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How To Guide – Check Register and Deposit Report 

When you have completed the posting of payments you will need to generate the check register and 

deposit report. 

Check Register: 

1. Go to "REPORTS" tab => click "User Account Transactions" => select the date range for the 
reports. 

2. Select "Transaction Type" of "Payment" and "Payment Method" of " Cheque/Check". 

3. Click the "View" button. 

4. Scroll to the bottom and click the "Cheque/Check Register" button to produce the register report. 

 

Deposit Report: 

1. As above except select "Payment Method" of "Cash". 

2. Scroll to the bottom and click the "Deposit Report" button. 

3. The "Deposit Report" is a daily total of the cash collected. 

   

 


