....  179 
Follow Up Summary ....  180 
Missing Follow Ups ....  181 
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Reports (Continued) 
 
Check Control – This function allows you to produce a report to show the status of each 
check within the range of dates that you select. You may also display the report by 
individual store or by the entire chain of stores. To access this function, from the “Returned 
Checks” menu, Select “Reports” and then Select “Check Control.” Your screen will look like 
the one below. 

Returned Checks (Continued) 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Fees – This function allows you to produce a report to show the status of each check 
within the range of dates that you select. You may also display the report by individual 
stores or by the entire chain of stores. To access this function, from the “Returned Checks” 
menu, Select “Reports” and then Select “Fees.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter “C” to display checks, OR “D” to display Deferred Deposits.  
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Amount By Type – This function allows you to produce a report to show the amount on 
each check by customer and by type of check within the range of dates that you select. 
You may also display the report by individual store or by the entire chain of stores. To 
access this function, from the “Returned Checks” menu, Select “Reports” and then Select 
“Amount By Type.” Your screen will look like the one below 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Store Write Offs – This function allows you to produce a report to show the checks being 
written off for tax purposes within the range of dates that you select. You may also display 
the report by individual store or by the entire chain of stores. To access this function, from 
the “Returned Checks” menu, Select “Reports” and then Select “Store Write Offs.” Your 
screen will look like the one below. 

• STEP 1 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 
display information on all of the stores in your chain. 

• STEP 2 – Enter “S” to display checks by store, OR “A” to display an alphabetical listing.  
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
Payments –  This function allows you to produce a report to show the status of collections 
for returned checks within the range of dates that you select. You may also display the 
report by individual store or by the entire chain of stores, as well as by the in-house 
collector or agency collector. To access this function, from the “Returned Checks” menu, 
Select “Reports” and then Select “Payments.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – If Applicable, Enter the ID of the corporate collector. If not, Press <Enter>. 
• STEP 5 – If Applicable, Enter the ID of the agency collector. Otherwise, Press <Enter>. 
• STEP 6 – Enter “S” to display summary, OR Enter “D” to display detailed information. 

Beginning of Chapter 
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Reports (Continued) 
 
Payments (Continued 

• STEP 7 – Enter “Y” for “Yes” OR “N” for No” to indicate whether or not to include 
payments made at an agency. 

• STEP 8 – Enter “P” for “Payment” OR “O” for Original to indicate to show the report by 
the collection agency or the store where the check was cashed. 

• STEP 9 – Enter the first letter of the output device. Your report will look like the screen 
below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Payments (Landscape) - This function allows you to produce a report to show the status of 
collections for returned checks within the range of dates that you select. You may also 
display the report by individual store or by the entire chain of stores, as well as by the in-
house collector or agency collector. To access this function, from the “Returned Checks” 
menu, Select “Reports” and then Select “Payments Landscape.” Your screen will look like 
the one below. Essentially, this is the same report as on the previous two pages, but with 
the capability to be printed in “Landscape” format for easier reading. Follow the same 
procedures as for “Payments” on page 170. 

• When you have completed the steps on pages 170 and 171, Enter the first letter of 
the output device. Your report will look like the screen below. 

Beginning of Chapter 



CHECKPROTM MANAGER’S REFERENCE 

173 

Returned Checks (Continued) 

Reports (Continued) 
Payments At Corporate – This function allows you to produce a report to show the status 
of collections for returned checks paid at corporate within the range of dates that you 
select. You may also display the report by individual store or by the entire chain of stores, 
as well as by the in-house collector or agency collector. To access this function, from the 
“Returned Checks” menu, Select “Reports” and then Select “Payments At Corporate.” Your 
screen will look like the one below.  Notice that the report must be printed in landscape 
format.  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – If Applicable, Enter the ID of the corporate collector. If not, Press <Enter>. 
• STEP 5 – If Applicable, Enter the ID of the agency collector. Otherwise, Press <Enter>. 
• STEP 6 – Enter “S” to display summary, OR Enter “D” to display detailed information. 
• STEP 7 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Agency Collections – This function allows you to produce a report to show the status of 
collections for returned checks collected by agencies within the range of dates that you 
select. You may also display the report by individual store or by the entire chain of stores, 
as well as by the in-house collector or agency collector. To access this function, from the 
“Returned Checks” menu, Select “Reports” and then Select “Agency Collections.”  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the ID of the agency collector. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
Item Detail – This function allows you to produce a report to show the status of collections 
for returned checks collected by item within the range of dates that you select. You may 
also display the report by individual store or by the entire chain of stores, as well as by the 
in-house collector or agency collector. To access this function, from the “Returned Checks” 
menu, Select “Reports” and then Select “Item Detail.”  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – If Applicable, Enter the ID of the corporate collector. If not, Press <Enter>. 
• STEP 5 – If Applicable, Enter the ID of the agency collector. Otherwise, Press <Enter>. 
• STEP 6 – If Applicable, Enter the ID of the teller collector. Otherwise, Press <Enter>. 
• STEP 7 – Enter “S” to display summary, OR Enter “D” to display detailed information. 
• STEP 8 – Enter “Y” for “Yes” OR “N” for “No” to indicate a page break between stores. 
• STEP 9 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Item Detail (Landscape) - This function allows you to produce a report to show the status 
of collections for returned checks collected by item within the range of dates that you 
select. You may also display the report by individual store or by the entire chain of stores, 
as well as by the in-house collector or agency collector. To access this function, from the 
“Returned Checks” menu, Select “Reports” and then Select “Item Detail (Landscape).” Your 
screen will look like the one below. Essentially, this is the same report as on the previous 
two pages, but with the capability to be printed in “Landscape” format for easier reading. 
Follow the same procedures as for “Item Detail” on page 175. 

• When you have completed the steps on pages 174 and 175, Enter the first letter of 
the output device. Your report will look like the screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Bank Report (Landscape) - This function allows you to produce a report to show the banks 
on which returned checks are written within the range of dates that you select. You may 
also display the report by individual store or by the entire chain of stores, as well as by the 
in-house collector or agency collector. To access this function, from the “Returned Checks” 
menu, Select “Reports” and then Select “Bank Report (Landscape).” Your screen will look 
like the one below. Notice that the report must be printed in landscape format.  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
Item Detail By Bank – This function allows you to produce a report to show the banks on 
which returned checks are written within the range of dates that you select. You may also 
display the report by individual store or by the entire chain of stores, as well as by the in-
house collector or agency collector. To access this function, from the “Returned Checks” 
menu, Select “Reports” and then Select “Item Detail By Bank.” Your screen will look like the 
one below.  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the status code, OR Press <F2> and Select the appropriate entry and 

Press <Enter>.  
• STEP 4 – Enter the reason code, OR Press <F2> and Select the appropriate entry and 

Press <Enter>.  
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Follow Up –  This function allows you to produce a report to show follow up work 
required on returned checks. You may display the report by range of customer ID’s, by 
range of dates, or by range of operators. To access this function, from the “Returned 
Checks” menu, Select “Reports” and then Select “Follow Up.” Your screen will look like the 
one below.  

• STEP 1 – Enter the first customer ID number of the range of ID’s you wish displayed. 
• STEP 2 – Enter the last customer ID number of the range of ID’s you wish displayed. 
• STEP 3 – Enter the first date of the range of dates you wish displayed. 
• STEP 4 – Enter the last date of the range of dates you wish displayed. 
• STEP 5 – Enter the first operator ID number of the range of ID’s you wish displayed. 
• STEP 6 – Enter the last operator ID number of the range of ID’s you wish displayed. 
• STEP 7 – Enter “1” to print by Contact ID; OR, Enter “2” to print by Follow Up Date 

(default); OR, Enter 3” to print by Operator ID. 
• STEP 8 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Follow Up Summary – This function allows you to produce a summary report to show 
follow up activity that has taken place (on returned checks) within the range of dates that 
you select. To access this function, from the “Returned Checks” menu, Select “Reports” and 
then Select “Follow Up Summary.” Your screen will look like the one below.  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Returned Checks (Continued) 

Reports (Continued) 
 
Missing Follow Ups –  This function allows you to produce a summary report to show 
follow up activity that has taken place (on returned checks) within the range of dates that 
you select. To access this function, from the “Returned Checks” menu, Select “Reports” and 
then Select “Missing Follow Ups.” Your screen will look like the one below.  

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Chapter 5 - Reports 

General 

General ....184 
Checks ....  204 
Money Orders  ....  213 
Report Writer .… 219 

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required to maintain full accounting reports. It is accessed by Selecting “Reports” from the 
“Check Cashing” menu. 

Transaction ....185 
Revenue ....  186 
Bank Activity ....  187 
Bank Activity By Window ....188 
Net Cashed Used ….189 
Teller Activity ....  190 
Deposits ....  191 
Item .… 192 
Taxable Sales ....193 
Store Inventory ....  194 
Store Inventory Transactions 195 
Employee Time Ticket .… 196 
Payout Report ....197 
Deletion Log  ....  198 
  
 
 
Mailing Labels, Dot Matrix ....199 
Mailing Labels, Laser ....  200 
Customers By Zip Code ....  201 
Customers By Source Code ..202 
Customer Frequency ....203  
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Reports (Continued) 

General (Continued) 
 
Transaction – This function allows you to produce a report to show transactions as of a 
date that you select. To access this function, from the “Reports” menu, Select “General” 
and then Select “Transactions.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the date for which you wish the report to be displayed. 
• STEP 4 – Enter the first hour for which you wish the report to be calculated. 
• STEP 3 – Enter the last hour for which you wish the report to be calculated. 
• STEP 4 – Enter “S” to display summary, OR Enter “D” to display detailed information. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Continued) 
 
Revenue – This function allows you to produce a report to show revenues from all 
sources within the range of dates that you select. To access this function, from the 
“Reports” menu, Select “General” and then Select “Revenue.” Your screen will look like the 
one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Continued) 
 
Bank Activity – This function allows you to produce a report to show all bank activities 
within the range of dates that you select. To access this function, from the “Reports” menu, 
Select “General” and then Select “Bank Activity.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Continued) 
 
Bank Activity By Window – This function allows you to produce a report to show all bank 
activities by window within the range of dates that you select. To access this function, 
from the “Reports” menu, Select “General” and then Select “Bank Activity By Window.” 
Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Continued) 
 
Net Cashed Used – This function allows you to produce a report to show cash traffic 
through the store and the net amount used within a range of dates that you specify. To 
access this function, from the “Reports” menu, Select “General” and then Select “Net 
Cashed Used.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Continued) 
 
Teller Activity – This function allows you to produce a report to show specific teller activity 
within a range of dates that you specify. To access this function, from the “Reports” menu, 
Select “General” and then Select “Teller Activity.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the teller ID number you wish displayed. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Continued) 
 
Deposits – This function allows you to produce a report to show deposits made within a 
range of dates that you specify. To access this function, from the “Reports” menu, Select 
“General” and then Select “Deposits.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Continued) 
 
Item – This function allows you to produce a report to show numbers of items sold by 
category within a range of dates that you specify. To access this function, from the 
“Reports” menu, Select “General” and then Select “Item.” Your screen will look like the one 
below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display summary, OR Enter “D” to display detailed information, OR 

Enter “A” to display all of the information. 
• STEP 4 – If appropriate (i.e. you chose to display detail), Enter the code for the store 

you wish displayed, OR Enter “A” if you wish to display information on all of the stores 
in your chain. 

• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 



CHECKPROTM MANAGER’S REFERENCE 

193 

Reports (Continued) 

General (Continued) 
 
Taxable Sales – This function allows you to produce a report to show the amount of 
taxable sales generated within a range of dates that you specify. To access this function, 
from the “Reports” menu, Select “General” and then Select “Taxable Sales.” Your screen will 
look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 



CHECKPROTM MANAGER’S REFERENCE 

194 

Reports (Continued) 

General (Continued) 
 
Store Inventory 

Beginning of Chapter 
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Reports (Continued) 

General (Continued) 
 
Store Inventory Transactions 

Beginning of Chapter 
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Reports (Continued) 

General (Continued) 
 
Employee Time Tickets – This function allows you to produce a report to show the 
number of hours worked by specific employees within a range of dates that you specify. 
To access this function, from the “Reports” menu, Select “General” and then “Employee 
Time Tickets.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the lowest ID number of the employees whom you wish to review. 

STEP 4 – Enter the highest ID number of the employees whom you wish to review.  
• STEP 5 – Enter “Y” if you wish to post to Payroll, OR Enter “N” if you do not wish to post 

to payroll. 
• STEP 5 – Enter the number of hours after which you will pay overtime rates. 
• STEP 6 – Enter “Y” if you want only a summary report, OR Enter “N” if you desire a 

more detailed report. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 



CHECKPROTM MANAGER’S REFERENCE 

197 

Reports (Continued) 

General (Continued) 
 
Payout Report – This function allows you to produce a report to show the amount of cash 
paid out of a specific store or all stores in your chain within a range of dates that you 
specify. To access this function, from the “Reports” menu, Select “General” and then 
”Payout Report.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter an appropriate Payout Type, OR Press <F2> and Select an appropriate 

entry.  
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Continued) 
 
Deletion Log – This function allows you to produce a report to show the transactions that 
have been deleted within a range of dates that you specify. To access this function, from 
the “Reports” menu, Select “General” and then ”Deletion Log.” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the ID number of the customer whom you wish to review.  
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Continued) 
 
Mailing Labels, Dot Matrix – This function allows you to print address labels using a dot 
matrix printer. You may sort by range of dates, zip codes, and store and customer ID. To 
access this function, from the “Reports” menu, Select “General,” then ”More,” and finally, 
“Mailing Labels, Dot Matrix.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the lowest zip code number you wish to review.  
• STEP 4 – Enter the highest zip code number you wish to review.  
• STEP 5 – Enter the highest (alphabetically) code of the stores you wish to review. 
• STEP 6 – Enter the lowest (alphabetically) code of the stores you wish to review. 
• STEP 7 – Enter “1” to print by Customer ID, OR Enter “2” to print by zip code. 
• STEP 8 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 

COULD NOT PRINT THIS OUT!! 
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Reports (Continued) 

General (Continued) 
 
Mailing Labels, Laser – This function allows you to print address labels using a laser printer. 
To access this function, from the “Reports” menu, Select “General,” then ”More,” and finally, 
“Mailing Labels, Laser.” Your screen will look like the one at below left. Note that the 
printer must be set to 60 lines per page. 

Beginning of Chapter 

• STEP 1 – Enter code for customer status shown at the bottom of your screen (see the 
codes outline in red in the screen at above left). 

• STEP 2 – Enter the first letter of the desired output device. Your report will look like the 
screen below. 
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Reports (Continued) 

General (Con(inued) 
 
Customer by Zip Code – This function allows you to produce a report showing visits by 
customers by zip code as of a specific date. To access this function, from the “Reports” 
menu, Select “General,” then ”More,” and finally, “Customer by Zip Code.” Your screen will 
look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the “as of” date for  the range of dates you wish displayed. 
• STEP 2 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 3 – Enter the lowest zip code number you wish to review.  
• STEP 4 – Enter the highest zip code number you wish to review.  
• STEP 5 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Con(inued) 
 
Customers by Source Code – This function allows you to produce a report showing 
which means of advertising is drawing customers. To access this function, from the 
“Reports” menu, Select “General,” then ”More,” and finally, “Customers by Source Code.” 
Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the date after which  you wish the range of dates displayed. 
• STEP 2 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

General (Continued) 
 
Customer Frequency – This function allows you to produce a report showing which 
means of advertising is drawing customers. To access this function, from the “Reports” 
menu, Select “General,” then ”More,” and finally, “Customer Frequency.” Your screen will 
look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks 

Beginning of Chapter 

Check History By Customer ....205 
Check History By Maker ....  206 
Check History By Business  .... 207 
Check Activity ….  208 
Check Type Analysis .... 209 
No Fee & In Clearing ....  210 
Suspicious Activity ....  211 
Find Check Amount …. 212 
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Reports (Continued) 

Checks (Continued) 
 
Check History By  Customer – This function allows you to produce a report showing the 
check cashing history of an individual customer that you specify within a range of dates 
that you specify. To access this function, from the “Reports” menu, Select “Checks,” and 
then “Check History By Customer.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the ID number of the customer whom you wish to review.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
Check History By Maker – This function allows you to produce a report showing the 
history of a Check Maker that you specify within a range of dates that you specify. To 
access this function, from the “Reports” menu, Select “Checks,” and then “Check History By 
Maker.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the name of the Check Maker, OR Press <F2> and Select an appropriate 
entry. 

• STEP 2 – Enter the date after which  you wish the range of dates displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
Check History By Business – This function allows you to produce a report showing the 
check cashing history of a business customer that you specify within a range of dates that 
you specify. To access this function, from the “Reports” menu, Select “Checks,” and then 
“Check History By Business.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the name of the Check Maker, OR Press <F2> and Select an appropriate 
entry. 

• STEP 2 – Enter the date after which  you wish the range of dates displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
Check Activity – This function allows you to produce a report showing the check cashing 
activity at your store(s) within a range of dates that you specify. To access this function, 
from the “Reports” menu, Select “Checks,” and then “Check Activity.” Your screen will look 
like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “S” to display a summary report, OR Enter “D” to display a detailed 

report, OR  Enter “ALL”  to display all information. 
• STEP 4 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 5  – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
Check Type Analysis – This function allows you to produce a report showing the check 
cashing activity at your store(s) by type within a range of dates that you specify. To access 
this function, from the “Reports” menu, Select “Checks,” and then “Check Type Analysis.” 
Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
No Fee & In Clearing – This function allows you to produce a report showing checks that 
were cashed with no fee and are in clearing within a range of dates that you specify. To 
access this function, from the “Reports” menu, Select “Checks,” and then “No Fee & In 
Clearing.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “N“ to display checks with no fee, OR Enter “I” if you wish to display 

checks that are in clearing, OR Enter “B” if you wish to display both. 
• STEP 4 – Enter “S” to display a summary report, OR Enter “D” to display a detailed 

report. 
• STEP 5  – Enter the first letter of the desired output device. Your report will look like the 

screen below. 



CHECKPROTM MANAGER’S REFERENCE 

211 

Reports (Continued) 

Checks (Continued) 
 
Suspicious Activity – This function allows you to produce a report showing suspicious 
activity defined by dollar amounts cashed by a single customer weekly within a range of 
dates that you specify. To access this function, from the “Reports” menu, Select “Checks,” 
and then “Suspicious Activity.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the threshold dollar amount above which you would be suspicious. 
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Checks (Continued) 
 
Find Check Amount – This function allows you a search capability to find a check 
transaction of a specific amount within a range of dates that you specify. To access this 
function, from the “Reports” menu, Select “Checks,” and then “Find Check Amounts.” Your 
screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the lowest dollar amount of the range of transactions you wish to 

search. 
• STEP 4 – Enter the highest dollar amount of the range of transactions you wish to 

search. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Money Orders 

Beginning of Chapter 

Activity ....214 
Detail ....  214 
Find Amount .... 216 
Agent Summary …. 216 
Agent Detail .... 218 
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Reports (Continued) 

Money Orders (Continued) 
 
Activity – This function allows you to produce a report showing money order activity 
within a range of dates that you specify. To access this function, from the “Reports” menu, 
Select “Money Orders,” and then “Activity.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Money Orders (Continued) 
 
Detail – This function allows you to produce a report showing the detail of specific money 
order transactions within a range of dates that you specify. To access this function, from 
the “Reports” menu, Select “Money Orders,” and then “Detail.” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “Y” if you wish to display voided money orders only, or enter “N” if you 

wish to display all money orders. 
• STEP 4 – Enter “Y” if you wish to display “no-fee” money orders only, or enter “N” if you 

wish to display all money orders. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Money Orders (Continued) 
 
Find Amount – This function allows you to produce a report showing the detail of specific 
money order transactions within a range of dates that you specify. To access this function, 
from the “Reports” menu, Select “Money Orders,” and then “Find Amount.” Your screen 
will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the lowest dollar amount of the range of transactions you wish to 

search. 
• STEP 4 – Enter the highest dollar amount of the range of transactions you wish to 

search. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Money Orders (Continued) 
 
Agent Summary – This function allows you to produce a summary report showing money 
order activity by agent within a range of dates that you specify. To access this function, 
from the “Reports” menu, Select “Money Orders,” and then “Agent Summary.” Your screen 
will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Money Orders (Continued) 
 
Agent Detail – This function allows you to produce a detailed report showing money 
order activity by agent within a range of dates that you specify. To access this function, 
from the “Reports” menu, Select “Money Orders,” and then “Agent Detail.” Your screen will 
look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 

Report Writer 

Beginning of Chapter 

CTR Report  ... 220 
$3K - $10K Transaction Log ... 221 
$3K -  $10K Log By Store .... 222 
Window List …. 223 
Referrals By Store .... 224 
EOD Safe ....225 
Alphabetical Customer List ....  226 
New Deferred Customers .... 227 
Returns By Customers .… 228 
Write Offs By Customer .... 229 
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Reports (Continued) 

Report Writer (Continued) 
 
CTR Report – This function allows you to produce a report showing customer activity at 
other locations within a range of dates that you specify. To access this function, from the 
“Reports” menu, Select “Report Writer,” and then “CTR Report.” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. Your report will 

look like the screen below. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
$3K - $10K Transaction Log – This function allows you to produce a report showing 
customer check cashing activity for transactions ranging between $3,000 and $10,000 
within a range of dates that you specify. To access this function, from the “Reports” menu, 
Select “Report Writer,” and then “$3K - $10K Transaction Log .” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. Your report will 

look like the screen below. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
$3K -  $10K Log By Store – This function allows you to produce a report showing 
customer check cashing activity for transactions ranging between $3,000 and $10,000 by 
store within a range of dates that you specify. To access this function, from the “Reports” 
menu, Select “Report Writer,” and then “$3K - $10K Transaction Log By Store.” Your screen 
will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. Your report will 

look like the screen below. 
• STEP 4 – Enter the code for the store you wish to review. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
Window List – This function allows you to produce a report showing a complete list of all 
the teller windows in your chain. To access this function, from the “Reports” menu, Select 
“Report Writer,” and then “Window List.” Your screen will look like the one below.  

Beginning of Chapter 

• Enter the first letter of the desired output device. Your screen will look like the one 
below. 
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Reports (Continued) 

Report Writer (Continued) 
 
Referrals By Store – This function allows you to produce a report showing referrals to your 
store within a range of dates that you specify. To access this function, from the “Reports” 
menu, Select “Report Writer,” and then “Referrals By Store.” Your screen will look like the 
one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. Your report will 

look like the screen below. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
EOD Safe – This function allows you to produce a report showing your end-of-day safe 
cash balances by employee and type of currency. To access this function, from the 
“Reports” menu, Select “Report Writer,” and then “EOD Safe.” Your screen will look like the 
one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the date you wish displayed. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
Alphabetical Customer List – This function allows you to produce an alphbetical list of your 
customers. To access this function, from the “Reports” menu, Select “Report Writer,” and 
then “Alphabetical Customer List.” Your screen will look like the one below.  

Beginning of Chapter 

• Enter the first letter of the desired output device. Your screen will look like the one 
below. 
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Reports (Continued) 

Report Writer (Continued) 
 
New Deferred Customers – This function allows you to produce a list of your new 
deferred deposit customers. To access this function, from the “Reports” menu, Select 
“Report Writer,” and then “New Deferred Customers.” Your screen will look like the one 
below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the first date of the range of dates you wish displayed. 
• STEP 3 – Enter the last date of the range of dates you wish displayed. Your report will 

look like the screen below. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
Returns By Customers – This function allows you to produce a report by customer 
showing any returned checks. To access this function, from the “Reports” menu, Select 
“Report Writer,” and then “Returns By Customers.” Your screen will look like the one 
below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the customer ID number. Press <PgDn> to proceed. 
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Reports (Continued) 

Report Writer (Continued) 
 
Write Offs By Customer – This function allows you to produce a report by customer 
showing any write offs. To access this function, from the “Reports” menu, Select “Report 
Writer,” and then “Write Offs By Customers.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first letter of the desired output device.  
• STEP 2 – Enter the customer ID number. Press <PgDn> to proceed. 
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Chapter 6 - Money Orders 

Daily Work  .... 231 
Reports ....  236 
File Maintenance ….  246 

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required to maintain full accounting of Money Order transactions. It is accessed by 
Selecting “Money Orders” from the “Check Cashing” menu. 
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Money Orders (Continued) 

Daily Work 

Beginning of Chapter 

Import Fedline File  .... 232 
Import Corus Bank File  .... 233 
Resequence Money Orders ... 234 
Find Money Order .... 235 
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Money Orders (Continued) 

Daily Work (Continued) 
 
Import Fedline File – This function allows you to import Fedline Money Orders. To access 
this function, from the “Money Order” menu, Select “Daily Work,” and then “Import 
Fedline File.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the directory name.  
• STEP 2 – Enter the file name.  
• STEP 3 – Enter “A“ to conduct an audit, or “U“ to update the file. 
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Money Orders (Continued) 

Daily Work (Continued) 
 
Import Corus Bank File – This function allows you to import Corus Bank money orders. To 
access this function, from the “Money Order” menu, Select “Daily Work,” and then “Import 
Corus Bank File.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the directory name.  
• STEP 2 – Enter the file name.  
• STEP 3 – Enter the year. 
• STEP 4 – Enter “A“ to conduct an audit, or “U“ to update the file. 
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Money Orders (Continued) 

Daily Work (Continued) 
 
Resequence Money Orders – This function allows you to record a new sequence of 
numbers to coincide with your current batch. To access this function, from the “Money 
Order” menu, Select “Daily Work,” and then “Resequence Money Orders.” Your screen will 
look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first number of the last batch of money orders.  
• STEP 2 – Enter the last number of the last batch of money orders.  
• STEP 3 – Enter the first number of the new batch of money orders. Press <PgDn> to 

proceed. 
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Money Orders (Continued) 

Daily Work (Continued) 
 
Find Money Order – This function allows you to find money orders within a range of 
amounts and dates that you specify. To access this function, from the “Money Order” 
menu, Select “Daily Work,” and then “Find Money order.” Your screen will look like the 
one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the lowest dollar amount of the range of transactions you wish to find. 
• STEP 4 – Enter the highest dollar amount of the range of transactions you wish to find. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Money Orders (Continued) 

Reports 

Beginning of Chapter 

Exceptions ... 237 
Variance  .... 238 
Detail Sales  .... 239 
Daily Sales …. 240 
Detail Clearing .... 241 
Daily Clearing  ....  242 
Float Detail .....  243 
Float Summary .... 244 
Reissue Report .... 245 
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Money Orders (Continued) 

Reports (Continued) 
 
Exceptions – This function allows you to find, update, or audit money order exceptions. To 
access this function, from the “Money Order” menu, Select “Reports,” and then 
“Exceptions.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter “A“ to conduct an audit, or “U“ to update the file.  
• STEP 2 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Money Orders (Continued) 

Reports (Continued) 
 
Variance  – This function allows you to produce a report to show variances in the original 
amount of a money order and the amount for which it was cashed. To access this 
function, from the “Money Order” menu, Select “Reports,” and then “Variance.” Your 
screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the cut-off date through which you wish the report to be displayed. 
• STEP 2 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Money Orders (Continued) 

Reports (Continued) 
 
Detail Sales – This function allows you to produce a report to show detailed money order 
sales activity within a range of dates that you specify. To access this function, from the 
“Money Order” menu, Select “Reports,” and then “Detail Sales.” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter “Y” if you wish to display voided money orders only, or enter “N” if you 

wish to display all money orders. 
• STEP 4 – Enter “Y” if you wish to display “no-fee” money orders only, or enter “N” if you 

wish to display all money orders. 
• STEP 5 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 6 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Money Orders (Continued) 

Reports (Continued) 
 
Daily Sales – This function allows you to produce a report to show detailed money order 
sales activity by date within a range of dates that you specify. To access this function, from 
the “Money Order” menu, Select “Reports,” and then “Daily Sales.” Your screen will look like 
the one below.  

Beginning of Chapter 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 
 
Detail Clearing – This function allows you to produce a report to show detailed money 
order clearing within a range of dates that you specify. To access this function, from the 
“Money Order” menu, Select “Reports,” and then “Detail Clearing.” Your screen will look 
like the one below.  

Beginning of Chapter 

Money Orders (Continued) 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 
 
Daily Clearing  – This function allows you to produce a report to show detailed money 
order clearing by date within a range of dates that you specify. To access this function, 
from the “Money Order” menu, Select “Reports,” and then “Daily Clearing.” Your screen 
will look like the one below.  

Beginning of Chapter 

Money Orders (Continued) 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 
 
Float Detail – This function allows you to produce a detailed report to show the amount 
of float outstanding (i.e. the amount of cash on deposit against the amount obligated for 
money orders outstanding) for money order transactions as of a date that you specify. To 
access this function, from the “Money Order” menu, Select “Reports,” and then “Float 
Detail.” Your screen will look like the one below.  

Beginning of Chapter 

Money Orders (Continued) 

• STEP 1 – Enter the cut-off date through which you wish the report to be displayed. 
• STEP 2 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 
 
Float Summary – This function allows you to produce a summary report to show the 
amount of float outstanding (i.e. the amount of cash on deposit against the amount 
obligated for money orders outstanding) for money order transactions as of a date that 
you specify. To access this function, from the “Money Order” menu, Select “Reports,” and 
then “Float Summary.” Your screen will look like the one below.  

Beginning of Chapter 

Money Orders (Continued) 

• STEP 1 – Enter the cut-off date through which you wish the report to be displayed. 
• STEP 2 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 3 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Reports (Continued) 
 
Reissue Report – This function allows you to produce a summary report to show the the 
money orders that have been reissued within a range of dates that you specify. To access 
this function, from the “Money Order” menu, Select “Reports,” and then “Reissue Report.” 
Your screen will look like the one below.  

Beginning of Chapter 

Money Orders (Continued) 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “ALL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. Your report will look like the 

screen below. 
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Money Orders (Continued) 

File Maintenance 

Beginning of Chapter 

Money Orders .... 247 
Exceptions  .... 248 
Mass Add/Change  .... 249 
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Money Orders (Continued) 

File Maintenance (Continued) 
 
Money Orders – This function allows you to edit the record of money order transactions 
that have already taken place. To access this function, from the “Money Order” menu, 
Select “File Maintenance,” and then “Money Orders.” Your screen will look like the one 
below.  

Beginning of Chapter 

• STEP 1 – Enter the money order number. 
• STEP 2 – Enter the code for the store where the money order was issued. 
• STEP 3 – Press <Enter> until you reach each item requiring modification. 
• STEP 4 – Enter the modification. 
• STEP 5 – Press <Enter> until you reach each other item requiring or the Bottom of the 

screen. 
• STEP 6 – Press <PgDn> to proceed. 
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Money Orders (Continued) 

File Maintenance (Continued) 
 
Exceptions  – This function allows you to edit the record of exceptions to money order 
transactions. To access this function, from the “Money Order” menu, Select “File 
Maintenance,” and then “Exceptions.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the original money order number. 
• STEP 2 – Enter the new money order number. 
• STEP 2 – Enter the correct amount of the money order. 
• STEP 3 – Enter the AJE date. 
• STEP 4 – Press <PgDn> to proceed. 
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Money Orders (Continued) 

File Maintenance (Continued) 
 
Mass Add/Change  – This function allows you to edit the records of multiple money order 
transactions. To access this function, from the “Money Order” menu, Select “File 
Maintenance,” and then “Mass Add/Change.” Your screen will look like the one below.  

Beginning of Chapter 

• STEP 1 – Enter the money order number of the first money order transaction you wish 
to modify. 

• STEP 2 – Enter the code for the store where the money order was issued. 
• STEP 3 – Press <Enter> until you reach each item requiring modification. 
• STEP 4 – Enter the modification. 
• STEP 5 – Press <Enter> until you reach each other item requiring a change, or the 

bottom of the screen. 
• STEP 6 – Press <PgDn> to proceed. 
• STEP 7 – Repeat Steps 1 – 6 for each money order transaction record that you wish to 

edit. 
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Chapter 7 - File Mainte-

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required for accurate File Maintenance. It is accessed by Selecting “File Maintenance” from 
the “Check Cashing” menu. 

Customer .... 251 
Makers  ....  252 
Business  .... 253 
Banks …. 254 
Current Status .... 255 
Money Orders ....256 
Windows  ....  257 
Window Inventory .... 265 
Store Inventory .... 267 
Transactions .... 268 
Clock In/Out  .... 270 
Cash Movement  .... 272 
Tables  .... 273 
Default Tables Values .… 274 
 
 
Zip Codes .... 275 
Bill Master ....276 
Bill Transactions ....  277 
Source/Payout/Refusal  .... 278 
Check History .... 279 
Check Types .... 280 
Wire Transfer Types .... 281 
Country Codes  .... 282 
Exchange Rates  .... 283 
Countries …. 284 
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File Maintenance (Continued) 

Beginning of Chapter 

Customer – This function allows you to add new customer records, or edit the records of 
existing customers. To access this function, from the “File Maintenance” menu, Select 
“Customer.” Your screen will look like the one below.  

• See User’s Guide, Chapter 7, Page 15 for complete instructions concerning this 
function. 



CHECKPROTM MANAGER’S REFERENCE 

252 

File Maintenance (Continued) 

Beginning of Chapter 

Makers – This function allows you to add new Check Maker records, or edit the records of 
existing Check Makers. To access this function, from the “File Maintenance” menu, Select 
“Makers.” Your screen will look like the one below.  

• STEP 1 – Enter the exact name of the Check Maker as it appears printed on the check 
OR, Press <F2> and Select an appropriate entry. 

• STEP 2 – Press <Enter>.  If the check is from an existing Check Maker, all information 
currently on file will be displayed. If the check is from a new Check Maker, you must fill 
in all required information. Press <ArrowDn> until the cursor is next to the desired 
location, then enter the required information. 

• STEP 3 – Press <Enter> after each entry. When you attempt to enter a code for the 
status, you will receive a message to enter a code, as shown in the screen below. 

• STEP 4 – Press <Enter> and continue making entries, and Press <Enter> after each one. 
• STEP 5 – Press <PgDn> to proceed. 
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File Maintenance (Continued) 

Beginning of Chapter 

Business   
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File Maintenance (Continued) 

Beginning of Chapter 

Banks – This function allows you to add new Bank records, or edit the records of Banks 
whose checks you currently accept. To access this function, from the “File Maintenance” 
menu, Select “Banks.” Your screen will look like the one below.  

• STEP 1 – Enter the exact routing number from the check, OR Press <F2> and Select an 
appropriate entry and Press <Enter>. If this is a bank whose checks you currently 
accept, the remaining information will be displayed. If it is a new bank, you must enter 
the remaining information. Press <Enter> after each entry. 

• STEP 2 – If the bank is one whose checks you intend to continue to honor, leave the 
space next to “Status” blank. If the bank is one whose checks you do not intend to 
continue to honor, Enter “C” for closed. 

• STEP 3 – Press <PgDn> to proceed. 
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File Maintenance (Continued) 

Beginning of Chapter 

Current Status – This function allows you to edit the record of any day‘s transactions. To 
access this function, from the “File Maintenance” menu, Select “Current Status.” Your 
screen will look like the one below.  

• STEP 1 – Enter the Store ID, OR Press <F2> and Select an appropriate entry and Press 
<Enter>.  

• STEP 2 – Enter the date you wish modify. 
 
Note – This is a password protected function. In order to proceed with modifications, you 
must enter a password. The recorded data for the date will be displayed. 
 
• STEP 3 – Enter the modifications you wish to make, and Press <Enter> after each one. 
• STEP 4 – Press <PgDn> to proceed. 
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File Maintenance (Continued) 

Beginning of Chapter 

Money Orders  – This function allows you to edit the records of Money Order 
transactions. To access this function, from the “File Maintenance” menu, Select “Money 
Orders.” Your screen will look like the one below.  

• STEP 1 – Enter the Money Order serial number. Information currently recorded will be 
displayed. 

• STEP 2 – Press <ArrowDn> until the cursor is in the space you wish to modify. 
• STEP 3 – Enter the modifications you wish to make, and Press <Enter> after each one. 
• STEP 4 – Press <PgDn> to proceed. 
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File Maintenance (Continued) 

Beginning of Chapter 

Windows – This function allows you to add new windows, stores, vaults, and regions; or, 
to modify the names of existing windows, stores, or regions. To access this function, from 
the “File Maintenance” menu, Select “Windows.” Your screen will look like the one below.  

To ADD a Window 
 
• STEP 1 – Enter the code of the new window. Your screen will look like the one below. 

• STEP 2 – Enter the code of the store to which the new window is to be added. The 
remaining information will be automatically displayed. 

• STEP 3 – Enter the information you wish to include. Continue to Press <Enter> after 
each entry until you have reached the bottom of the page. 

• STEP 4 – Press <PgDn> to save and proceed. 

Add a Window .... 257 
Modify a Window ....258 
Add a Store ....  259 
Modify a Store .... 260 
Add a Vault .... 261 
Modify a Vault .... 262 
Add a Region .... 263 
Modify a Region .... 264 
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File Maintenance (Continued) 

Beginning of Chapter 

Windows (Continued) 

To MODIFY  a Window 
 
• STEP 1 – Enter the code of the window to be modified. Your screen will look like the 

one below. 

• STEP 2 – Press <Enter> to bypass the “Copy From” field. 
• STEP 3 – Enter the information you wish to modify or add. Continue to Press <Enter> 

after each entry until you have reached the bottom of the page. 
• STEP 4 – Press <PgDn> to save and proceed. 
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File Maintenance (Continued) 

Beginning of Chapter 

To ADD a Store 
 
• STEP 1 – Enter the code of the new store. Your screen will look like the one below. 

• STEP 2 – Enter the code of the region to which the new store is to be added. The 
remaining information will be automatically displayed. 

• STEP 3 – Enter the information you wish to include. Continue to Press <Enter> after 
each entry until you have reached the bottom of the page. 

• STEP 4 – Press <PgDn> to save and proceed. 

Windows (Continued) 
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To MODIFY a Store 
 
• STEP 1 – Enter the code of the store you wish to modify. Your screen will look like the 

one below. 

• STEP 2 – Press <Enter> to bypass the “Copy From” field. 
• STEP 3 – Enter the information you wish to modify or add. Continue to Press <Enter> 

after each entry until you have reached the bottom of the page. 
• STEP 4 – Press <PgDn> to save and proceed. 

File Maintenance (Continued) 

Beginning of Chapter 

Windows (Continued) 
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Beginning of Chapter 

To ADD a Vault 
 
• STEP 1 – Enter the code of the new vault. The last letter of the code should be “V.“ 

Your screen will look like the one below (left). 

• STEP 2 – Enter the code of the store to which the new vault is to be added. The 
remaining information will be automatically displayed. 

• STEP 3 – Change the Window Name to include the word “Vault” (See the area 
outlined in red in the screen above right). 

• STEP 4 – Enter other information you wish to include. Continue to Press <Enter> after 
each entry until you have reached the bottom of the page. 

• STEP 5 – Press <PgDn> to save and proceed. 

Windows (Continued) 

File Maintenance (Continued) 
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To MODIFY a Vault 
 
• STEP 1 – Enter the code of the vault you wish to modify. Your screen will look like the 

one below. 

• STEP 2 – Press <Enter> to bypass the “Copy From” field. 
• STEP 3 – Enter the information you wish to modify or add. Continue to Press <Enter> 

after each entry until you have reached the bottom of the page. 
• STEP 4 – Press <PgDn> to save and proceed. 

Beginning of Chapter 

Windows (Continued) 

File Maintenance (Continued) 
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To ADD  a Region 
 
• STEP 1 – Enter “0” (zero) and the initials of the region (see area outlined in red below 

left). The screen changes to indicate that information being entered is for a region, as 
shown in the screen below. 

File Maintenance (Continued) 

Beginning of Chapter 

Windows (Continued) 

• STEP 2 – Enter the code of the store (if any) over which the new region will preside 
(see the area outlined in red, above right). The remaining information will be 
automatically displayed. If there are no existing stores in the new region, Press <Enter> 
to bypass this step. 

• STEP 3 – Enter the Region Name (see the area outlined in red in the screen above left). 
• STEP 4 – Enter other information you wish to include. Continue to Press <Enter> after 

each entry until you have reached the bottom of the page. 
• STEP 5 – Enter the codes of the stores to be included in the region, OR Press <F2> and 

Select appropriate entries (see area oulined in red, above center). Continue to Press 
<Enter> until you have reached the bottom of the page. 

• STEP 5 – Press <PgDn> to save and proceed. 
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To MODIFY a Region 
 
• STEP 1 – Enter the code of the region you wish to modify. Your screen will look like the 

one below. 

• STEP 2 – Enter the information you wish to modify or add. Continue to Press <Enter> 
after each entry until you have reached the bottom of the page. 

• STEP 3 – Press <PgDn> to save and proceed. 

Beginning of Chapter 

Windows (Continued) 

File Maintenance (Continued) 
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File Maintenance (Continued) 

Beginning of Chapter 

Window Inventory – This function allows you to add inventory categories, and modify 
entries of existing inventory categories at each window. To access this function, from the 
“File Maintenance” menu, Select “Windows Inventory.” Your screen will look like the one 
below.  

• STEP 1 – Enter the code of the store whose inventory you wish to review/modify. 
• STEP 2 – Enter the name of the inventory, OR Press <F2> and Select an appropriate 

entry and Press <Enter>. 
 
For Money Orders 
• STEP 3 – Enter the serial number of the first and last Money Order in the printer, and 

Press <Enter> after each one. 
• STEP 4 – Enter the serial number of the Money Order currently waiting to be printed. 
• STEP 5 – Enter the serial number of the first and last Money Order of each bulk in 

inventory (not including the bulk currently in the printer). Press <Enter> after each 
entry. 

• STEP 6 – Enter “Y” for Yes to update all windows, OR Enter “N” for No if you do not 
wish to update all windows. Your screen will look like the one below. 

• STEP 7 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Window Inventory (Continued) 

TO ADD AN INVENTORY ITEM 
 
• STEP 1 – Enter the code of the store whose inventory you wish to review/modify. 
• STEP 2 – Type the name of the inventory item you wish to add. Your screen will look 

like the one below. 

• STEP 3 – Enter the password. 
• STEP 4 – Enter remaining pertinent information, and Press <Enter> after each entry. 
• STEP 5 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Store Inventory – This function allows you to add or modify inventory categories. To 
access this function, from the “File Maintenance” menu, Select “Store Inventory.” Your 
screen will look like the one below. Because this screen is a compilation of window 
inventories, of the remaining fields, you will be able to change only the Balance on Hand. 

• STEP 1 – Enter the code of the store whose inventory you wish to review/modify. 
• STEP 2 – Enter the name of the inventory, OR Press <F2> and Select an appropriate 

entry and Press <Enter>. 
• STEP 3 – Enter the correct figure for “Balance on Hand.” 
• STEP 4 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Transactions – This function allows you to modify prior transactions. When accessed, you 
may modify any existing transaction, or create a new transaction for any date prior to the 
current date. To access this function, from the “File Maintenance” menu, Select 
“Transactions.” Your screen will look like the one below (the current date will be entered 
by default). 

TO MODIFY ANY OF YOUR OWN TRANSACTIONS ON THE CURRENT DATE: 
• STEP 1 – Press <Enter> to accept the current date. 
• STEP 2 – Enter the store code, OR Press <F2> and Select an appropriate entry and 

Press <Enter>. Your screen will look like the one on the bottom of the next page. 
Modify/Add transactions as necessary (See User’s Guide). 
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File Maintenance (Continued) 

Beginning of Chapter 

Transactions (Continued) 
 
TO MODIFY ANY TRANSACTIONS ON ANY DATE: 
• STEP 1 – Enter the date of the transaction you wish to modify. Your screen will look like 

the one below: 

• STEP 2 – Enter your password. 
• STEP 3 – Enter the store code, OR Press <F2> and Select an appropriate entry and 

Press <Enter>. Your screen will look like the one below. Modify/Add transactions as 
necessary (See User’s Guide). 
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File Maintenance (Continued) 

Beginning of Chapter 

Clock In/Out – This function allows you to modify prior Clock In/Clock Out entries, or add 
new ones. To access this function, from the “File Maintenance” menu, Select “Clock In/
Clock Out.” Your screen will look like the one below. 

Edit Mode 
• STEP 1 – Enter the date for the entry you wish to review/modify. 
• STEP 2 – Enter social security number of the employee whose entry you wish to 

modify. 
• STEP 3 – Press <F2> and Select the “Time” entry you wish to modify. 
• STEP 4 – Press <F2> and Select the “In/Out” entry you wish to modify. 
• STEP 5 – Enter the store code, OR Press <F2> and Select the entry you wish to modify. 

The cursor will return to the top field, and your screen will look like the one below. 

• STEP 6 – Type the correct information for each field, and Press <Enter> after each 
entry. 

• STEP 7 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Clock In/Out (Continued) 

Add Mode 
• STEP 1 – Enter the date for which you will add an entry. 
• STEP 2 – Enter social security number of the employee whose entry you wish to add. 
• STEP 3 – Enter the time you wish to add. 
• STEP 4 – Enter “I” for “Time In”, OR Enter “O” for “Time Out.” 
• STEP 5 – Enter the store code, OR Press <F2> and Select the entry you wish to modify. 

The cursor will return to the top field, and your screen will look like the one below. 

• STEP 6 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Cash Movement – This function allows you to edit records of  Cash Movements. To access 
this function, from the “File Maintenance” menu, Select “Cash Movement.” Your screen will 
look like the one below. 

• STEP 1 – Enter the date for the transaction you wish to edit. 
• STEP 2 – Enter store ID code. 
• STEP 4 – Enter the sequence number of the transaction you wish to edit OR Press 

<F2> and make an appropriate selection.. 
• STEP 5 – Enter the correcting data in each appropriate field until you have reached 

the bottom of the screen. 
• STEP 6 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Tables   
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File Maintenance (Continued) 

Beginning of Chapter 

Default Tables Values  
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File Maintenance (Continued) 

Beginning of Chapter 

Zip Codes – This function allows you to add or change zip code data. To access this 
function, from the “File Maintenance” menu, Select “Zip Codes.” Your screen will look like 
the one below. 

• STEP 1 – Enter the zip code you wish to add/edit. 
• STEP 2 – Enter remaining information as appropriate 
• STEP 3 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Bill Master – This function allows you add or change Bill Master information. To access this 
function, from the “File Maintenance” menu, Select “Bill Master.” Your screen will look like 
the one below. 

• STEP 1 – Enter the ID of the Bill Master you wish to add/edit, OR, Press <F2> and Select 
an appropriate entry and Press <Enter>. 

• STEP 2 – Enter remaining information as appropriate 
• STEP 3 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Bill Transactions – This function allows you add or change Bill Collect Transaction 
information. To access this function, from the “File Maintenance” menu, Select “Bill Master.” 
Your screen will look like the one below. 
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File Maintenance (Continued) 

Beginning of Chapter 

Source/Payout/Refusal  – This function allows you add or change  information for Source, 
Payout, or Refusal code selections. To access this function, from the “File Maintenance” 
menu, Select “Source/Payout/Refusal.” Your screen will look like the one below. 

• STEP 1 – Enter “S” for Source, “P” for Payout, or “R” for Refusal. 
• STEP 2 – Enter a description, OR Press <F2> and Select an appropriate entry and Press 

<Enter>. 
• STEP 3 – (For “Payout“ only): Enter account information. 
• STEP 4 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Check History 
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File Maintenance (Continued) 

Beginning of Chapter 

Check Types – This function allows you add or change Type of Checks. To access this 
function, from the “File Maintenance” menu, Select “Check Types.” Your screen will look 
like the one below. 

• STEP 1 – Enter the check type, OR Press <F2> and Select an appropriate entry and 
Press <Enter>. 

• STEP 2 – (If you enter a new check type) Enter a description,. 
• STEP 3 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Wire Transfer Types – This function allows you add or change Type of Wire Transfers. To 
access this function, from the “File Maintenance” menu, Select “Wire Transfer Types.” Your 
screen will look like the one below. 

• STEP 1 – Enter the wire transfer type, OR Press <F2> and Select an appropriate entry 
and Press <Enter>. 

• STEP 2 – (If you enter a new wire transfer type) Enter a description,. 
• STEP 3 – Press <PgDn> to save and continue. 
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File Maintenance (Continued) 

Beginning of Chapter 

Country Codes   
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File Maintenance (Continued) 

Beginning of Chapter 

Exchange Rates 
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File Maintenance (Continued) 

Beginning of Chapter 

Countries  
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Chapter 8 - Periodic Processing 

This chapter provides instructions for the part of CheckPro that contains all of the functions 
required for complete Periodic Processing. It is accessed by Selecting “Periodic Processing” 
from the “Check Cashing” menu. 

Post G/L  .... 286 
Post Deposits to G/L  .... 287 
Post Return Items to G/L  .... 288 
Deposit/Delivery CSV File ....  289 
Create Files  .... 290 
Purge Files  .... 291 
Convert Data Files .... 292 
Import Files  .... 316 
End of Day Processing  .... 352 
National Transfer File ....  354 
Fidelity Transfer File  .... 355 
Amex Transfer File  .... 356 
CCS Transfer File ....  357 
Entronics Transfer File  .... 358 
Broward County Transfer File 359 
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Periodic Processing (Continued) 

Beginning of Chapter 

Post G/L 
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Periodic Processing (Continued) 

Beginning of Chapter 

Post Depostis to G/L   
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Periodic Processing (Continued) 

Beginning of Chapter 

Post Return Items to G/L 
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Periodic Processing (Continued) 

Beginning of Chapter 

Deposit/Delivery CSV File  
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Periodic Processing (Continued) 

Beginning of Chapter 

Create Files – This function allows you to create data files and default tables required for 
window operations at an existing window. 
 
 (Note – When creating a new window, you must first create the window under “File 
Maintenance.” See Page 257, “To Add  a Window.”) 
 
To access this function, from the “File Maintenance” menu, Select “Create Files.” Your 
screen will look like the one below. 

• STEP 1 – Enter the code of the window for which you wish to create files. 
• STEP 2 – Enter the code of the window from which you wish files copied. 
• STEP 3 – Press <PgDn> to save and continue. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Purge Files – This function allows you to create data files and default tables required for 
window operations at an existing window. To access this function, from the “File 
Maintenance” menu, Select “Purge Files.” Your screen will look like the one below. 

IMPORTANT – When this screen opens, it will look like the one above. IF you now press 
<PgDn>, the computer will immediately begin to purge files. To ensure that you will 
purge only those you intend to purge, please review the screen information carefully, and 
if you wish to make changes, follow the steps below: 
 
• STEP 1 – Press <PgUp>.  
• STEP 2 – Enter the code of the window from which you wish files purged. 
• STEP 3 – Enter the date before which you wish files purged. Do that for each of the 

categories. 
• STEP 4 – Press <PgDn> to save and continue. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 

Customer Master  .... 293 
Check History .... 294 
Check Maker  .... 295 
Check Maker Update  ....  296 
Bank Master  .... 297 
Money Orders .... 298 
Loan Master .... 299 
Loan Pro Loan Master .... 300 
Code Master .... 301 
Vehicles  ....  302 
Windows  .... 303 
Tables .... 304 
Window ID ....  305 
Window Inventory .... 306 
Transaction Files  .... 307 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Customer Master – This function allows you to add first names, phone numbers, and 
driver‘s license numbers to your search function. To access this function, from the “Periodic 
Processing” menu, Select “Convert Data Files,” then “Customer Master.“ Your screen will 
look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 



CHECKPROTM MANAGER’S REFERENCE 

294 

Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Check History – This function adds a key for check maker and number and Customer and 
Maker. To access this function, from the “Periodic Processing” menu, Select “Convert Data 
Files,” then “Check History.“ Your screen will look like the one below. 

• IMPORTANT – Prior to executing this function, you must go into the program directory 
and rename CCCHx to CCCHX. Then come back to the above screen and Press 
<PgDn> to continue. The computer will then begin to convert the data. 



CHECKPROTM MANAGER’S REFERENCE 

295 

Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Check Maker – This function expands the names of Check Makers from 20 to 30 
characters. In addition, it creates new keys for Bank Routing and Bank Account numbers. 
To access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” 
then “Check Maker.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Check Maker Update – This function sets the date of a Check Maker‘s last check cashed, 
and the total amount cashed. To access this function, from the “Periodic Processing” 
menu, Select “Convert Data Files,” then “Check Maker Update.“ Your screen will look like 
the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Bank Master – This function sets the date of a Check Maker‘s last check cashed, and the 
total amount cashed. To access this function, from the “Periodic Processing” menu, Select 
“Convert Data Files,” then “Check Maker Update.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Money Orders 



CHECKPROTM MANAGER’S REFERENCE 

299 

Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Loan Master – This function adds a loan number key. To access this function, from the 
“Periodic Processing” menu, Select “Convert Data Files,” then “Loan Master.“ Your screen 
will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Loan Pro Loan Master  – This function adds a key for the actual date that a loan was 
made. To access this function, from the “Periodic Processing” menu, Select “Convert Data 
Files,” then “Loan Pro Loan Master.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Code Master – This function sets adds a key for the actual date that a loan was made. To 
access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Code Master.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Vehicles – This function adds a key for F2 inquiry by title. To access this function, from the 
“Periodic Processing” menu, Select “Convert Data Files,” then “Vehicles.“ Your screen will 
look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Windows – This function converts the window ID to three characters. To access this 
function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Windows.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Tables – This function converts DEF Tables to DF Tables. To access this function, from the 
“Periodic Processing” menu, Select “Convert Data Files,” then “Tables.“ Your screen will look 
like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Window ID – This function allows you to change a window ID. To access this function, 
from the “Periodic Processing” menu, Select “Convert Data Files,” then “Window ID.“ Your 
screen will look like the one below. 

• STEP 1 – Enter the current window ID. 
• STEP 2 – Enter the new window ID. 
• STEP 3 – Press <PgDn> to save and proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Window Inventory – This function consolidates CCINxx files into CCINx. To access this 
function, from the “Periodic Processing” menu, Select “Convert Data Files,” then “Window 
Inventory.“ Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 

Return Checks  .... 308 
Return Check Transactions .... 309 
Cash Movement  .... 310 
Taxable Sales  ....  311 
CTR Exception Log  .... 312 
Bill Collect .... 313 
Auto Loan Transactions .... 314 
Loan Processing Payments .... 315 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Return Checks – This function rekeys files for store subtotals and faster processing. To 
access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “Return Checks.” Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Return Check Transactions – This function rekeys files for store subtotals and faster 
processing. To access this function, from the “Periodic Processing” menu, Select “Convert 
Data Files,” then “Transaction Files,“ and then “Return Checks Transactions.” Your screen 
will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Cash Movement – This function rekeys the file for cash movement between stores. To 
access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “Cash Movement.” Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Taxable Sales – This function rekeys the file for cash movement between stores. To access 
this function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “Cash Movement.” Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 



CHECKPROTM MANAGER’S REFERENCE 

312 

Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
CTR Exception Log – This function adds soc transaction date key to the file. To access this 
function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “CTR Exception Log.” Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. • Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Bill Collect – This function expands the store ID field to 3 characters and multiple entry. To 
access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “Bill Collect.” Your screen will look like the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Auto Loan Transaction – This function rekeys the file for store subtotals. To access this 
function, from the “Periodic Processing” menu, Select “Convert Data Files,” then 
“Transaction Files,“ and then “Auto Loan Transaction.” Your screen will look like the one 
below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Convert Data Files 
 
Transaction Files 
 
Loan Processing Payments – This function adds a deposit date key and sets deposit dates. 
To access this function, from the “Periodic Processing” menu, Select “Convert Data Files,” 
then “Transaction Files,“ and then “Loan Processing Payments.” Your screen will look like 
the one below. 

• Press <PgDn> to proceed. The computer will automatically begin to add the data. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 

Answer’s Files  .... 317 
Ideal .... 327 
Check Collector Files  .... 332 
Cashwise  ....  341 
FedFirst Files  .... 345 
PowerFinder USA .... 348 
Black Book .... 349 
CheckPro .... 350 
DCS Money Orders …. 351 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Import Answer’s Files 

Answer’s Clients .... 318 
Answer’s Deferred Deposits ...319 
Answer’s Check History  ....  320 
Answer’s Clients  ....  321 
Answer’s Deferred 
                    Deposits MTI  ....  322 
Answer’s Check History  ....  323 
Answer’s Clients III  ....  324 
Answer’s Deferred 
                     Deposits III  .... 325 
Answer’s Check History III …. 326 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Import Answer’s Files 
 
Answer’s Clients – This function allows you to import Answer‘s Client Files. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Import Answer’s 
Files,“ and then “Answer‘s Clients.” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Import Answer’s Files 
 
Answer’s Deferred Deposits – This function allows you to import Answer‘s Deferred 
Deposits Files. To access this function, from the “Periodic Processing” menu, Select “Import 
Files,” then “Import Answer’s Files,“ and then “Answer‘s Deferred Deposits.” Your screen 
will look like the one below. 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Check History – This function allows you to import Answer‘s Check History Files. 
To access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“Import Answer’s Files,“ and then “Answer‘s Check History.” Your screen will look like the 
one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Clients MTI – This function allows you to import Answer‘s Clients MTI Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“Import Answer’s Files,“ and then “Answer‘s Clients MTI.” Your screen will look like the one 
below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter “Y” for Yes if you want previous files overwritten, OR “N” for no if you do 

not want previous files overwritten. 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Deferred Deposits MTI – This function allows you to import Answer‘s Deferred 
Deposits MTI Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Import Answer’s Files,“ and then “Answer‘s Deferred Deposits MTI.” 
Your screen will look like the one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Check History MTI – This function allows you to import Answer‘s Check History 
MTI Files. To access this function, from the “Periodic Processing” menu, Select “Import 
Files,” then “Import Answer’s Files,“ and then “Answer‘s Check History MTI.” Your screen 
will look like the one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Clients III – This function allows you to import Answer‘s Clients III Files. To access 
this function, from the “Periodic Processing” menu, Select “Import Files,” then “Import 
Answer’s Files,“ and then “Answer‘s Clients III.” Your screen will look like the one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Deferred Deposits III – This function allows you to import Answer‘s Deferred 
Deposits III Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Import Answer’s Files,“ and then “Answer‘s Deferred Deposits III.” Your 
screen will look like the one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Import Files 
 
Import Answer’s Files 
 
Answer’s Check History III – This function allows you to import Answer‘s Check History III 
Files. To access this function, from the “Periodic Processing” menu, Select “Import Files,” 
then “Import Answer’s Files,“ and then “Answer‘s Check History III.” Your screen will look 
like the one below. 

Beginning of Chapter 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Ideal 

Customer Master  .... 328 
Deferred Deposits .... 329 
Check Check History  .... 330 
Return Items  ....  331 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Ideal 
 
Customer Master – This function allows you to import Ideal Customer Master Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“Ideal,“ and then “Customer Master.” Your screen will look like the one below. 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Ideal 
 
Deferred Deposits – This function allows you to import Ideal Customer Master Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“Ideal,“ and then “Deferred Deposits.” Your screen will look like the one below. 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Ideal 
 
Check History – This function allows you to import Ideal Check History Files. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Ideal,“ and then 
“Check History.” Your screen will look like the one below. 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Ideal 
 
Return Items – This function allows you to import Ideal Check History Files. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Ideal,“ and then 
“Check History.” Your screen will look like the one below. 

• STEP 1 – Press <Enter> to select the file name. 
• STEP 2 – Enter the store code, OR Press <F2> and make an appropriate selection and 

Press <Enter> 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 

Check Collector’s Bank.txt  .... 333 
Check Collector’s Debtor.txt .. 334 
Check Collector‘s Debt.txt  .... 335 
Check Collector’s Account.txt 336 
Check Collector’s Contact.txt . 337 
Check Collector’s Check.txt .... 338 
Check Collector’s History.txt ... 339 
Memo Field .... 340 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Bank.txt – This function allows you to import Ideal Check Collector’s 
Bank.txt Files. To access this function, from the “Periodic Processing” menu, Select “Import 
Files,” then “Check Collector‘s Files,“ and then “Check History.” Your screen will look like the 
one below. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Debtor.txt – This function allows you to import Ideal Check Collector’s 
Debtor.txt Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Check Collector Files,“ and then “Check Collector‘s Debtor.txt.” Your 
screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Debt.txt – This function allows you to import Ideal Check Collector’s 
Debt.txt Files. To access this function, from the “Periodic Processing” menu, Select “Import 
Files,” then “Check Collector Files,“ and then “Check Collector‘s Debt.txt” Your screen will 
look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Account.txt – This function allows you to import Ideal Check Collector’s 
Account.txt Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Check Collector Files,“ and then “Check Collector‘s Account.txt.” Your 
screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Contact.txt – This function allows you to import Ideal Check Collector’s 
Contact.txt Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Check Collector Files,“ and then “Check Collector‘s Contact.txt.” Your 
screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s Check.txt – This function allows you to import Ideal Check Collector’s 
Check.txt Files. To access this function, from the “Periodic Processing” menu, Select “Import 
Files,” then “Check Collector Files,“ and then “Check Collector‘s Check.txt.” Your screen will 
look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Check Collector’s History.txt – This function allows you to import Ideal Check Collector’s 
History.txt Files. To access this function, from the “Periodic Processing” menu, Select 
“Import Files,” then “Check Collector Files,“ and then “Check Collector‘s History.txt.” Your 
screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Check Collector Files 
 
Memo Field – This function allows you to create follow up comments. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Check Collector 
Files,“ and then “Check Collector‘s Memo Field.” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Cashwise 

Customers .... 342 
Makers .... 343 
Checks  .... 344 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Cashwise 
 
Customers – This function allows you to import Cashwise Customers Files. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Cashwise,“ and 
then “Customers.” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Cashwise 
 
Makers – This function allows you to import Cashwise Makers Files. To access this function, 
from the “Periodic Processing” menu, Select “Import Files,” then “Cashwise,“ and then 
“Makers.” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Cashwise 
 
Checks – This function allows you to import Cashwise Check History Files. To access this 
function, from the “Periodic Processing” menu, Select “Import Files,” then “Cashwise,“ and 
then “Checks.” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
FedFirst Files 

FedFirst Customers 
                /Vendors/Loans  .... 346 
FedFirst Transactions .... 347 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
FedFirst Files 
 
FedFirst Customers/Vendors/Loans – This function allows you to import FedFirst Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“FedFirst Files,“ and then “FedFirst Customers/Vendors/Loans .” Your screen will look like 
the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
FedFirst Files 
 
FedFirst Transactions – This function allows you to import FedFirst Transactions Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,” then 
“FedFirst Files,“ and then “FedFirst Transactions .” Your screen will look like the one below. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Power Finder USA – This function allows you to import Power Finder USA Files. To access 
this function, from the “Periodic Processing” menu, Select “Import Files,”  and then “Power 
Finder USA .” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
Black Book – This function allows you to import Black Book Files. To access this function, 
from the “Periodic Processing” menu, Select “Import Files,”  and then “Black Book .” Your 
screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
CheckPro – This function allows you to import CheckPro Files. To access this function, from 
the “Periodic Processing” menu, Select “Import Files,”  and then “CheckPro .” Your screen 
will look like the one below. 

• STEP 1 – Enter the store code, OR Press <F2> and make an appropriate selection and 
Press <Enter> 

• STEP 2 – Enter the name of the source directory. 
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Periodic Processing (Continued) 

Beginning of Chapter 

Import Files 
 
DCS Money Orders – This function allows you to import DCS Money Orders Files. To 
access this function, from the “Periodic Processing” menu, Select “Import Files,”  and then 
“DCS Money Orders .” Your screen will look like the one below. 

• Press <Enter> to begin the file import function. 
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Periodic Processing (Continued) 

Beginning of Chapter 

End of Day Processing – This function allows you to complete End-of-Day processing. To 
access this function, from the “Periodic Processing” menu, Select “End of Day Processing.” 
Your screen will look like the one below. 

• STEP 1 – Press <Enter> to accept the default date, OR Enter the desired date. Your 
screen will look like the one below. 
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Periodic Processing (Continued) 

Beginning of Chapter 

End of Day Processing (Continued) 

• STEP 2 – Enter bad check information received that date. Your screen will look like the 
one below. 

• STEP 3 – Press <PgDn> to save and proceed. 
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Periodic Processing (Continued) 

Beginning of Chapter 

National Transfer File – This function allows you to generate a National Express Transfer 
file. To access this function, from the “Periodic Processing” menu, Select “National Transfer 
File.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Press <PgDn> to proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

Fidelity Transfer File – This function allows you to generate a Fidelity Express Transfer file. 
To access this function, from the “Periodic Processing” menu, Select “Fidelity Transfer File.” 
Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Press <PgDn> to proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

Amex Transfer File – This function allows you to generate a American Express Transfer file. 
To access this function, from the “Periodic Processing” menu, Select “Amex Transfer File.” 
Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Press <PgDn> to proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

CCS Transfer File – This function allows you to generate a CCCS Transfer file. To access this 
function, from the “Periodic Processing” menu, Select “CCCS Transfer File.” Your screen will 
look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Press <PgDn> to proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

Entronics Transfer File – This function allows you to generate an Entronics Transfer file. To 
access this function, from the “Periodic Processing” menu, Select “Entronics Transfer File.” 
Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Press <PgDn> to proceed.  
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Periodic Processing (Continued) 

Beginning of Chapter 

Broward County Transfer File – This function allows you to generate an Broward County 
Transfer file. To access this function, from the “Periodic Processing” menu, Select “Broward 
County Transfer File.” Your screen will look like the one below. 

• STEP 1 – Enter the first date of the range of dates you wish displayed. 
• STEP 2 – Enter the last date of the range of dates you wish displayed. 
• STEP 3 – Enter the code for the store you wish displayed, OR Enter “AL” if you wish to 

display information on all of the stores in your chain. 
• STEP 4 – Enter the first letter of the desired output device. 



CHECKPROTM MANAGER’S REFERENCE 

360 

The following hints might help in many situations. They are intended as quick references 
only.   
• Before operating CheckPro, first enter your drawer cash. To do that select CheckPro, 

Daily Work, Cash Count Entry. Then enter your social security number. 
• When you are in a data field that requires a legal value that is unknown to you, enter 

“F2.”  A window with a list of legal values will appear. Point to a legal value using the 
Up-Arrow or Down-Arrow, and press “Enter.”  You will typically encounter these 
situations when in the fields for Customer ID’s, Maker Names, and Western Union 
Codes. 

• Function keys have one meaning at the Menu level and another in an Application, 
Screen, as follows: 

HINTS 

• CheckPro has over 75 Option Switches and Table Values, which allows the program 
to be configured according to the unique requirements of your store. If you find that a 
function or process described in the User’s Manual does not work as described or is 
not consistent with a practice that you become aware of, check with your manager to 
see if that procedure or function has been modified for local conditions. 

Key Menu Screen 
(Function @ Menu) 

Transaction Screen 
(Function With Menu Item) 

 ESC  Displays On-Screen List  Displays On-Screen List 

 ENTER  Accept entry highlighted by Cursor.  Accept Entry Highlighted by Cursor 

 ARROW UP   Move Cursor Up  Move Back to a Previous Field 

 ARROWDOWN   Move Cursor Down  Accept Entry/Move to Next Field 

 PAGE UP  Move to the Previous Menu.  Erase Screen/Start Over 

 PAGE DOWN   Next Menu  Save Record/Proceed 

 F1  HELP  HELP 

 F2  N/A  Inquiry/HELP/Lookup 

 F3  Change Company  Delete 

 F4  Access Code (put in password)  Other Commands 

 F5  Sample Data  Abandon 

 F6  Change Date  Go To Customer Maintenance 

 F7  Quit CHECKPRO  Quit Transaction/Return to a Menu 

 F8  Print Screen  Print Screen 

 F9  Preparation  N/A 

 F10  N/A  Erase Line 

 TAB  Move to the Main Menu  Jump To First Field of Next Block 
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HINTS  (Continued) 

COMMANDS FUNCTION PERFORMED Page # 

  AL   Auto Title Loan 24 

  AM   Auto Title Miscellaneous 25 

  AS   Auto Sale 26 

  AT   Auto Title Transaction 27 

  B   Change Bank Information 28 

  BH   Business History  29 

  C   Change Customer Information 30 

  CASHIN   Cash Transfer In 31 

  CASHOUT   Cash Transfer Out 31 

  CLOCKIN   Employee clock-in 32 

  CLOCKOUT   Employee clock-out 32 

  DA   Deferred Application 33 – 34 

  DD   Deferred Deposit Entry 35 

  DELIVER   Bank Cash Deliver 36 

  DEPOSIT   Bank Deposit 37 

  H    Customer History 38 

  I    Inventory Sales 39 

  NO MO FEE   No Fee Money Order 40 

  NS   No Sale 40 

  O   Other Sale 41 

  PAYOUT   Payout Expenses 42 

  PU   Deferred Deposit Customer Pickup 43 

  R   Returned Checks 44 

  RI   Returned Item 44 

  RR   Reprint Receipt 45 

  S   Services 46 

  SI   Store Inventory Sale 47 

  SIGNOFF   Set Window Lock 47 

  STOP MO   Stop Money Order Payment 48 

  T   Taxable Sale Entry 49 

  TI   Transfer Inventory 50 

  TRACER   Place Tracer On Money Order 51 

  VOID MO    Void a Money Order 51 

  VOID MOF   Void Money Order Fee 52 

• When you are in CheckPro, Daily Work, Transactions Entry, enter “F2” in the Check 
Maker/Command Field and a list of all valid commands and all Check Makers whose 
checks have been accepted will appear. The chart below lists the commands.  (Note – 
A previously accepted Check Maker is not necessarily one currently approved for 
continued acceptance – Look for Warning Messages.) 
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Frequently Asked Questions 

Planning thoughts – notes to me. 
 
This manual is for the person at the window. Things that will be important 
to this person are: 
 
Insert hints (e.g. message boxes) 
How to get into the system; 
How to get started; 
How to navigate 
• Generally 
• In transaction mode 
• In Check Maker Screen 
• In Inquiry Windows 
How to get help; 
How to transact business; 
• Check cashing – Walk through a transaction –  pay attention to check-

maker field –  new customer, new check maker, multiple transactions. 
• Money order issuance 
• Taking payments on loans and beepers 
• Issuing money on loans 
• Selling stamps 
• Selling beepers 
• How to close. 
• Scanning 
Quick answers to FAQ (Questions from Lora). 

Lora,   
 
I will need some help on what are those FAQ’s. Can you either pose 
the questions yourself, or ask some of the various stores what they are 
and email them to me. I will research the answers and write them up. 
 
Thanks, 
 
Lee 
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GLOSSARY 
 

Cursor The light colored area appearing on the screen that indicates where an entry may 
be made. 

 
Field Any area on the screen where the cursor may appear, an entry be made, or an 

existing entry be highlighted. 
 
Highlight Occurs when the cursor is over a field where an entry is already made. 
 
Screen The view appearing on the computer monitor. For purposes of this manual, 

"Screen" in the text refers only to that part of the view 
that pertains to CheckPro. 

 
Check Maker Anyone who has written a check. 
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