Check Reader Setup and Usage

Connect the Check Reader as per the Figure below.
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& Do not place the Check Reader within 12 inches of a Computer
Monitor or power supply. These devices may cause undesirable
CAUTION interference with the check reading operation.

To setup the scanner, on the Contributions — Setup Menu click the Check option under
Entry Order. Click OK.
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You can now go into Add/Edit Transactions and click on the Scan Check option. A
message telling you to place the check in the scanner will display.

The check must be placed in the scanner with the front of the check facing in. Once the
check is scanned, the Find Person screen will display and you can choose the contributor
or ADD a new family from this screen. If you have already set the family up on the
Checking Account Maintenance tab of Setup, the individual’s record will display and
you can enter the Transaction Type, Amount, Fund, etc. If you have not set the
individual up on the Checking Account Maintenance tab, the program will
automatically add them to the tab.

After scanning all the checks for that day, you will need to Post your Transactions, Post
to G/L, and run any reports you need before clearing the week.



