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How do I… 
 
Pay My Dealers 

 
 
From the Main Menu select ‘Manage’ > ‘Post Dealer Sales’. 
 
You can Post and Print your dealer statements at any time.  It will only include those 
sales from sales tickets that have been completely paid and posted using the Daily Cash 
Reconciliation process. 
 

 
 
You may selectively pay individual dealers or you may include all the dealers.   
 
Enter the Posting Period then select the sales dates you wish to include for payment. 
 
The system will print reports for the requested dealers as below. 
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At the same time the system creates an expense invoice and a check in the Expenses 
system. 
 
From the Main Menu select ‘Expenses’ > ‘Create Checks Batch’.  The system will ask 
you to enter the date to print on each check. 
 

 
 
The system will examine all of the existing check records select those with dates on or 
before the date you enter.   
 
Press ‘Begin’ in the option panel on the left side of the screen. 
 
The system will display a list of checks to be printed.  You may remove any you do not 
wish to pay at this time by right clicking on a check and selecting ‘Remove check’. 
 
Load your blank checks into the printer and press ‘Begin Printing’. 
 
The system will ask you to enter the first blank check number. 
 

 
 
Press ‘Begin’ when ready. 
 
The system will automatically print all of your dealer checks, record the check number 
in the check record and mark those checks as ‘Outstanding’. 
 
 
 
 
 


