
 

A/R Check Inquiry 

Check Inquiry is where you can look up any information on any A/R check you have in 
the system. This report shows Check Number, Control Account, Customer Account, 
Customer Name, Invoice Number Payment Date, Total Amount, Control Account Name, 
Bank Account, and Invoice Date 
Note: If you only have the check number you can look it up by only giving the check 
number or if you only know what the job name is that the check paid for you can look it 
up by the job name and it will list all the checks associated with that job 
From the Main Menu (Accounts Payable > Checks > Check Inquiry)  

 

Report Filters 

All Checks: You can select this option to see all checks, for example say you have a 
check selected but want to go back to viewing all the checks, simply click (All Checks). 

Account: This is where you select which account you want to look at or you can decide 
to look at all accounts.  

 



You can run the report by Check or by Vendor  

By Check: You search by check number in the “Tree” 

 

By Vendor: You search by vendor name in the “Tree” 
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Report Options 

Date: You can choose your date range here 

 

Searching By Check: To the left of the screen you have what we call a “Tree”. This 
gives you the check numbers, Bank Account, Control Account. You can type in the 
check number and then click the plus sign beside the check number and it will show you 
everything that check paid. When you click on the check it comes up on the right side of 
the screen showing you Vendor Name, Invoice Number, Invoice Date, Check Number, 
Payment Date, Total Amount 
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Searching By Vendor: This gives you the Vendor Account, Vendor Name, Control 
Account. You can type in the vendor account and then click the plus sign to the left of 
the account name and it will show you all the checks cut to that vendor within the date 
range you have provided. By clicking on the vendor it will give you more detail to the 
right of the screen  
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