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Disclaimer

While PDS Infotech (P) Ltd. makes every effort to deliver high quality products, we do not guarantee
that our products are free from defects. Our software is provided “as is" and you use the software at
your own risk.

We make no warranties as to performance, merchantability, fitness for a particular purpose, or any
other warranties whether expressed or implied.

No oral or written communication from or information provided by PDS Infotech (P) Ltd. shall create
a warranty.

Under no circumstances shall PDS Infotech (P) Ltd. be liable for direct, indirect, special, incidental, or
consequential damages resulting from the use, misuse, or inability to use this software, even if PDS
Infotech (P) Ltd. has been advised of the possibility of such damages.

These exclusions and limitations will apply in all jurisdictions.

Information in this document is subject to change without notice. No part of this manual may be
reproduced, stored in a retrieval system, or transmitted in any form or any means electronic or
mechanical, including photocopying and recording for any purpose other than the licensee’s
personal use without the written permission of PDS Infotech (P) Ltd.

All trademarks used herein are properties of their respective owners.
Copyright © PDS Infotech (P) Ltd. All rights reserved.

PDS Infotech (P) Limited

6, Hungerford Street

The Regency, 4™ Floor

Kolkata 700017

Phone: (91 33) 22875500

Email : info@pdsinfotech.com
Website : www.pdsinfotech.com
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Preface

1 Preface

CHEQUEMAN is a state-of-the-art software solution, which enables its users to print smart and
professional looking cheques efficiently. CHEQUEMAN is a complete Cheque printing and
Management software that is capable of printing error free cheques quickly and managing all the
cheque records for useful reporting.

CHEQUEMAN uses a versatile and configurable tool that is compatible to most of the printers and
adapts to any cheque format with minimal efforts.

1.1 Audience
This manual is intended to assist the users of the CHEQUEMAN software.

1.2 Manual Organization

This manual starts with the detailed description of installation and registration of the CHEQUEMAN
software. This is followed by the overview of the complete software including Cheque Printing and
Bulk Cheque Printing. Then it continues to describe all the features of ChequeMan in details.

1.3 Document Convention
This guide uses the following formatting conventions:

Figure 1-1 Document Convention Guide

IF YOU SEE..... IT MEANS....

boldfaced text Emphasized subjects

o The word or set of words are especially
italicized text

emphasized

Blue written text indicates mandatory
Blue text i ;

information.

The following paragraph provides additional
Note: . .

information
= The following paragraph provides suggestive

ip:

use
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Software Installation and Registration

2 Software Installation and Registration

2.1 Hardware and Software Requirement
= PC-Pentium /1 GB RAM

= Minimum 1024 x 768 resolution
=  Windows XP or higher version
= 150MB Hard disk space

2.2 Software Installation and Registration

ChequeMan operates on the .NET framework of Microsoft. If the system already has the .NET
framework in place, ChequeMan installs directly, otherwise, the .NET framework and its components
are installed followed by the installation of ChequeMan. To install the software insert the
ChequeMan CD in your PC. Double click on setup file.

The following screen will be displayed:-

Figure 2-1 Software Installation — Step1

iw C hequeMan

Welcome to the ChequeMan Setup Wizard %ﬂﬁ@

The installer will guide pou through the steps required to install Chequebkd an on your computer.

"WARMIMG: Thiz computer program is protected by coperight lavs and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it may result in zevere civil
or criminal penaltiesz. and will be prozecuted to the masimum extent pozsible under the law.

I:anCEI | | , ........... H EHt} ............ -.

Click on <Next> button to get the following interface where you can view the default folder in which
ChequeMan software will be installed.
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Software Installation and Registration

Figure 2-2 Software Installation — Step2

e hegqueMan

Select Installation Folder %ﬂ@

The inztaller will inztall Chequebd an to the following folder.

To install in thizs Folder, chick "Mest". To install to a different folder. enter it below or click "Browse'".

Folder:
C:%Proaram FilezChegquebd anh, Browsze... |

Disk Cast... |

Inztall Cheguekd an for yourzelf, or for anwone who uzes this computer:

f* Ewvernone

" Just me

Cancel % Back

Use the <Browse> button in case you want to change the installation folder. Before installing, if
desired, click on <Disk Cost ..> button to know the availability of the disk space on your system. After
you have selected the destination folder click on the next button to get the following interface:

Figure 2-3 Software Installation - Step 3

i ChequeMan

Confirm Installation Wﬁf"

The inztaller iz ready to install Chequebd an on pour computer.

Click "Mest'" to start the installation.

Cancel < Back

Click on the <Next> button to confirm and start the installation procedure. On completion of this you

will get the following interface: -
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Software Installation and Registration

Figure 2-4 Software Installation -Step 4

iw C hegqueMan

Installation Complete Ww

Cheguebdan haz been succezsfully inztalled.

Click "Cloge' to exit.

Pleaze use “wWindows pdate to check for arny critical updates to the NET Framework:.

Click on <Close> button to exit the installation. Click on the software icon created on the Desktop to
launch the software. The software needs to be registered with PDS Infotech (P) Ltd. before one can
start using the same. For ChequeMan registration you will get the following interface:

Figure 2-5 Software Registration
i Registration

Welcome to ChequeMan
Registration

The software needs to be registered before it can be used.

Select the process for registration from the following options then click Hext.

(=) Online [Internet connection required]

) Dffline

4 N1 p
WAL
HOTE : Online 1z an automatic Registration process. Offline process can he'do'r!é) eith one or through internet

dCCEess. -
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Software Installation and Registration

Registration of the software can be done by one of the following ways:

= Online (internet connection required)
= Offline
Each process is explained below:

ONLINE REGISTRATION

Select ‘Online’ on the above interfacle and click on <Next> button. The following interface is
displayed:

Figure 2-6 Online Registration - Step1

& Registration

Online Registration Process

Step10f 2 : Enter Serial No..

Provide the serial number

Serial No.  [H18G5UK12F

[ Cancel ][ < Back ]L_ﬂ_eut) i

Enter the Serial Number provided to you along with the software package and then click <Next> to
proceed. On entering the valid serial number, you get the following interface:
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Software Installation and Registration

Figure 2-7 Online Registration — Step2

# Registration

Online Registration Process

Step 2 of 2 : Enter Licenzee Details

Name |3 KEJRIWAL
Company Name |PDS INFOTECH PRIVATE LIMITED

E-mail | infof@ipdzinfotech. com

Mobile No.

Address 0OLD COURT HOUSE STREET

City KOLKATS, FIN | 700001
State |WEST BENGAL v
Phone No. |033-22623535

Faz Ho. |

[ Lancel J[ < Back Jh Mext > J

Provide your details and click <Next> to proceed and complete the registration process. You will get
the following confirmation screen where you have to select <Finish> button to exit the registration
process:

Figure 2-8 Online Registration — Step3

4 Registration

Registration Complete

ChequeMan has been successfully registered.
Click Finish to Exit.

Concel [ <k
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OFFLINE REGISTRATION

Select ‘Offline’ on the above interface and click on <Next> button. The following interface is
displayed:

Figure 2-9 Offline Registration — Stepl

i Registration

Offline Registration Process

Step 1 of 2 : Enter Activation code

For offline registration vizit the following URL : http: A Achequernan. comn/R eqister-5 ofbveare. azps

or call PDS Infotech at +91-33-22623535, 64596006. \ Y,

Pleaze note while Registering you need the Serial No. [provided along with zoftware] and
Syztem Id as dizplayed below.

Syztem 1D 367990254

Activation Code |

’ LCancel ] ’ < Back ] ’ Hext > ]

The identification of your computer system is displayed. You will need the Activation Code for
completing the registration. You can get this either by visiting our website (as per the web address
mentioned on the interface) by filling up a web form with the requisite details or by calling our
Helpdesk. You will need the Serial No. (as provided along with the software package) and the
‘System ID’ as displayed above while filling the web form.

The Activation Code will be made available which needs to be entered in the form above. Click on
<Next> button to proceed.

If the Activation Code is correctly keyed in, following interface will be displayed:
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Software Installation and Registration

Figure 2-10 Offline Registration — Step2

i Registration

Offline Registration Process

Step 2 of 2 : Enter Licensee details

Provide the following information then click Hext

Enter Senal Ho. |H1855L|K1 2F . f j

Licensee Name |5 KEJRMwAL |

J
A u .
3 . | by

N Ne
\

Email |inf0@pdsinf0tech.con‘l

[ Lancel ][ < Back ][ Mext > ]

In the above interface, you will have to enter the Serial No. (provided along with then software
package), User Name and Email. Click on <Next> button to complete the offline installation process.
After successful installation and registration, the following start up screen will be displayed.

Figure 2-11 Offline Registration — Step3

g ChequeMan B@@

Setup Cheques Reports Utilities  Exit

Print Cheque
[ Cheque Book ]
Cheque Design
Query Report

Account Setup

Backup

Developed by :

PDS Infotech (P) Ltd.
20, Old Court House Street
2nd floor, Kolkata - 700001

Sl No. : anikserial
Ver. : 01-Dec-2013

http: / /v, chequeman . com/ info@chequeman. com Helpline : +91-33-22623535, 64596006 l.””_]
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2.3 Setting up Multi user Environment

ChequeMan is also available in a multiuser edition, wherein multiple machines connected in LAN can
be configured to share the same data. This is done on the basis of the client server architecture in
which one machine is server, which stores the data for all the machines, and other machines are
clients. .

To create the multi user environment, the server version of the software has to be installed first.
After the server version is installed, one can install the client versions and connect them with the
server.

Process to register the Server Version of the software
The registration process for server version is same as explained above in section 2.2.

Following is the home Page of the ChequeMan server software:

Figure 2-12 Server Home Page

¥ ChequeMan

Setup Cheques Reports Utilities  Exit

Print Cheque

Cheque Book

Cheque Design

Query Report

Account Setup

Backup

ULTI USER EDITION

Developed by :

PDS Infotech (P) Ltd.
20, Old Court House Street
2nd floor, Kolkata - 700001

http: / fwnnr. Chequenan. comf | infoechequenan. con |Helpline : +91-33-22623535, casosoos | ||| R |

Process to register the Client Version of the software

For registration of client version the following screen will be displayed:
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Figure 2-13 Client Registration — Step 1

# Registration

Welcome to ChequeMan (Client)
Registration

Select Server Folder
Z/PDS1/CHEQUEMANISERYER])

Enter Server Serial No. |IDSBB3.INI]I] |

Enter Mame for thiz machine |PDS-CLIENT |

Enter the following details:

Select Server Folder: Select the path, where the server version of this software has been installed.

ONote: The folder in which the server is installed has to be shared with complete read/write
access.

Enter Server Serial No.: :  Enter the Serial Number of the server.

Enter Name for this machine: :  Enter a suitable name for this machine.
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Software Installation and Registration

Click on the ‘Next’ Button to continue. The following screen will be displayed:

Figure 2-14 Client Registration — Step 2

# Registration

Registration Complete

ChequeMan has been successfully registered
Click Finish to complete the Process and Exit.

LCancel

< Back

Click on the ‘Finish’ button to complete the process of client registration. The home Page of the

ChequeMan Client software will be displayed, as shown below:

Figure 2-145 Client Home Page

ChequeMan User Manual
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i ChequeMan Q@@

Setup Cheques Reports Utilities  Exit

Client

Print Cheque
Cheque Book
Cheque Design
Query Report
Account Setup

Preferences

Developed by :

PDS Infotech (P) Ltd.
20, Old Court House Street
2ndfloor, Kolkata - 700001

SL Ho. : shreymulti (Client User)
Ver. : 01-Dec-2013

http: / fsnmr. Chequenan. com/ | infoechequeman. con Helpline : +91-33-22623535, 4596006 | ||| INEREED

D. Support Desk / Helpline
If you have any operational difficulty, please contact our centralized help desk as under:

PDS Infotech (P) Limited

6, Hungerford Street

The Regency, 4th Floor
Kolkata 700001

Phone: (91 33) 22875500
Email: info@chequeman.com
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Overview

Overview

ChequeMan is simple utility software that facilitates in printing cheques on standard leaves provided
by banks instead of writing by hand. The printed cheques are smart, quick and error-free with no
smudges and overwriting. With a host of features, it improves accuracy and efficiency.

Editions

ChequeMan is available in two different editions to cater to the requirement of different market

segments. The two editions are as follows:

i Standard Edition
ii. Professional Edition

A brief description of the two is given below:

Figure 3-1 Standard & Professional Edition

Feature

Standard Edition

Professional Edition

Multiple Account Holders /
Bank Accounts

Maximum of 3 nos. of Account
Holders having a total of
maximum 10 nos. of Bank
Accounts

Unlimited Account Holders
without any limitations on the
number Bank Accounts

Interactive Cheque Format
Designer

Facility to web import ready to
pre-designed formats

Cheque Book Management
System

Prepare and print up to 50
cheques in one lot

Record Manual Cheques

Excel import for cheque
printing

Post dated cheques can be
issued

Standard Reporting System

Password Protection

Batch printing

NN NS N AN N AN NN

URENANE N N AN N AN N RN
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3.2

3.1

Overview

Print EMI cheques

v

Advanced Query Reports

v

Print Incomplete Cheques

v

Multiuser Option (Optional)

X| X[ XX

Multi User Environment

ChequeMan is also available in a multiuser edition, wherein multiple machines connected in LAN can
be configured to share the same data. This is done on the basis of the client server architecture in
which one machine is server, which stores the data for all the machines, and other machines are
clients. Software can be used from both server version and the client version.

Each machine has the provision to setup its printing preferences independently. This also includes
setting up of the cheque formats.

ONote: One cheque book cannot be used by more than one client machine at any given point of
time.

Cheque Printing - Process Overview

This is the process through which cheques can be printed quickly, smoothly and accurately. It gives
the cheque a smart and professional look.

In order to do so, a quick initial setup has to be done. The user has to create the account(s), the
desired cheque formats and the cheque books.

Once this is done, the system is ready to print cheques in no time. The user just needs to enter the
payee name and amount and click on the print option. Within seconds, the printed cheque is ready
for use.

Figure 3-2 Cheque Printing

L‘\ Professional, smart
— '/ looking cheque(s)

nrintad
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Overview

Screen wise - Initial Setup & Cheque Printing

There are three steps involved in the initial setup of the software. Once this is done, cheque printing
is a simple one step process.

Each step has been explained in brief below:

ONote: Each step is explained in details in the subsequent sections.

Initial Setup

1. In the Account Setup screen the user has to enter the details of the Account Holder along with
the corresponding bank accounts. Every account holder should have at least one bank account.

Figure 3-3 Screen wise Initial Setup — Account Setup

oll Setup Cheques Reports Utilities  Exit -8 x
acoount Setn Seriort

Account Holder |

[ e.g. - Account Holder : Manish K Kumar, Short Name : MKK ]

Bank Aic Ho. |

Bank Name

Short Name

Branch Name |

7
1)
il

Remarks |

Get Rubber Stamp image

Save Cancel

Account No.
» 01252544
Test - 009101

Bank Name
BANK OF BARODA
BANK OF BARODA

Branch
DALHOUSEE
Park Street - Kolkata

Account Descriptor
TEST - BOB - 01252544 - DAL
MKK - BOB - Test - 009101 - PSK.

m

<

. chequeman . com/

.

infofchequenan . com

Helpline :

+91-33

64596006

2. The user has to setup the design of the cheque leaf as per the cheque book that has been
provided by the bank. This is done through Cheque Design Template.

ChequeMan User Manual
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Overview

Figure 3-4 Screen wise Initial Setup — Cheque Design Template

E-ChequeMan -V[Clgeq Lol 7J
oyl Setup Cheques Reports Utilities  Exit - B

Edit Mode Cheque Design Template Step 2 of 2

Find !F’/essAIt +F

Select Bank Name |AXIS BANK - Cheque Design Identifier [AXIS-01
et Omm o[ e wan [ Omm A
N Activate
- Rubber
Date: [ppmmnvyyy Stamp
fa
— Account
Number

Pay —
2 Payee Name 1st Line

Rupees -
a4 -iAmount In Words 1st Line

LN
~ {Amount In Words 2nd Line [ L®-__[Amount
LRl NOT OVER Rs.

CAADV 153252

/‘ AXIS BANK LTD.
q5 fa.
S

"000e25L 7002430430 453252 11

Design not in use [ Insert cheque Image || Web Import I Test Print ]

Add || Eait || save |[ saveAs |[ cancet || Delete ||  Exit

| infoechequeman . com | Belpline : 35, sasocoos | ||| S|

The user has to define the Cheque Book, which contains the cheque leaves, before printing of

cheques can be started.

Figure 3-5 Screen wise Initial Setup — Cheque Book

E ChequeMan - [Cheq ras
ol Setup Cheques Reports Utilities  Exit - 8 x
Edit Mode Cheque Book Entry Step 1 of 1
Select Account |TEST - BOB - 01252544 - DAL | Dpate (28102013 | pojransvivy
Number of Cheque Leaves 25 Starting Cheque Ho. 001545 End Chegue no. 001569
Cheque Design Identifier [BOB -] Testprint

Itis recommended to <Test Print> the
cheque format and ensure proper

synchronisation as every i
formats could have minor placement
variations.

[] Print Rubber Stamp

[1 Print Account Number

Block Cheque Book

Find [Press Alt + F |

Date Account No. Starting No. End No. TotalLeaves Unused Leaves

» 2013 TEST-S0B-02S254-0AL | amss oomses| s a0

Edit || Delete [  Exit |

chequeman . com Helpline : +
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Cheque Printing

1. Once the Cheque Book has been defined and a proper Cheque Design has been assigned to it,
the user is now ready to start printing on the cheque leaf.

Figure 3-6 Screen wise Cheque Printing — Cheque Printing

- Chequehtan - Print Cheques] T = ) [
ol Setup Cheques Reports Utilities  Exit -
Print Mode Print Cheques Step 1 of 2

TEST - BOB - 01252544 - DAL List of Previous Cheques
001545 - 28/10/2013 131112013
Cheque No.| Payee Name Cheque Amount | Cheque Date |Remarks Alc Payee
001549 |RAJSTONE COMPANY PVT. LTD 20,000.00] 13M1/2013 \ New Payee
001550 |GLOBE ROAD WAYS PVT. LTD 10,500.00| 13M1/2013 i HNew Payee
001551 | SUSHANTA GUHA 6,000.00| 13/11/2013 W HNew Payee
001552 0.00
001553 0.00
001554 0.00
001555 0.00
001556 0.00
001557 0.00
001558 0.00
001559 0.00
001560 0.00
001561 0.00
001562 0.00
001563 0.00
001564 0.00
001565 0.00
001566 0.00
001567 0.00
001568 0.00
Mo. of Cheque(s):3 Total Value : 36,500.00
—— e e

http: //wne. chequeman . com/ | inforchequenan. com | Belpline : +91-33-22623535, 64596006 | S|l

3.2 Getting familiarized with the Action Buttons of CHEQUEMAN

Figure 3-7 Table of Action Buttons

Add Enables you to create a new record.

Save Enables you to save data. It could be a new record or a modified
record.

Cancel Enables you to reset the screen. The screen is now ready to accept a
new entry.

Edit Enables you to modify a record. This is to be clicked after selecting a

record for modification purposes.

Search Enables you search records using the search parameter(s). All records
will be filtered and only searched records will be displayed.
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e

Restore | Enables you to restore the record that has been marked for deletion.
This option is available only in Correction Returns.

-
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4 Setup

4.1 Defining Account Setup
In Account Setup, all the Account Holders are created along with their corresponding Bank accounts.
Every Account Holder should have at least one Bank Account.

In order to access the Account Setup, click on the ‘Account Setup’ tab in Fig. 4.1

Figure 4-1 Account Setup —Stepl

E 4 ChequeMan

Setup Cheques Reports  Utilities  Exit

TRIAL VERSION

Print Cheque
Cheque Book
Cheque Design
Query Report
Account Setup

Backup

Developed by :
PDS Infotech (P) Ltd.

20, Old Court House Street
2ndfloor, Kolkata - 700001

- 01-Dec-2013
* RT35H4T

http: / /wwmw. chequeman. comf |infu.@che([ueman.cmn ]Helpline : +91-33-22623535, 64596006 |'””_!

The following window appears which displays the screen to enter all the details of the Account
Holder. All the corresponding bank accounts are entered here.
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Setup

Figure 4-2 Account Setup —Step2

- Cheauettan - tnccourt e T = s
) Setup Cheques Reports Utilities Exit - =
Account Setup Swpiorn
Account Holder | | sworthame [ |

[ =.g. - Account Helder : Manish K Kumar. Shert Name : MKK ]

[ Get Rubber Stamp image

.
\ L 1

‘ Save Cancel

m

Account No. Bank Name Branch Account Descriptor
> 01252544 BANK OF BARDDA DALHOUSEE TEST - BOB - 01252544 - DAL
Test - 009101 BANK OF BARODA Park Street - Kolkata MKK - BOB - Test - 009101 - PSK

m

http: //www. chequeman . com/ infofchequeman . com Helpline : +91-33-22623535, 64596006

This screen is divided into 3 broad sections.

The first section at the top accepts the name of Account Holder and the short name for same.
The second section in the middle accepts the Bank Account details of the account holder.
The last section at the bottom is a tabulated box that displays the list of all the banks.

Account Holder (mandatory) :  Enter the name of the Account Holder.

Short Name : Enter the short name of the Account Holder.

Bank Account No. : Enter the Bank Account No. Of the Account Holder.

Bank Name : Enter the Bank name of the Account Holder.

Short Name : Enter the short name of the Bank of the Account Holder.

Bank Branch Name : Enter the Bank Branch name of the Account Holder.

Short Name : Enter the short name of the Bank Branch of the Account Holder.
Remarks : Enter Remarks.

Click on the button to save the record. The details of the Bank will be displayed in

the tabulated box below.
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. Add Bank A t
In order to attach another Bank Account to the Account Holder, click on ans Actouns

Enter the bank details as explained above and click on &J

As additional bank accounts will be attached to the account holder, they will be displayed in the
tabulated box below.

Modify Record

In order to edit a record, use the mouse to select the entry in the grid that needs to be modified.
Either double click on this entry or click on the <Edit> button. The selected entry will be displayed in
the upper sections of the screen for modification.

Click on the lﬁj to save the record.

Delete Record

In order to delete a record, use the mouse to select the entry you need to delete. After selecting the
record click on <Delete> button, then after seeking your reconfirmation the record will be deleted.

ONote: If any cheque has been created for the selected Account Holder / Bank Account, it
cannot be deleted.
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4.2 Define Cheque Design Template
For Cheque printing it is required to setup the design of the cheque leaves as per the cheque book
that has been provided by the bank. This is done through Cheque Design Template.

In order to access the Cheque Design Template, click on the ‘Cheque Design Template’ tab in Fig. 4.1
or Select <Cheque Design Template> from the <Setup> Menu.

Figure 4-3 Cheque Design Template —Step1

7 Chequenie: I
Setup | Cheques Reports Utilities Exit
Account Setup

| Cheque De=sign Template

Bank Hame
Payee Details

Payee Batch

The following screen will be displayed:

Figure 4-4 Cheque Design Template —Step2
- ChequeMan - [Cheque Design Template] NN T T —

ot Setup Cheques Reports Utilities  Exit

Cheque Design Template Step 1 of 2
Find
Cheque Design Identifier Bank Name Create Date Modified Date Image Present
» axis01 AXIS BANK 23/12f2011 20/04/2012 Yes
21502 AXIS BANK 23/12f2011 20/04/2012 Ves
HDFC-01 HDFCBANK LTD. 23/12/2011 20/04/2012 Yes
HDFC-02 HDFCBANK LTD. 23/12f2011 20/04/2012 ves
ICICI-01 ICICI BANK 23/12/2011 20/04/2012 Yes
PNEB-01 PUNJAB NATIONAL BANK 23/12f2011 20/04/2012 ves
PNE-02 PUNJAB NATIONAL BANK 23/12/2011 20/04/2012 Yes
SBI-01 STATE BANK OF INDIA 23/12f2011 20/04/2012 ves
SBI-02 STATE BANK OF INDIA 08/02/2012 20/04/2012 Ves

e savee [ cancen e e

http://www. chequeman . com/ | infoechequenan . com | Belpline :

A list of all the existing Cheque Design Templates that have already been created will be displayed in
a tabulated box. It may also contain some of the pre-created formats of a few banks.

In order to create a new cheque template, click on the ‘add’ button displayed below.
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Figure 4-5 Cheque Design Template —Step3

o-/ Setup Cheques Reports Utilities  Exit -8 x
Cheque Design Template
Find [Press Alt + F |
Select Bank Name |CANARA BANK ~]  Cheque Designidentifier |
Left | 0)mm  Top Omm width [ Omm  [] Activate

[DDMMIYYYY

Payee Name 1st Line
Payee Name 2nd Line
|Amount In Words 1st Line
Amount In Words 2nd Line

Amount

| msert Cheque Image | Web Import I Test Print ]

add || Edit || save || saveAs |[ Cancel | Delete | Ext |

The following field have to be entered:

Select Bank Name (Mandatory) : Select the Bank from the drop down box.

Cheque Design Identifier (Mandatory): Enter an appropriate name for this cheque.

ONote: The Identifier is for your reference and can be a short abbreviation for convenience in
understanding and remembering.

The middle part enclosed between two measuring rulers is the place where the cheque template is
designed. The printing components, in a cheque, are as follows:

» Date

Payee (Line 1)

Payee (Line 2) — Optional — as many formats does have this provision
Amount in words (Line 1)

Amount in words (Line 2)

Amount in figures

A/c Payee symbol

YV V VYV VY

The design of the cheque can be setup in three methods:

Option 1
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In order to setup the design of a cheque, measurements of each printable component of the cheque
(as explained above), can be setup individually.

For each printable component on the cheque, measure its distance from the top of the cheque and
from the left edge of the cheque and measure its width. These measurements have to be in
millimeters (mm). Example to find out the measurements of the component ‘Payee Name 1st Line’ is
shown below:

Figure 4-6 Cheque Design Template —Step4

E}'—d\equeﬁlan - [Cheq J
@l Setup Cheques Reports Utiliies  Exit -
Edit Mode Cheque Design Template Step 2 of 2
Find [Press Alt + F
Select Bank Name [PUNAB NATIONAL BANK V] Cheque Design Identifier IPNB-M
Left | 0] mm  Top ‘ 0‘ mm  Width l:] mm Activate
mm BT [ T = L oS o G A G JER T
1 . T e @ punjab national bank 0l A 7Y A PAYABLE AT ALL BRANCHES
{ [Pyt 20 oyt e gt 20 e
" DIStanql , S afibibmsiabalirs] s ch o}
Left b Market, KOLKATA - 700087 DOMMYYYY
? > = EFT IFS Code : PUNB0009300 DOMMYYYY
Dis1 a Eé” {[Payee Name 1st Line e ST T ONEERCE:
b} B RUPEREE [Amount In Words 1st Line > |
= 3 < [famount |
']~ [Amount In Words 2nd Line PlFi |Hta b I e Wid hm al %
- R —
qo New Account
IR
o4 &
18
: cPayes
5 = Authorised Signatary(ies)

[7] Design notin use

Insert Cheque Image ‘Web Import Test Print

Add Edit || save | saeAs | cancel || Delete Exit

http: //wnw. chequeman. con/ | infogchequenan. com | Belp1ine : +91-33-22623535, 64596006 111

Select the printable component, Payee in this example, by clicking on it. Enter the measured
distances in the slots labelled as Top, Left & Width and accordingly it will move and set itself at the
desired place.

You may also drag & drop the printable component at the desired location. For altering the width,
one can also use the mouse; the same is done by dragging the small square present on the sides of
the component.

ONote: Measurement of each printable component of the cheque has to be defined separately.

After designing each printable component of the cheque, save the template by clicking on the
button ‘Save’.
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Option 2

To simplify the process of measuring as explained in Option 1, one can insert the scanned image of

Insert Cheque Image
the Cheque into the template using the : button.

Select the scanned image file of the cheque from your computer as shown below:

Figure 4-7 Cheque Design Template —Step5

* Choase the image file to Print = W & [

Q@-\ i Program Bl SRPRCHEE R T ~ [ 43 || Search ChegquetanTrial 2]

Organize v Mew folder =2 0 @

o
- Favorites

B Desktop 3

e i =

AR — L e

} Scanned Cheque chequeman-scre no_image rubber-stamp
4 Libraries E Images enl

£ Documents

&' Music

=] Pictures

B videos

%l Recent Places

1M Computer
&, Local Disk (C3)

s Local Disk (D) =

File name:  PUNJAB NATIONAL BANK GREEN « | JPEG File -

Click on the ‘Open’ button. Once the image is placed, the printing components can be dragged and
dropped in alignment with the cheque. The printing width can also be accordingly adjusted (as
explained in option1) as per the image.

ONote: Care should be taken that before importing the scanned image all the unused spaces in
the sides of the cheque should be cropped.

Option 3

For the convenience of ChequeMan users, a library of pre-designed templates has been uploaded on
internet (web) platform. In case the format desired is available on the web, one can directly import

Web Import

the design template by providing the Design Code after clicking

This option is enabled only in the presence of the internet connection. A link is provided to view the
available formats on the web. Click on ‘Click here’ to view the webpage:
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Figure 4-8 Cheque Design Template —Step6

1 Provide the Cheque Design Code for download from the internet.
Click here to view the ready to use template on the Internet browser.

-

Enter Design Code ||

| ®]

Even for the downloaded template it is recommended that one
should test print and format adjustment if required.

Close

The following window will appear, displaying the list of all the bank names available in the software

library.

Figure 4-9 Cheque Design Template —Step7

Helpline : +91-33-22623535, 64596006

Email : info@chequeman.com

CHEQUE FORMATS

Refresh

Click on the Bank name below to view the available cheque design formats. In case the name of the bank you are looking for is missing, please mail
us the scanned copy of the Cheque format and we shall be glad to upload the bank name along with the corresponding cheque format. For the time
being you will have to set up the design yourself through the interactive Cheque Design Template within the software.

ABHYUDAYA CO-OPERATIVE BANK LTD.
ABH AMRO BANK

ALLAHABAD BANK

ANDHRA BANK

AXIS BANK

BANK OF BAHARAIN & KUWAIT B.5.C.
BANK OF BARODA

BANK OF INDIA

BANK OF MAHARASTHRA

BANK OF TOKYO-MITSUBUSHI UF.J
BARODA RAJASTHAN GRAMIN BAMK
BHARAT CO-OPERATIVE BANK
BHAVANI SAHAKARI BANK

KARNATAKA BANK

KARUR VYSYA BANK

KOTAK MAHINDRA BANK

LAXMI VILLAS BANK

MIZUHO CORPORATE BANK

ORIENTAL BANK OF COMMERCE

PUNE URBAN CO-OPERATIVE BANK

PUNJAB & MAHARASHTRA CO-OPERATIVE BANK
PUNJAB & SIND BANK

PUNJAE NATIONAL BANK

ROYAL BANK OF SCOTLAMND N.V.

SAMATA CO-OPERATIVE DEVELOPMENT BANK
SARASWAT CO-OPERATIVE BANK

Click on your bank in the above page, to display all the available cheque formats for this bank. Every
cheque format is provided with a design code, as shown below:
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Figure 4-10 Cheque Design Template —Step8

Helpline : +91-33-22623535, 64596006

Email : info@chequeman.com

CHEQUE FORMATS

ALLAHABAD BANK

software.

PLE3S LS 7000300800 i

Design Code: 11137
Uploaded on : 03/01/2013

The following cheque formats are available in our library. Get the Design Code for the required format from here which will help you to import the same into the

e v
WE

T T
R VY T

Ypay I e = 17 % Or Bearer
L A U A A S e S
1+ FIETY SIXONLY R e
i ma |
5 No. J
6115413005 acse
o

imiDate

| PAY. A G SR L
Pl A SO R SR e é _ W UR A OR BEARER
R PR B e D L _.-.é; TRs

EE== o

orerang S

ALLAHABAD BANK

e ¢, o - 10 cot

MISSION ROM, KCLXAT - To0ca

Mo ALMDTH0

7000400386 %}

Design Code: 11093
Uploaded on : 11/07/2012

http://cheq

com/Services/cheque-images/11093.JPG

Note the design code of the desired template from the above page, specify the Design Code in the

software and click on E] to import the design.

It may take up to a couple of minutes for the process, depending on the connectivity speed. Once
imported, the cheque image with pre-arranged printing components will be displayed on the screen
as displayed below:
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Figure 4-11 Cheque Design Template —Step10

 crequeton - Coesue i T N |
8 Setup Cheques Reports Utiities Exit -8 x
Cheque Design Template
Find |Press Alt+ F
Select Bank Name [ALLAHABAD BANK - Cheque Design Identifier [ALLBKO1

Left [ 158 mm  Top 6 mm  Width mm Activate D]IDID
el s B et B0, 160, [0, B0, 120, 100, [uo:  [2c. |iso [ [l :

goIETag diep | ALLAHABAD BANK G el T e P
o, e - 700 016 QoMM Y YY v j

yeriveE 3 00 0° i
International Branch, Kolkata - 700 016 e R

7] pay [Payee Name 1st Line i |t sirees @ Or Bearer
st Hijebld[Amount In Words 1t Line |
- [Amount in Words 2nd Line | s mt i ? J

: B115413005
0 JPayee Name 2nd Line

"L93515" 70004008600

insert Chequeimage || Webimport || TestPrint |

Add || it | save || saveAs | Cancel || Delete Exit

[ Test Print |

After completing the designing part, click on the button to print a sample of

the template for previewing and testing the format adjustments.

Once done click on the <Save> button. The saved entry will be displayed on the grid.

ONote: It is recommended that you should keep some blank paper that is cut in the size of the
cheque leaf for the testing purpose. A few of such blank paper have been provided for testing
purposes (with Licensed Version).

Owing to many factors, there could be some discrepancies, which one will have to correct by
adjusting the placement of the printing components.

Modify an Existing Design

From the main grid, double click on the design that needs to be edited. One may also select the
design on the grid and click on ‘Edit’ button.
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Figure 4-12 Cheque Design Template —Modify
- ChequeMan - [Cheque Design Template] NN T 00 T

o5 Setup Cheques Reports Utilities  Exit

Find
Cheque Design Identifier Bank Name Create Date Modified Date Image Present
> AXIS-01 AXIS BANK 23/12f2011 20f04/2012 Yes
AXIS-02 AXIS BANK 23/12/2011 20/04/2012 Yes
HDFC-01 HDFC BANKLTD. 23/12/2011 20/04/2012 Yes
HDFC-02 HDFC BANKLTD. 23f12/2011 20/04/2012 Yes
1CICI-01 ICICI BANK. 23/12/2011 20/04/2012 Yes
PNB-01 PUNIAB NATIONAL BANK 23/12/2011 20/04/2012 Yes
PNB-02 PUNIAB NATIONAL BANK 23/12/2011 20/04/2012 Yes
SBI-01 STATE BANK OF INDIA 23/12/2011 20/04/2012 Yes
SBI-02 STATE BANK OF INDIA 08/02/2012 20/04/2012 Yes

TR e [ e T

http://wwnw. chequeman . com/ | tnroschequeman . com | Belpline :

The design will be displayed with its current settings (including the Cheque image, if inserted earlier).
One can make necessary modifications and ‘Save’.

After making the modifications, if one desires, this changed design can be saved in a different
‘Cheque Design ldentifier’ through the ‘Save As’ option. By doing so, the earlier design is not
disturbed and a new design will be created with minimal effort. This is very useful when minor
changes takes place in the format. The earlier format remains intact for the cheque leaves printed
earlier and the modified format can be used to print newly received cheque leaves.

Deleting an Existing Design
Designs can be deleted from the main grid by selecting and clicking on the ‘Delete’ button. After

seeking your confirmation it will go ahead and delete.

ONote: Deletion is only possible if the selected design template has not been attached to any
Cheque Book. In other words only unused design template can be deleted.
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4.3 Bank Name

The bank names that are attached to the Account holders have to be entered in the Bank Name
option of the Setup menu. The popular Indian Banks have been pre-entered for the user’s
convenience

In order to access Bank Name, click on the Bank Name option of the Setup Menu.

Figure 4-13 Bank Name — Stepl

Setup | Cheques Reports Utilities Exit

Account Setup
Cheque Design Template

| Bank Name

Payee Details

Payee Batch

The following screen will be displayed:

Figure 4-14 Bank Name — Step2

ChequeMan - [Ban

|

ol Setup Cheques Reports Utilities  Exit

Bank Name seprort |
Find

Bank Name Bank Short Name -

» ABN AMRO BANK ABN
ABU DHABICOMMERCIAL BANKLTD. ABU
ALLAHABAD BANK ALHA =
AMERICAN EXPRESS BANK LTD. AMEX
ANDHRA BANK ANDH
ARAB BANGLADESH BANK LTD. ARAB
AXIS BANK AXIS
BANK OF AMERICA BOA
BANK OF BARODA BOB
BANK OF INDIA BOI
BANK OFMAHARASTHRA BOM
BANK OF NOVA SCOTIA NOVA
BANK OF RAJASTHAN RAJ
BARCLAYSBANK PLC BRCL
BNP PARIBAS BNP
CANARA BANK CANR
CATHOLIC SYRIAN BANK LTD. CcATH
CENTRAL BANK OF INDIA CBI
CITIBANK cIm
FARBARATIAN RANK rnre Sa

In case your Bank is not listed above please Add
[ asa [ e ][ oelete
Bank Name | Short Hame l:l
- Save Cancel

http://www. chequeman . com/ | infoschequeman . com | Belpline : +s1-3 5, 64596006

The data window with list of Bank Names already available in the system will be displayed. To enter
a new Bank name, click on the ‘Add’ Button. The lower part of the window will become active. Enter
the following details:
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Bank Name (mandatory ) : Enter Bank Name.

Short Name (mandatory ): Enter Short name for the bank. Short names are provided for
easy identification of banks.
After the data is entered, click on the ‘Save’ button.

Modify Bank Name

In order to modify the Bank Name select the bank name that needs to be modified by either double
clicking on it or clicking the edit button after selecting that record from the grid. The bank name and
the short name will be displayed on the lower part of the screen for modification, as shown below:

Figure 4-15 Bank Name —Modify

 Chaguentan - oank wacten T T

ol Setup Cheques Reports Utilities  Exit

Bank Name
Find |Press Alt+F

Bank Name Bank Short Name -
ABN AMRO BANK ABN
ABU DHABICOMMERCIAL BANKLTD. ABU
ALLAHABAD BANK ALHA
AMERICAN EXPRESS BANK LTD. AMEX
ANDHRA BANK ANDH
ARAB BANGLADESH BANK LTD. ARAB
AXIS BANK AXIS
BANK OF AMERICA BOA
BANK OF BARODA BOB
BANK OF INDIA BOI
BANK OFMAHARASTHRA BOM
BANK OF NOVA SCOTIA NOWVA
BANK OF RAJASTHAN RAJ

» BARCLAYS BANK PLC BRCL
BNFP PARIBAS BNP
CANARA BANK CANR
CATHOLIC SYRIAN BANK LTD. CATH
CENTRAL BANK OF INDIA CBI
CITIBANK CIT1
CORPARATINN RANK rnrp .

In case your Bank is not listed above please Add
Add Edit Delete
Bank Name Short Name
[e.g. - Bank Name : STATE EANK OF INDIA, Short Name : SBI]

e chequeman . com,/ | infoechequeman. com Helpline : +91-

Make the necessary changes and click on the ‘Save’ button.

Delete Bank Name

In order to delete the Bank Name select the bank name that you want to delete and click on the
delete button.

ONote: Only those Banks that have not been used anywhere in the system can be deleted.
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4.4 Payee Details

The Payees are the ones to whom the cheques will be issued. The payee ‘SELF’ and ‘YOURSELF' is
already created. Once the payees created, it saves you the trouble of typing the full name of the
payee while issuing a cheque. The drop down allows selection of the payee name based on initially
typed text.

ONote: The data in this module automatically gets updated from all places where Payee name is
to be provided whenever it encounters a new name.

In order to access ‘Payee Details’ select <Payee Details> from the <Setup> Menu

Figure 4-16 Payee Details- Stepl

Setup | Cheques Reports Utilities Exit

Account Setup
Cheque Design Template

Bank Name

Payee Details

Payee Batch

The following screen will be displayed:

Figure 4-17 Payee Details- Step2
- ChequeMan - [PayeeMaster] NN, T 0000 O

o Setup Cheques Reports Utilities  Exit

Payoe Detail
Find
Payee Name Default Status City State PIN
» SELF
YOURSELF
For deletion please select the record and press <Delete> on the key board
Ags [ ean [ delets
Payee Name | ‘ Hide
Q) A int Payee Beare
city [ | state | PINZIP |
Remarks | ‘ Save Cancel

http://www.chequeman . com/ infogchequeman . com Helpline : +91-33 64596006
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The data window with list of Payees already available in the system will be displayed. To enter a new
Payee, click on the ‘Add’ Button. The lower part of the window will become active. Enter the
following details:

Payee Name (mandatory) : Enter the Payee Name.

Default status (mandatory) : By default the Payees are marked as ‘Account Payee’ — which
implies that when cheques are printed in their favor, it would be
as Account Payee. However the option to define the default
status as ‘bearer’ is also available.

Address : Enter the address of the Payee.

City : Enter the city name of the Payee.
State : Enter the state name of the Payee.
PIN/ZIP : Enter the PIN/ZIP code of the Payee.
Remarks : Enter Remarks.

After entering the details click on the ‘Save’ button.

Modify Payee Details

In order to modify the Payee Details, select the Payee that needs to be modified and either double
click on it or click on the edit button. The Payee details will be displayed on the lower part of the
screen for modification, as shown below:
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Figure 4-18 Payee Details- Modify
- ChequeMan- Payeevaste] NS~ O 0000 2O

o2l Setup Cheques Reports Utilities  Exit

Edit Mode Payee Details Step 1 of 1
Find |Press Alt + F
Payee Name Default Status City State PIN
3 SELF

YOURSELF

For deletion please sefect the record and press <Delere> on the key board

Add Edit Delete
Payee Name [SELF | IO Hide
Default Status () Account Payee @ Bearer

Address | |
| |
| |
city | | state | PINZIP |

Remarks | |

+. chequeman . com/ | inroschequeman . com Helpline : +91 . 6459600

Make the necessary changes and click on the ‘Save’ button.
ONote: In the Edit mode, one can ‘Hide’ the Payees which were wrongly created or are not
required any more.

Delete Payee Details

In order to delete the Payee Details, select the Payee that needs to be deleted and then click on the
delete button.

ONote: Only those Payees that have not been used anywhere in the system can be deleted.

ChequeMan User Manual Page 37



Setup

4.5 Payee Group
This module provides the facility to attach multiple payees into a group. This is done for reporting
purpose. In order to create a Payee Group, select the <Payee Group> from the <Setup> Menu.

Figure 4-20 Payee Group — Step 1

Cheques Reports  Utilities
Account Setup

Cheque Design Template

Bank Name

Payee Details
Payee Group

Payee Batch

The following screen will be displayed:

Figure 4-19 Payee Group — Step 2

o Setup Cheques Reports Ufiities  Exit

Add Mode Payee Groups General Mode

Payee Group
[ Add Payee Group <][__save | Edit [ cancel | Delets |

SELF

YOURSELF

Click at ‘Add Payee Group’. Enter the name of the Payee Group that has to be created. Click on
‘Save’ button.
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4.6 Payee Batch

One can create payee batches in order to print cheques in bulk. In order to create such Payee
Batches, select <Payee Batch> from the <Setup> Menu

Figure 4-22 Payee Batch — Stepl

- chequeman
Setup | Cheques Reports Utilities Exit
[l Account Setup

Cheque Design Template

Bank Hame
Payee Details

Payee Batch I

The following screen will be displayed:

Figure 4-203 Payee Batch — Step2

i ChequeMan - [Batch Creation] = E
s Setup Cheques Reports  Utilities  Exit -2 x
Edit Mode Batch Creation Batch Mode |
| BATCH MANAGEMENT I Payees - SALARY PAYMENT |
Select Account Holder |2 ey S RS R Ry 8 v [] Hide |
Batch Description [SALARY PAYMENT \ [ oo
ses e
Batch Identifier Account Holder Mo, of Payee Payee Hame Amount
[ < <. =R PaTaETT POS INFOTECH (P) LTD. | s ¥ ABHLIIT BISWAS 19000.00
BIPIM JHA 1500000
CHANDAN DAS 13000.00
Add Batch Edit Batch Delete Batch Add Payee Edit Payee Delete Payee

http: f fmer., Chequeman. comd | intoechecueman. com |Helpline : +91-33-22623535, 64596006 1111 ——

The data window displayed above is broadly divided into two sections — Batch Management and
Payee Details. The list of batches of the Account holder is maintained on the left section of the
screen under Batch Management and the corresponding payee details of each batch on the right
section of the screen under Payee Details.

The above data window displays the list of available batches in the Batch Management section and
the corresponding payee details for each batch under the Payee Details section.
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In order to create a new batch, click on ‘Add Batch’ button. Enter the following details:

Select Account Holder(mandatory): Enter the name of the Account Holder for whom the
batch has to be created.
Batch Description (mandatory) : Enter the description of the batch.

Click on ‘Save’ button under the Batch Management section to save the information entered. Now
to add the list of payees for whom the batch was created, click on the Batch description in the list of
Batches displayed and then click on ‘Add Payee’ on the right section of the screen under Payee
Details. Enter the following details:

Payee Name (mandatory): Enter the name of the Payee against whom the cheque
will be issued.
Amount (mandatory) : Enter the amount for that Payee.

ONote: To enter the name of a new payee, which does not exist in the Payee list, click on ‘New
Payee’ and enter the Payee Name.
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5 Cheques

5.1 Cheque Book

A Cheque Book, containing cheque leaves, needs to be defined before printing of cheques can be
started. In order to define a new cheque book select ‘Cheque Book’ from the ‘Cheques’ Menu as
shown below:

Figure 5-1 Cheque Book - Stepl

Cheque!

Setup | Cheques | Reports Utilities  Exit

| Cheque Book |

Print Cheques

Manual Cheques

Cheque Cancel / Restore

Modify Cheque No.
Print EMI Cheques

Batch Printing
Excel Bulk Printing

The following screen will get the displayed:

Figure 5-2 Cheque Book — Step2

g - cree o I T O N |- -
ol Setup Cheques Reports Utilties Exit -8 x
Add Mode Cheque Book Entry Step 1of 1
Select Account ~ Date 19/0712013  DD/MM/YYYY
Number of Cheque Leaves 0 Starting Cheque No. 0
Chegque Design ldentifier - Test Print
Find
Date Account No. Starting No. EndNo. Total Leaves Unused Leaves
[ Eot ][ peete |[ Ext

e | infot chequenan. con Helpline : +91-33 , 64596006 111 ——
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The above screen is divided into 2 broad sections.

The first section comprises of the upper half of the screen where new cheques can be

defined/added.

The second section comprises of the lower half of the screen where the entire cheque book, as

defined in the system, are listed in the form of a grid.

Explanation of the buttons on the bottom of the Screen is as follows:

Edit :  To modify any record displayed in the grid, click on this button.

Delete : To delete any record displayed in the grid, click on this button.

Exit . To shift the control to the main screen of the software, click on this
button.

Create New Cheque Book

In order to create a new Cheque Book, enter the following data in the above screen:

Select Account (mandatory)

Date (mandatory)

Number of leaves(mandatory)

Starting Cheque No. (mandatory):

Cheque Design Identifier

Select the Account Number under which the cheque book
will be created.

Enter the date on which the cheque book was created. By
default the current is displayed.

Enter the number of leaves in the cheque book.

Enter the starting cheque no. The system will determine all
the available cheque Nos. in the cheque Book.

Assign a cheque design identifier to this cheque book. This
will determine the format in which the cheque parameters
will be printed on the leaves of this cheque book.

This can be defined later, but till such time only manually
issued cheques will be permitted to be recorded against this
Cheque Book.

Test Print: Click on ‘Test Print’ to check the format of the
cheque design assigned.

Click on the lﬁl button and a new cheque book will be created. As new cheque books
are created they will get displayed in the lower half of the screen and the list will keep on increasing.
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Modify Cheque Book

In order to modify a cheque book, select the cheque book from the list in the lower half of the
screen; use the mouse to select the entry you need to modify. Either double click on this entry or
click on the | Edit | button.

The selected entry will be displayed in the upper half of the screen which can now be modified and
saved again.

Block Cheque Book:

This option has been provided to block printing of cheques for a particular cheque book. If this
option is checked, then no cheque from this cheque book will be printed. This option is useful for
flagging of old cheque books which still contains cheque leaves but cannot to be used.

Delete Cheque Book

In order to delete a cheque book, use the mouse to select the entry you want to delete and click on

Delete
the button.

After seeking your reconfirmation the record will be deleted.

ONote: It should be noted that the Cheque Books from which cheques have already been issued,
cannot be deleted.
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5.2 Print Cheques
Once the Cheque Book is defined and a proper Cheque Design is assigned to it, you can start the
printing on the cheque leaves. Select ‘Print Cheques’ from the ‘Cheques’ Menu.

Figure 5-3 Print Cheques — Step1l

Setup | Cheques Reports Utilities Exit

Cheque Book

Print Cheques |

Manual Cheques

Cheque Cancel /| Restare

Modify Cheque No.
Print EMI Cheques

Batch Printing
Excel Bulk Printing

The following screen will be displayed:

Figure 5-4 Print Cheques — Step2

i ChequeMan - [Printing of Cheques]

ol Setup Cheques Reports Utilities  Exit - 2 X
Select Account ‘PDS - SBI- 01347000123 - DALSQ “ |
THiewr ==
Select Cheque Book ID 50 cheque available Cheque | Default Cheque Date DD /MM /YYYY
Design
Cheque No.|Payee Hame Cheque Amount (Cheque Date |Remarks Alc Payee
256321 |RAJSTONE COMPANY PVT LTD 7.500.65| 20/04/2012 J New Payee
256322 [SUSHANTA DEBNATH 9,652.32| 20/04/2012 J New Payee
256323 |GLOBE ROAD WAYS PVT. LTD. 9,600.00| 20/04/2012 J New Payee
256324 0.00
256325 0.00
256326 0.00
256327 0.00
256328 0.00
256329 0.00
256330 0.00
256331 0.00
256332 0.00
256333 0.00
256334 0.00
256335 0.00
256336 0.00
256337 0.00
256338 0.00
256339 0.00
256340 0.00

No. of Cheque({s}:3 Total Value : 26,752.97

Brint Cheques | [ petete | cancel |[ Ext |

http: / fwmnr. chegquenan. can/ info@chequenan. com |Helprine : +91-33-22623535, 64596006 (1001 e |
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In order to print cheques, select the Account and the Cheque Book ID (this is identified as the
starting Cheque No. and the date of receipt of the Cheque Book) against which the cheques will be
printed.

The Default Date for Cheques is taken in as the current date which can be modified.
A list of cheques available in the cheque book is displayed in the form of a grid as shown above.
The number of rows in the grid is limited to the least of the following:

» available number of cheque leaves on the cheque book
» total number of grid rows as set up in the menu Utilities under Preferences

All the details of the cheques which will be printed have to be provided here. This grid contains the
following columns:

Cheque No. : The Cheque No. is already displayed. It is recommended to physically
verify this with the cheque leaf before proceeding further.

Payee Name : Enter the name of the Payee. In case cheque has been previously
issued to a Payee, the name of the payee will appear in the help box
as you start typing the Payee Name. For a new payee, you will have to
type the entire name.

ONote: All Payee Names entered will get updated in Payee
Details and can be viewed under menu option Setup — Payee Details.

Cheque Amount : Enter the Cheque amount here. As a security measure one can enter
this amount twice to avoid errors, this can be set up through the
menu option Utilities — Preferences.

Cheque Date : This is the default date value as specified above the grid. The cursor
does not wait here. In case you want to change the date, take the
cursor on the cell and click to make changes.

Remarks : This field is optional to record any remarks against the cheque for
future reference.

A/c Payee : This is the Account Payee flag which, if checked, will be printed on the
cheque. In case you wish to remove this, click on the cell and remove
it. Whenever a new Payee is created it is assumed that it is ‘Account
Payee’. In case you wish to permanently remove this status for a
Payee, it can be done from the menu option Setup — Payee Details.

<Blank Column> : Whenever a new Payee is issued the cheque this column displays
‘New Payee’ for your reference.
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Enter information for all the cheques that needs to be printed using the rows in the grid. Once done,
you are now all set to print the cheques.

Other Features & Options

List of Previous Cheques

To view all the cheques which have been issued previously from this account, click on this option.
View Cheque Design

To ensure that the correct design has been mapped to the Cheque Book, click on this option. There
is an option to test print the format to check out the print parameters.

Calculator

==l

In case for any help in arithmetical calculations, click on the icon '—
Totals

The total amount of all the cheques populated in the grid is displayed at the bottom of the grid for
reference and verification.

The bottom of the screen has the following buttons:

Print Preview : To preview the cheque details that have been super-imposed on the
scanned cheque image, click on this option. It gives a fair idea as to how the
printed cheque will appear. However, it should be noted that minor
difference is possible. The display window has scroll buttons to view
cheques one by one with options to move to first or the last cheque.

Print Cheques : Place the Cheque leaves on the printer in the correct order and direction,
and then click on this button. After confirming in the subsequent dialogue
box, the cheques are printed.

Delete : Select the row on the grid where cheque data has been inserted. Click on
‘Delete’ option and the details of the selected cheque will be removed from
that row on the grid.

Cancel : After selecting information on the header, the information on the grid is
displayed pertaining to the selected Cheque Book. The header information
cannot be altered once the grid is displayed. Click on ‘Cancel’ which will
again allow you to again select the Account, Cheque Book, etc. In case of
change in the Cheque Book, the system allows to carry forward the data in
the grid (if any) to the grid for the new Cheque Book.

Exit ¢ The control is shifted to the main screen of the software.
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Verification & Confirmation of Proper Printing of Cheques

After the ‘Print Cheque’ command is given, subsequently, in the next interface screen a grid appears
containing only the cheque nos. used for printing with corresponding details as provided in the
previous screen. This interface is illustrated below:

Figure 5-5 Print Cheques- Step3

g ChequeMan - [Printing of Cheques] E‘ E‘ E‘
ol Setup Cheques Reports Utilities  Exit -8 X
Confirm Mode Printing of Cheques Step 2 of 2
Account |PD$ - SBI- 01347000123 -DALSQ ‘ Cheque Book ID (256321 - 20/04/2012
| Verify each printed chegues and accordingly confirm Printing Status on the grid below. |
Cheque No.|Payee Name Cheque Amount | Cheque Date Primt Status 27
256321 |RAJSTONE COMPANY PVT LTD 7,500.65 20/04/2012 | Printed
256322 |SUSHANTA DEBNATH 9,652.32 20/04/2012 | Printed
256323 |GLOBE ROAD WAYS PVT. LTD. 9,600.00) 20/042012 |Printed Damaged
Mot Printed
Total Cheques : 3 Nos. Printed : 3 D. : 0 NotPrimed: [ 0]
[ Confirm & Exit ]

http: f fmnr. chequeman. com/ | infogchecquenan. cam |Helpline : +91-33-22623535, 64396006 11—

For each Cheque on the grid — there could have been one of the three possibilities:

> If the Cheque is printed successfully then the print status will be ‘Printed’
» If the Cheque is damaged while printing then the print status will be ‘Damaged’
> If the Cheque is not printed at all then the print status will be ‘Not Printed’

Now, specify the status of cheque printing under the column ‘Print Status’ as displayed in the screen
above. By default ‘Printed’ is selected assuming that in most cases cheques is print successfully.
After confirming for each cheque, click on ‘Confirm & Exit’.

This will complete the full cycle of cheque printing.
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5.3 Manual Cheques

Through this module, one can record information for all manually prepared cheques using the
Cheque Books defined in the system. This will boost the maintenance of proper cheque records.
Select ‘Manual Cheques’ from the ‘Cheques’ Menu as shown in figure below:

Figure 5-6 Manual Cheques — Stepl

- ChequeMa
Setup | Chegues Reports Utilities Exi

Cheque Book

Print Cheques

Manual Cheques

Cheque Cancel /| Restore

Modify Cheque No.
Print EMI Cheques

Batch Printing
Excel Bulk Printing

The following screen will get displayed:

Figure 5-7 Manual Cheques — Step2

i ChequeMan - [Enter Manual Chegues]

o Setup Cheques Reports Utilities  Exit

T —
Select Account v Select Cheque Book ID 50 cheque available
Cheque No.|Cheque Date |Payee Name Cheque Amount |Remarks Aic Payee
256321 16042012 |BIJOY TRADING PVT. LTD. 17,569.00 L New Payee
256322 18042012 | JOY DAS GUPTA 3,000.00 A New Payee
256323 20/04/2012  |KAMAL GANGULY 12,000.00 B New Payee
256324 0.00
256325 0.00
256326 0.00
256327 0.00
256328 0.00
256329 0.00
256330 0.00
256331 0.00
256332 0.00
256333 0.00
256334 0.00
256335 0.00
256336 0.00
256337 0.00
256338 0.00
256339 0.00
256340 0.00

No. of Cheque(s):3 Total Value : 32,569.00

[ Save ” Cancel ][ Delete “ Exit ]

http: f fwmnr. chequeman. comf | infoachequeman. com |Helpline : +91-33-22623535, 61596006 1117

Select the Account and the Cheque Book ID (this is identified as the starting Cheque No. and the date
of receipt of the Cheque Book). A grid containing all the available Cheque leaves for the selected
Cheque Book will be displayed in the ascending order of the cheque number. The total number of
rows displayed will depend on the specification provided in the Preference option under Utilities.
Each row of the grid displays the Cheque No. and other information have to be provided
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This grid contains the following columns:
Cheque No. : The Cheque No. is already displayed.

Payee Name : Enter the name of the Payee. In case cheque has been previously
issued to a Payee, the name of the payee will appear in the help box
as you start typing the Payee Name. For a new payee, you will have to
type the entire name.

ONote: All Payee Names entered will get updated in Payee
Details and can be viewed under menu option Setup — Payee Details.

Cheque Amount : Enter the Cheque amount here. As a security measure one can enter
this amount twice to avoid errors, this can be set up through the
menu option Utilities — Preferences.

Cheque Date : Enter the date that was entered in the manual cheque issued.

Remarks : This field is optional to record any remarks against the cheque for
future reference.

A/c Payee : This is the Account Payee flag. In case you wish to remove this, click
on the cell and remove it. It is important to note that whenever a new
Payee is created it is assumed that it would be ‘Account Payee’. In
case you wish to permanently remove this status for a Payee, it can
be done from the menu option Setup — Payee Details.

<Blank Column> : Whenever a new Payee is issued the cheque this column displays
‘New Payee’ for your reference.

Enter information for all the cheques that have been prepared manually using the rows in the grid.

Other Features & Options

List of Previous Cheques
To view all the cheques which have been issued previously from this account, click on this option.

Calculator

In case for any help in arithmetical calculations, click on the icon
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Totals

The total amount of all the cheques populated in the grid is displayed at the bottom of the grid for
reference and verification.

The bottom of the screen has buttons which are explained in details below:

Save : To save the manual cheque(s) information as entered in the grid, click on
this option.
Delete : Select the row on the grid where cheque data has been inserted. Click on

‘Delete’ option and the details of the selected cheque will be removed from
that row on the grid.

Cancel . After selecting information on the header, the information on the grid is
displayed pertaining to the selected Cheque Book. The header information
cannot be altered once the grid is displayed. Click on ‘Cancel’ which will
again allow you to again select the Account, Cheque Book, etc. In case of
change in the Cheque Book, the system allows to carry forward the data in
the grid (if any) to the grid for the new Cheque Book.

Exit :  The control is shifted to the main screen of the software.
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5.4 Cancel / Restore Cheques
ChequeMan provides the option to cancel a cheque. One can cancel both the issued cheques and
the unused cheques.

One can also restore the cancelled using this option.

ONote: In order to re-use a cheque which is already printed, as per records, one has to cancel
the cheque and then restore for making it re-usable.

In order to cancel or restore any cheque go to the ‘Cheque Cancel / Restore’ option under ‘Cheques’
menu.

Figure 5-8 Cancel/ Restore Cheques— Stepl
- chequeman 1

Setup | Cheques Reports Utilities Exit
Cheque Book

Print Cheques

Manual Cheques

Cheque Cancel / Restore

Madify Cheque No.
Print EMI Cheques

Batch Printing
Excel Bulk Printing

The system will ask to provide the Cheque No. that needs to be cancelled / restored. On providing a
valid Cheque No. the following screen is displayed in case cheque is not cancelled as per the
software records:

Figure 5-9 Cancel/Restore Cheques— Step2

i ChequeMan - [Chegue Cancel / Restore]

o Setup Cheques Reports Utilities  Exit - B X
‘ View Mode Cheque Cancel/ Restore Step 1 of 1 |
Enter Cheque No. 256321] [ GetDetails |

As per records this Cheque No. has heen Printed on : 20/04/2012
Cheque Details
Account: PDS - SBI - 01347000123 - DALSQ
Cheque Date : 200042012
Payee Hame: GLOBE ROAD WAYS PVT.LTD.
Cheque Amount :  15896.00

Remarks :

Proceed with Cancellation

Reason

Exit

http: / fmnr, chequenan. cond infofchequenan. com |Helpline : +91-33-22623535, 64596006 11111 —
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In case you wish to proceed with cancellation, after confirming the details, provide a reason and click
on ‘Yes' to proceed with cancellation. Once the cancellation process is over, click to ‘Exit’ to return
back to the main screen.

In case the provided Cheque No. is a previously cancelled one, the following screen is displayed:

Figure 5-10 Cancel/Restore Cheques— Step3

i ChequeMan - [Cheque Cancel ! Restore]

ol Setup Cheques Reports Wtilities  Exit

Cheque Cancel / Restore Step 1 of 1

Enter Cheque No. 256321 ‘ [ Get Details

As per records this Cheque No. has been Cancelled previously on : 20/04/2012
Cheque Details
Aceount:  PDS - SBI - 01347000123 - DALSG
Cheque Date : 20042012
Payee Hame :  GLOBE ROAD WAYS PVT.LTD.
Cheque Amount 1 15896.00
Remarks :

Cancelled Remarks :  wrong amount entered

Proceed with Restoration

Reason

o

MNOTE : After restoration, this Cheque will be available for reuse,

http: / fwnnr. chequeman . com/ | intomchequenan. cam |Helpline : +91-33-22623535, 64596006 11 |

The details of the cancelled cheque are displayed. In case you wish to restore the cheque to re-use
it, provide a suitable reason and click on ‘Yes’. Once the restoration process is over, click to ‘Exit’ to
return back to the main screen.

ONote: It should be noted that restored cheques loses all its original data and can be used as a
new cheque.
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5.5 Modification in Cheque No.
One can use ‘Modify Cheque No.” module in case the details of the printed cheque is entered against
the wrong cheque number.

In order to do this select <Modify Cheque No.> from the <Cheques> Menu

Figure 5-11 Modification Cheque No.— Stepl

Setup | Cheques Reports Utilities Exit

Cheque Book

Print Cheques
Manual Cheques
Cheque Cancel | Restore

Modify Cheque No.

Print EMI Cheques

Batch Printing
Excel Bulk Printing

The following screen will get displayed:

Figure 5-12 Modification Cheque No.— Step2

i ChequeMan - [Modify Cheque No.]

o7 Setup Cheques Reports Utilities  Exit

Modity Chequs No. Sep Tor
Select Account |PDS - SBI- 01347000123 - DALSQ ~ ‘ Select Cheque Book ID | 256321 - 20/04/20 + | 48 cheque available
Select the range of Cheque Nos you want to change.
Cheque No. From |256321 w Cheque No. To |256328 v| [ Show ]

Cheque No.|Modified Cheque Ho.  |Cheque Date |Payee Name Chedque Amount Final Status
256321 20/04/2012 | GLOBE ROAD WAYS PVT. LTD. 15,896.00 CANCELLED
256322 20/04/2012  |RAJSTONE COMPANY PVT LTD 7,000.00 PRINTED
256323 0.00 UNUSED
256324 0.00 UNUSED
256325 0.00 UNUSED
256326 0.00 UNUSED
256327 0.00 UNUSED
256328 0.00 UNUSED

Save ][ Cancel ][ Exit ]

http: / fnr, chequenan . comf | infoechequeman. com |Helpline : +91-33-22623535, 64596006 1111

Select the Account and the Cheque Book followed by the range of Cheque Nos. wherein the
modification is to take place. The selected range of Cheque Nos. will be displayed in the grid.

This grid contains the following columns:
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Cheque No. : The existing recorded Cheque No. is displayed which contains
the details in the row.

Modified Chq No. : In this column, enter the correct Cheque No. as per the printed
cheque leaves in the cheque book.

Cheque Date :  The Cheque Date is displayed here.

Payee Name : The Payee Name is displayed here.

Cheque Amount :  The Cheque Amount is displayed here.

Final Status : The existing status of the Cheque is displayed — Printed /

Cancelled / etc.

After the necessary modifications has been done click on the ‘Save’ button.
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5.6 Print EMI Cheques
EMI Cheques is part of the Bulk Printin

g in ChequeMan. The common features will apply to this

which has been explained in the Overview. Using this module all the EMI cheques can be printed

together.

In order to do this select <Print EMI Cheques> from the <Cheques> Menu.

Figure 5-13 Print EMI Cheque — Stepl

ChegueMal

Setup

Cheques Reports

Utilities  Exit

Cheque Book

Print Cheques
Manual Cheques
Cheque Cancel /| Restore

Modify Cheque Ho.

Print EMI Cheques

The following screen will get displayed:

Figure 5

Batch Printing
Excel Bulk Printing

-14 Print EMI Cheque — Step2

i ChequeMan - [Printing of EMI Chegues]

s Setup Cheques Reports Utilities  Exit

- B X

EMI Cheques

Step 1 of 3

Print EMI Cheques

Purpose of EMI Payment (Remarks} |Purchase(l of "BOLERC™ from Jindal Motors

Select Account Holder |PDS INFOTECH {P) LTD.

~|

Installment Amount 1650000  No.of Cheques | 15| startDate [200422012 | oo muesvvvy

Interval Monthly v

| infocchequeman. com

http: § fmnr. checueman . coms

Enter the following information:

Purpose of EMI payment :

(Remarks)
Select Account Holder

Installment Amount

Payee Name [JINDAL MOTORS | Aic Payee NEW PAYEE
Empty Queue Next

|Halpline 1 +91-33-22623535, 64596006

Enter in brief the reason why the EMI cheques are being

made.
Select the Account Holder who is making the EMI payments.

Enter the amount of each installment.
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No. of Cheques : Enter the number of cheques that will be made of the
mentioned installment amount.

Start Date : Enter the date from which the EMI payments will start.
Monthly : Enter the interval at which the EMI cheques have to be paid.
Payee Name : Enter the Payee Name against whom the EMI cheques have

to be prepared.

A/C Payee : Check the box if it is and A/c Payee cheque.

Click on the ‘Next’ button to continue.

On the next screen, select the Bank Account and the Cheque Book ID (this is identified as the starting
Cheque No. and the date of receipt of the Cheque Book). The grid appears with auto generated EMI
cheque as per the following screen:

Figure 5-15 Print EMI Cheque — Step3

# ChequeMan - [Printing of EMI Cheques]

aZ Setup Cheques Reports Utilities  Exit -8 %
Print EM Choques
Purpose of EMI Payinent : Purchased of "BOLERO™ from Jindal Motors EK:W
Cheques for Printing II| Already Printed Iil n Queue |I| ,,es:;:
Select Account |PDS - SBI - 01347000123 - DALSO v|  Listof Previous Cheques
Select Cheque Book ID 48 cheque available
Cheque No.|Payee Name Cheque Amount |Cheque Date |Remarks
256323 | JINDAL MOTORS 16,500.00| 20/04/2012
256324 | JINDAL MOTORS 16,500.00| 20052012
256325 |JINDAL MOTORS 16,500.00| 20/06/2012
256326 | JINDAL MOTORS 16,500.00| 20/07/2012
256327 | JINDAL MOTORS 16,500.00| 20082012
256328 |JINDAL MOTORS 16,500.00| 20/092012
256329 | JINDAL MOTORS 16,500.00| 20/10/2012
256330 | JINDAL MOTORS 16,500.00| 20/112012
256331 |JINDAL MOTORS 16,500.00| 20122012
256332 | JINDAL MOTORS 16,500.00| 20/01/2013
256333 | JINDAL MOTORS 16,500.00| 20022013
256334 | JINDAL MOTORS 16,500.00| 20/032013
256335 | JINDAL MOTORS 16,500.00| 20/04/2013
256336 | JINDAL MOTORS 16,500.00| 200522013
256337 |JINDAL MOTORS 16,500.00| 20/06/2013

HNo. of Cheque(s): 15  Total Value : 2,47,500.00

[ Print Cheques ] [ Back ][ Cancel ]| Exit |

http: / finer. chequeman. con/ | intoschequenan. com |Helpline : +91-33-22623535, 64596006 11—

The number of rows in the grid is limited to the least of the following:

> available number of cheque leaves on the cheque book
> the total number of EMI cheques to be printed
> total number of grid rows as set up in the menu Utilities - Preferences

The grid contains the following columns:
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Cheque No.

Payee Name
Cheque Amount

Cheque Date

Remarks

The Cheque No. is already displayed. It is recommended to physically
verify its presence in the Cheque Book before proceeding further.

The name of the Payee is displayed here.
The EMI amount as specified is displayed here.

The Cheque Date in each grid row is automatically computed as per
the EMI frequency and displayed. Say for monthly cheques, the dates
increment by one month for each row.

This field is optional to record any remarks against the cheque for
future reference.

Now you are all set to print the cheques.

Other features & options

List of Previous Cheques
By clicking on this all the previously issued cheques from this account can be viewed.

View Cheque Design

One can click on the button to check if the correct design has been mapped to the Cheque

Book. There is also an option to test print to check out the print parameters.

Calculator

Click on the icon, in case for any help in arithmetical calculations

Totals

Below the grid of the count the Cheques and the sum of the Amount is provided.

The bottom of the screen has buttons that are explained in details below:

Print Preview

Print Cheques

Back

Click on this to preview the cheque details that have been super-
imposed on the scanned cheque image. It will give you a fair idea as
to how the printed cheque will appear. However, it should be noted
that minor difference is possible. The display window has scroll
buttons to view cheques one by one with options to move right to
top or the last cheque.

Place the Cheque leaves on the printer in the correct order and
direction and click on this button. After confirming in the
subsequent dialogue box, the cheques are printed.

On clicking this, the control is shifted to the summary of the print
queue.
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Cancel :  After selecting information on the header, the information on the
grid is displayed pertaining to the selected Cheque Book. Click on
‘Cancel’ which will again allow you to select the Account, Cheque
Book, etc.

Exit : The control is shifted to the main screen of the software. It is
important to note that in case data is present in the print queue,
even on exiting, the queue still remains. Next time you get into this
module, you will have the option to either complete printing the
cheques or to empty the queue before proceeding.

Verification & Confirmation of proper printing of Cheques

After the ‘Print Cheque’ command is given, subsequently, in the next interface screen a grid appears
containing the cheque nos. used for printing with corresponding details as provided in the previous
screen. This interface is illustrated below:

Figure 5-16 Print EMI Cheque - Step4

i ChequeMan - [Printing of EMI Cheques]
o Setup Cheques Reports Utilities  Exit - B X

| Confirm Mode Print EMI Cheques Step 2 of 2 |
Purpose of EMI Payment : Purchased of "BOLERO" from JJindal Motors
Cheques for Printing Already Printed lIl In Queue
Account |PDS - SBI- 071347000723 - DALSOQ | Cheque Book ID |256327 - 20/04/2072
| Verity each printed cheques and accordingly confirm Printing Status on the grid helow, |
Cheque No. |Payee Hame Cheque Amount | Cheque Date Print Status 77
256323 [JINDAL MOTORS 16,500.00| 20042012 |Printed Printed w
256324 |[JINDAL MOTORS 16,500.00| 20/05/2012 |Printed
256325 [JINDAL MOTORS 16,500.00| 20062012 [Printed
256326 |[JINDAL MOTORS 16,500.00| 20072012 |Printed
256327 [JINDAL MOTORS 16,500.00| 20082012 |[Printed
256328 [JINDAL MOTORS 16,500.00| 20092012 |Printed
256329 | JINDAL MOTORS 16,500.00( 20/10/2012 [Printed
256330 |[JINDAL MOTORS 16,500.00| 20112012  [Printed
256331 | JINDAL MOTORS 16,500.00( 20/12/2012 [Printed
256332 [JINDAL MOTORS 16,500.00| 20012013 |Printed
256333 |JINDAL MOTORS 16,500.00( 20/02/2013 [Printed
256334 [JINDAL MOTORS 16,500.00| 20032013 |[Printed
256335 [JINDAL MOTORS 16,500.00| 20/04/2013 |Printed
256336 [JINDAL MOTORS 16,500.00| 20052013 [Printed
256337 [JINDAL MOTORS 16,500.00| 20/06/2013 |Printed
Total Cheques : 15 Nos. Printed : Damaged: ljl Not Printed : ljl
i Confirm & Exit |

Nttp: 7 fver, chequenan. conf | infoechequeman. com |Helpline : +91-33-22623535, 64596006 11T e |

For each Cheque on the grid — there are three possibilities:

> If the Cheque is printed successfully then the print status will be ‘Printed’
> If the Cheque is damaged while printing then the print status will be ‘Damaged’
> If the Cheque is not printed at all then the print status will be ‘Not Printed’
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> Now, specify the status of cheque printing under the column ‘Print Status’ as displayed in the
screen above. By default ‘Printed’ is selected assuming that in most cases cheques is print
successfully. After confirming for each cheque, click on ‘Confirm & Exit’.

If cheques are still present in the queue, you are again back to the previous screen for continue
printing of the pending cheques in the same way.
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5.7 Batch Printing
This is also part of the Bulk Printing process in ChequeMan. The common features will apply to this
which has been explained in the Overview. Using this module you can do Batch Printing of cheques.

The batches are defined through Setup — Payee Batch. Select <Batch Printing> from the <Cheques>
Menu.

Figure 5-17 Batch Printing — Step1

Setup | Cheques Reports Utilitie s Exit

Cheque Book

Print Cheques

Manual Cheques

Cheque Cancel | Restore

Modify Cheque No.

Print EMI Cheques

Batch Printing
Excel Bulk Printing

The following screen will get displayed:

Figure 5-18 Batch Printing — Step2

& Chequeman - [Batch Printing]

o2 Setup Cheques Reports Utilities  Exit

Batch Mode Batch Printing Step 1 of 3
BT el i1 L ISAL ARY PAYMENT -- PDS INFOTECH (P) LTD. i Load Batch to Queue
Total Deleted Cheques for Already
Records Records Printing Printed In Gueue
3 | [_-» | [ | [ e | [
Payee Name Cheque Amount | Status Delete
ABHIJIT BISWAS 12000.00
BIPIN JHA 15000.00
CHANDAN DAS 13000.00
Total Value : 47.000.00

http: / /. chegueman . cond | infoechequenan. cam |Helpline : +91-33-22623535, 64596006 1117 ———

First you will need to Select Batch from the list of batches and click on the button ‘Load Batch to
Queue’. This module can be used only after you have created at least one batch with payees defined
under it.

The payees under the selected batch are displayed in the grid. You have the option to change the
Cheque Amount and also mark for deletion any particular payee for which cheque printing is not
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required. Before proceeding to the next screen, please ensure that you have properly checked the
Payees and the corresponding Cheque Amounts as these cannot be altered in the subsequent steps.

The ‘Status’ column by default is empty. If part of the batch has already been printed, the ‘Status’
column for the relevant rows will display ‘Printed’. This would imply that the rest is still in queue for
printing.

Once you are ready, click on the button ‘Next’ and the next screen appears as under:

Figure 5-19 Batch Printing — Step3

-" ChequeMan - [Batch Printing] E‘E‘g‘
ol Setup Cheques Reports Utilities  Exit .8 x
Print Mode Batch Printing Step 2 of 3

Batch : SALARY PAYMENT VG
e - Cheque
Cheques for Printing 3 Already Printed 0 In Gueue 3 Design
Select Account ‘PDS - SBI - 01347000123 - DALSQ - | List of Previous Cheques
Select Cheque Book ID 256321 - 200042012~ | 48 cheque available Default Cheque Date |20:04. 2012\ DD /MM VVYT
Cheque No.|Payee Hame Cheque Amount |Cheque Date |Remarks Aic Payee
256323 |ABHIJIT BISWAS 19,000.00| 200042012 o
256324 |BIPIN JHA 15,000.00| 20/04/2012
256325 |CHANDAN DAS 13,000.00| 20/04/2012

Mo. of Cheque(s}:3 Total Value : 47,000.00

[ Brint Cheques ] [ Back ” Cancel ][ Exit ]

http: / fmwr. chequeman. com/ | infozchequenan. cam |Helpline : +91-33-22623535, 64596006 11 |

Select the Account and the Cheque Book ID (this is identified as the starting Cheque No. and the date
of receipt of the Cheque Book) against which the cheques need to be printed. The Default Date for
Cheques is taken in as the current date which can be modified.

The number of rows in the grid is limited to the least of the following:

> available number of cheque leaves on the cheque book
> the total number of cheques to be printed for the Batch
> total number of grid rows as set up in the menu Utilities - Preferences

The grid contains the following columns:

Cheque No. :  The Cheque No. is already displayed. It is recommended to physically
verify its presence in the Cheque Book before proceeding further.

Payee Name :  The name of the Payee is displayed here.
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Cheque Amount :  The amount as specified is displayed here.

Cheque Date . This is the default date value as specified above the grid. In case you
want to change the date, take the cursor on the cell and click on it to
make changes.

Remarks : This field is optional to record any remarks against the cheque for
future reference.

Now you are all set to print the cheques.

Other features & Options

List of Previous Cheques

Cheque Date : This is the default date value as specified above the grid. The cursor
does not wait here. In case you want to change the date, take the
cursor on the cell and click to make changes.

Remarks : This field is optional to record any remarks against the cheque for
future reference.

A/c Payee : This is the Account Payee flag which, if checked, will be printed on the
cheque. In case you wish to remove this, click on the cell and remove
it. Whenever a new Payee is created it is assumed that it is ‘Account
Payee’. In case you wish to permanently remove this status for a
Payee, it can be done from the menu option Setup — Payee Details.

<Blank Column> : Whenever a new Payee is issued the cheque this column displays
‘New Payee’ for your reference.

Enter information for all the cheques that needs to be printed using the rows in the grid. Once done,
you are now all set to print the cheques.

Other Features & Options
List of Previous Cheques

To view all the cheques which have been issued previously from this account, click on this option.

View Cheque Design
To ensure that the correct design has been mapped to the Cheque Book, click on this
option. There is an option to test print the format to check out the print parameters.

Calculator
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In case for any help in arithmetical calculations, click on the icon

Totals

The total amount of all the cheques populated in the grid is displayed at the bottom of the
grid for reference and verification.

The bottom of the screen has buttons which are explained in details below:

Print Preview

Print Cheques

Back

Cancel

Exit

To preview the cheque details that have been super-imposed on the
scanned cheque image, click on this option. It gives a fair idea as to
how the printed cheque will appear. However, it should be noted
that minor difference is possible. The display window has scroll
buttons to view cheques one by one with options to move to first or
the last cheque.

Place the Cheque leaves on the printer in the correct order and
direction, and then click on this button. After confirming in the
subsequent dialogue box, the cheques are printed.

On clicking this, the control is shifted to the summary of the print
queue.

Click on ‘Cancel’ which will again allow you to select the Account,
Cheque Book, etc.

The control is shifted to the main screen of the software.

oNote: It is important to note that in case data is present in the queue, even on exiting, the
gueue still remains. Next time you get into this module, you will have the option to either complete
printing the cheques or to empty the queue before proceeding. Cheques that have already been
printed will be shown as ‘Printed’ in the Status column of the grid.

Verification & Confirmation of proper printing of Cheques

After the ‘Print Cheque’ command is given, subsequently, in the next interface screen a grid appears

containing the cheque nos. used for printing with corresponding details as provided in the previous

screen. This interface is illustrated below:
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Figure 5-20 Batch Printing — Step4

& ChequeMan - [Batch Printing]

o Setup Cheques Reports Utilities  Exit

Confirm Mode Bateh Printing Step 2 of 2

Batch : SAL ARY PAYMENT

Cheques for Printing Iil Already Printed | 0 | In Queue | 3 |
Account |P.D$ - SBI- 01347000722 -DALSQ | Cheque Book ID (256327 - 20/04:2012

| Verify each printed chegues and accordingly confirm Printing Status on the grid befow. |

Cheque No.|Payee Name Cheque Amount | Cheque Date Print Status 77
256323 |ABHIJIT BISWAS 19,000.00| 20/04/2012 |Printed Printed ~
256324 |BIPIN JHA 15,000.00| 20042012 |Printed
256325 |CHANDAN DAS 13,000.00| 20/04/2012 |Printed

Total Cheques: FNos. Printed: | 3| Damaged: [ 8] NotPrinted: [ 0]

Confirm & Exit }

http: f fimar. chegqueman . comf | infozchecuenan. com |Helpline : +91-33-22623535, 64596006 11107

For each Cheque on the grid — there could have been one of the three possibilities:

» If the Cheque is printed successfully then the print status will be ‘Printed’
» If the Cheque is damaged while printing then the print status will be ‘Damaged’
» If the Cheque is not printed at all then the print status will be ‘Not Printed’

You will need to accordingly specify under the column ‘Print Status’ one of the above. By default
‘Printed’ is selected assuming that in most cases cheques will be print successfully. After confirming

for all cheques, click on | Confirm & Exit .

If cheques are still present in the queue, you are again back to the previous screen for continue
printing of the pending cheques in the same way.
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5.8 Excel Bulk Printing

This is also part of the Bulk Printing process of ChequeMan. The common features will apply to this
which has been explained under Overview. Using this module you can import data from an Excel
sheet for bulk printing of cheques.

In order to do this, select <Excel Bulk Printing> from the <Cheques> Menu

Figure 5-21 Excel Bulk Printing — Step1

Setup Reports Utilities Exit

Cheques

Cheque Book

Print Cheques

Manual Cheques

Cheque Cancel /| Restore

Meodify Cheque No.

Print EMI Cheques

Batch Printing

______ Excel Bulk Printing

The following screen will be displayed:

Figure 5-22 Excel Bulk Printing — Step2

i ChegueMan - [Excel Bulk Printing] EHE‘E‘
ol Setup Cheques Reports Utilities  Exit -8 x
Import from Excel Excel Printing Step 1 of 3
List Description [Commission Payment | Select Account Holder |PDS INFOTECH (E) LTD. |
(for e .g. Dividend Chegues for 2010-11)
Select Excel File |E:'Runninu ProjectsiCheque-Man'PAYEE_LIST.XLS |E]
Get Excel file structure Import Excel File
Total Already
Records Printed In Queue
29 0 29
Payee Name Cheque Amount | Status ~
BASUDEB BANER.JEE 25000.00 =
PRABIR KR. LAHIRI 7100.00
Y. RAYCHAUDHURY 14200.00
TH ANSARI 1000.00
MM BHATTACHARYYA 1700.00
B N BHATTACHARRYA £800.00
CHINMAY BANER.JEE 4000.00
G BORIAH 13000.00
PRAHLAD BORO 1000.00
SANKAR NARAYAN DHAR 1000.00
NANDINI DUTTA 1000.00
SANJAY KR. MITRA 2500.00
PV NARAYANAN 2000.00
M PARAMANATHAN 2500.00
A RAJAN 1500.00
ANINDITA RAY 3000.00
ALOK KR. BANERJEE 1000.00
B K BISWAS 1000.00
S C BISWAS 5000.00 2
Total Value : 1,18,200.00
Empty Queus HNext

http: £ fmnr. chequeman. com/ | infoschecquenan. cam |Helpline : +91-33-22623535, 64396006 111 |

Provide a unique name for the List that will be imported in the field labeled ‘List Description’. To
import the excel click on browse and select the Excel file from your local system and after excel file is
selected click on the button ‘Click on Excel file’. The limit for the number of records that can be
imported in a single lot is 100. The data in the Excel sheet must be provided in a structured format,
which can be downloaded by clicking on ‘Get Excel file structure’.
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After the data is successfully imported, the payees with the corresponding amounts are displayed in
the grid. You have the option to change the Cheque Amount.

Before proceeding to the next screen, you should properly check the Payees and the corresponding
Cheque Amounts as these cannot be altered in the subsequent steps. The ‘Status’ column by default
is empty. If part of the data has already been printed, the ‘Status’ column for the relevant rows will
display ‘Printed’. This would imply that the rest is still in queue for printing.

Once you are ready, click on the button ‘Next’ and the next screen appears as shown below:

Figure 5-23 Excel Bulk Printing — Step3

# ChequeMan - [Excel Bulk Printing]

ol Setup Cheques Reports Utilities  Exit - @ x
Excol Printing
Tiew
. . Cheque
Cheques for Printing Already Printed lIl In Queue Design
Select Account |PDS - SBI - 01347000123 - DALSQ d List of Previous Cheques
Select Cheque Book ID | 256321 - 20042012  ~ | 48 cheque available Default Cheque Date 201042012 DDMMAYYTY
Cheque No.|Payee Name Cheque Amount |Cheque Date  |Remarks Alc Payee ~
256323 |BASUDEB BANER.JEE 25,000.00 | 20:04:2012 i New Payee
256324 [PRABIR KR. LAHIRI 700,00 200042012 { New Payee
256325 |Y. RAYCHAUDHURY 14,200,000 | 20:042012 y New Payee
256326 [TH ANSARI 1,000.00 | 20:04:2012 { New Payee
256327 |M MBHATTACHARYYA 1,700.00 | 20/04:2012 ¥ New Payee
256328 B N BHATTACHARRYA 800.00| 20:04:2012 { New Payee
256329 |CHINMAY BANERJEE 4,000.00| 20:04:2012 y New Payee
256330 (G BORIAH 13,000.00 | 20:042012 y New Payee
256331 | PRAHLAD BORO 1,000.00 | 20:04:2012 ¥ New Payee
256332 |SANKAR NARAYAN DHAR 1,000.00 | 20/04:2012 ¥ HNew Payee
256333 [NANDINIDUTTA 1,000.00 | 20/04/2012 v New Payee
256334 [SANJAY KR. MITRA 2,500.00| 20:04:2012 v New Payee
256335 |PV NARAYANAN 2,000.00| 20:042012 ¥ New Payee
256336  |M PARAMANATHAN 2,500.00| 20:042012 ¥ HNew Payee
256337 |ARAJAN 1,500.00 | 20/04/2012 y New Payee
256338 |ANINDITA RAY 3.000.00| 20:04:22012 y New Payee
256339 | ALOK KR. BANERJEE 1,000.00 | 20:04:2012 ¥ New Payee
256340 |B K BISWAS 1,000.00 | 20/04:2012 ¥ HNew Payee
256341 [S C BISWAS 5.000.00| 20:04:2012 y New Payee
256342 [BISWAJIT BERA 2,000.00| 20:04:2012 y New Payee | v
No. of Cheque(s): 29 Total Value : 1,18,200.00
[ Print Cheques ] [ Back ][ Cancel ] [ Exit ]

http: f fwmmr. chequeman. comf | infocchequenan. com |Helpline : +91-33-22623535, 64596006 11117 ———

Select the Account and the Cheque Book ID (this is identified as the starting Cheque No. and the date
of receipt of the Cheque Book) against which the cheques need to be printed. The Default Date for
Cheques is taken in as the current date which can be modified.

The number of grid rows in the grid is limited to the least of the following:

> available number of cheque leaves on the cheque book
> the total number of cheques to be printed for the Batch
> total number of grid rows as set up in the menu Utilities - Preferences

The grid contains the following columns:

Cheque No. : The Cheque No. is already displayed. It is recommended to
physically verify its presence in the Cheque Book before proceeding
further.
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Payee Name

Cheque

Amount

Cheque Date

Remarks

A/c Payee

The name of the Payees as carried forward from the previous
screen is displayed here.

The amounts as specified for each payee is carried forward here
and displayed.

This is the default date value as specified above the grid. The cursor
does not wait here. In case you want to change the date, take the
cursor on the cell and click to make changes.

This field is optional to record any remarks against the cheque for
future reference.

This is the Account Payee flag which if checked will accordingly print
on the cheque. In case you wish to remove this, click on the cell and
remove it. If you wish to permanently remove this status for a
Payee, it can be done from the menu option Setup — Payee Details.

Now you are all set to print the cheques.

Other features & Options

List of Previous Cheques

By clicking on this all the previously issued cheques from this account can be viewed.

View Cheque Design

One can click on the button to check if the correct design has been mapped to the Cheque

Book. There is also an option to test print to check out the print parameters.

Calculator

In case for any help in arithmetical calculations, click on the icon

Totals

The total amount of all the cheques populated in the grid is displayed at the bottom of the

grid for reference and verification.

The bottom of the screen has buttons which are explained in details below:

Print Preview

To preview the cheque details that have been super-imposed on the
scanned cheque image, click on this option. It gives a fair idea as to
how the printed cheque will appear. However, it should be noted
that minor difference is possible. The display window has scroll
buttons to view cheques one by one with options to move to first or
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the last cheque.

Print Cheques : Place the Cheque leaves on the printer in the correct order and
direction, and then click on this button. After confirming in the
subsequent dialogue box, the cheques are printed.

Back :  On clicking this, the control is shifted to the summary of the print
queue.
Cancel . After selecting information on the header, the information on the

grid is displayed pertaining to the selected Cheque Book. The header
information cannot be altered once the grid is displayed. Click on
‘Cancel’ which will again allow you to again select the Account,
Cheque Book, etc. In case of change in the Cheque Book, the system
allows to carry forward the data in the grid (if any) to the grid for the
new Cheque Book.

Exit ¢ The control is shifted to the main screen of the software.

Verification & Confirmation of proper printing of Cheques

After the ‘Print Cheque’ command is given, subsequently, in the next interface screen a
grid appears containing the cheque nos. used for printing with corresponding details as
provided in the previous screen. This interface is illustrated below:
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Figure 5-24 Excel Bulk Printing — Step4

i ChequeMan - [Excel Bulk Printing]
ol Setup Cheques Reports Utilities  Exit -8 x

Excel Printing
Cheques for Printing 20 Already Printed 1] In Queue 29
Account [PDS - SBI - 01347000123 - DALSQ | cheque Book ID
‘ Verify each printed cheques amd accordingly confirm Printing Status on the grid befow. ‘
Cheque No.|Payee Name Cheque Amount | Cheque Date Print Status 27 Rad
256323 |BASUDEB BANERJEE 25,000.00| 20/04/2012 | Printed Printed ~
256324 |PRABIR KR. LAHIRI 7,100.00( 20/04/2012 |Printed
256325 |¥. RAYCHAUDHURY 14,200.00( 20/04/2012 | Printed
256326 (T H ANSARI 1,000.00| 20/04/2012 | Printed
256327 (M M BHATTACHARYYA 1,700.00| 20/04/2012 | Printed
256328 (B NBHATTACHARRYA 800.00( 20/04/2012 |Printed
256329 |CHINMAY BANERJEE 4.000.00| 20/04/2012 | Printed
256330 |G BORIAH 13,000.00| 20/04/2012 | Printed
256331 (PRAHLAD BORO 1,000.00| 20/04/2012 | Printed
256332 |[SANKAR NARAYAN DHAR 1,000.00| 20/04/2012 | Printed
256333 [NANDINI DUTTA 1,000.00| 20/04/2012 | Printed
256334 [SANJAY KR. MITRA 2,500.00| 20/04/2012 | Printed
256335 [PV NARAYANAN 2,000.00| 20/04/2012 | Printed
256336  |M PARAMANATHAN 2,500.00| 20/04/2012 | Printed
256337 |ARAJAN 1,500.00| 20/04/2012 | Printed
256338 |ANINDITA RAY 3.000.00| 20/04/2012 | Printed
256339 |ALOK KR. BANER.JEE 1,000.00| 20/04/2012 | Printed
256340 (B KBISWAS 1,000.00) 20/04/2012 | Printed
256341 (S C BISWAS 5.000.00| 20/042012 | Printed
256342 [BISWAJIT BERA 2,000.00) 20/04/2012 | Printed v
Total Cheques: 29 Nos. Printed : I—ZQ‘ v g |—0| Nat Printed Ij|
Confirm & Exit ]

http: / fvwnr. chequenan. coms | infoechequeman. con |Helpline : +91-33-22623535, 64596006 1111

For each Cheque on the grid — there are three possibilities:

A\

If the Cheque is printed successfully then the print status will be ‘Printed’

If the Cheque is damaged while printing then the print status will be ‘Damaged’

If the Cheque is not printed at all then the print status will be ‘Not Printed’

Now, specify the status of cheque printing under the column ‘Print Status’ as displayed in the

VYV V V

screen above. By default ‘Printed’ is selected assuming that in most cases cheques is print
successfully. After confirming for each cheque, click on ‘Confirm & Exit’.

If cheques are still present in the queue, you are again back to the previous screen for continue
printing of the pending cheques in the same way.
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5.9 Incomplete Cheque
This module is activated only after opting for ‘Incomplete Cheques’ through Utilities — Preferences —
Advanced.

Preparation
Select <Incomplete Cheques - Preparation> from the <Cheques> Menu

Figure 5-25 Incomplete Cheque - Stepl
 crequevan

Setup | Cheques Reports Utilities Exit
Cheque Book

Print Cheques

Manual Cheques

Cheque Cancel / Restore

Modify Cheque No.
Print EMI Cheques

Batch Printing
Excel Bulk Printing

Incomplete Cheques 3 Preparation
Updation

The following screen is displayed:

Figure 5-26 Incomplete Cheque - Step2

i ChegueMan - [Incomplete Cheques]

s Setup Cheques Reports Utilities  Exit -8 x

[T—
Select Account v| List of Previous 20 Cheques
View
Select Cheque Book ID 19 cheque available Chegue ‘ @ Printed ) Manual |
Design
Cheque No.|Payee Name Cheque Amount |Not Above Amt | Cheque Date | Remarks Alc Payee
256352 7,000.00 0
256353 0.00 0
256354 0.00 0
256355 0.00 0
256356 0.00 0
256357 0.00 0
256358 0.00 0
256359 0.00 0
256360 0.00 0
256361 0.00 0
256362 0.00 0
256363 0.00 0
256364 0.00 0
256365 0.00 0
256366 0.00 0
256367 0.00 0
256368 0.00 0
256369 0.00 0
256370 0.00 0
No. of Cheque(s): 1 Total Value : 7,000.00
[ Print Cheques ] [ Delete ][ Cancel ] [ Exit ]

http: / fwwr. chequenan. cons | infoachequeman. cam |Helpline : +91-33-22623533, 64396006 11T |

Select the Account and the Cheque Book ID (this is identified as the starting Cheque No. and the date
of receipt of the Cheque Book) against which an incomplete cheque needs to be printed.
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The number of grid rows in the grid is limited to the least of the following:
» available number of cheque leaves on the cheque book
» total number of grid rows as set up in the menu Utilities - Preferences

This grid contains the following columns:

Cheque No. : The Cheque No. is already displayed. It is recommended to
physically verify its presence in the Cheque Book before
proceeding further.

Payee Name :  Enter the name of the Payee. In case cheque has been previously
issued to a Payee, the name of the payee will appear in the help
box as you start typing the Payee Name. For a new payee, you will
have to type the entire name.

Cheque Amount : Cheque amount is to be entered.

Not Above Amt : This field is activated only of the Cheque amount is not entered.
This amount is printed as ‘Not Over’ value for this entered amount.

Cheque Date :  Cheque Date is to be entered here.

Remarks : This field is optional to record any remarks against the cheque for
future reference.

A/c Payee : This is the Account Payee flag which if checked will accordingly
print on the cheque. In case you wish to remove this, click on the
cell and remove it. It is important to note that whenever a new
Payee is created it is assumed that it would be ‘Account Payee’. In
case you wish to permanently remove this status for a Payee, it
can be done from the menu option Setup — Payee Details.

<Blank Column> : Whenever a Payee is being issued the cheque for the first time
using the system, this column displays ‘New Payee’ for your
reference.

For printing an incomplete cheque, at least one of the above information needs to be provided.

Moreover, at least one of the above information should not be provided to make it an incomplete
cheque. Enter information for all the incomplete cheques that needs to be printed using the rows in
the grid. Once done, you are now all set to print the cheques.

Other features & Options

List of Previous Cheques
By clicking on this all the previously issued cheques from this account can be viewed.

View Cheque Design
To ensure that the correct design has been mapped to the Cheque Book, click on this
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option. There is an option to test print the format to check out the print parameters.

Calculator

In case for any help in arithmetical calculations, click on the icon

Totals

The total amount of all the cheques populated in the grid is displayed at the bottom of the
grid for reference and verification.

The bottom of the screen has buttons which are explained in details below:

Print Preview

Print Cheques

Back

Cancel

Exit

To preview the cheque details that have been super-imposed on the
scanned cheque image, click on this option. It gives a fair idea as to
how the printed cheque will appear. However, it should be noted
that minor difference is possible. The display window has scroll
buttons to view cheques one by one with options to move to first or
the last cheque.

Place the Cheque leaves on the printer in the correct order and
direction, and then click on this button. After confirming in the
subsequent dialogue box, the cheques are printed.

On clicking this, the control is shifted to the summary of the print
queue.

After selecting information on the header, the information on the
grid is displayed pertaining to the selected Cheque Book. Click on
‘Cancel’ which will again allow you to select the Account, Cheque
Book, etc.

The control is shifted to the main screen of the software.

Verification & Confirmation of proper printing of Cheques

After the ‘Print Cheque’ command is given, subsequently, in the next interface screen a

grid appears containing the cheque nos. used for printing with corresponding details as

provided in the previous screen. This interface is illustrated below:
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Figure 5-27 Incomplete Cheque — Step3

i ChegueMan - [Incomplete Cheques]

oS Setup Cheques Reports Utilities  Exit -8 x
Confirm Mode Incomplete Cheques Step 2 of 2
Account |PDS - SBI- 01247000123 - DALSQ ‘ Cheque Book ID | 256321 - 20/04/2012
| Verify each printed cheques and accordingly confirm Printing Status on the grid befow. |
|Cheque No. | Payee Name \ Cheque Amoum| Mot Above Amit | Cheque Date | Print Status 27 \ Aic Payee \
| 256352_| | 7.000.00| 7.000] [Printed [ printed v| |
Total Cheques: 1MNos. Printed: 1 2 g Q Not Printed ; Ij|
Confirm & Exit ]

http: / /. chequeman . com/ Iinto@.che(_{uem.com |1{e1p1:'me © o +91-33-22623533, 64396006 "”l_l

For each Cheque on the grid — there could have been one of the three possibilities:

» If the Cheque is printed successfully then the print status will be ‘Printed’

If the Cheque is damaged while printing then the print status will be ‘Damaged’

If the Cheque is not printed at all then the print status will be ‘Not Printed’

Now, specify the status of cheque printing under the column ‘Print Status’ as displayed in the
screen above. By default ‘Printed’ is selected assuming that in most cases cheques is print
successfully. After confirming for each cheque, click on ‘Confirm & Exit’.

Y V V

If cheques are still present in the queue, you are again back to the previous screen for continue
printing of the pending cheques in the same way.

Updation: Incomplete cheques prepared needs to be updated once the rest of the information is
available. Through this module the ‘Incomplete Cheques’ are updated to make it into a regular
cheque. Select <Incomplete Cheques - Updating> from the <Cheques> Menu, the following screen

will be displayed:
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Figure 5-28 Incomplete Cheque - Step4

i ChequeMan - [Update Incomplete Cheques]

o Setup Cheques Reports Utilities Exit -5 X
| Edit Mode Updation of Incomplete Cheques Step 1 of 1 |

Eind | ‘

Cheque Mo Account Payes Name Cheque Amount Mok Above Amt Cheque Date  A/c Payes
> 256352 PDS - SBI - 01347000123 - DALSG) 7000.00 7000

For updating please sefect the record and double click / press <Enter> on the key board

Account : ‘PDS - SBI - 01347000123 - DALSO ‘

Cheque Book I : ‘255321 - 20/04/2012 Cheque No.: |256352
Payee Name : “ ‘ [] Aic Payee
Amount : 7,000.00 Not Above Amt : 7000

Cheque Date : LD /MM /7YYy Remarks @ | ‘

http: f fwnnr. chequeman. comd | infoechequenan. com |Helpline : +91-33-22623535, 64596006 11117 —

This contains the list of all incomplete cheques that needs to be updated to make it into a complete
cheque. Double click or select row and press <enter> on the cheque to be updated. On the bottom
part of the screen the information about the cheque is populated. You are required to fill up the
missing information and ‘Save’ the data. The incomplete cheque is now updated and the record is
removed from the grid.

ChequeMan User Manual Page 74



Other Utilities

6 Reports

ChequeMan has an in-built comprehensive system for printing various reports. It generates reports
for both on-screen viewing and hard copies printing along with exporting the same to MS-Word, MS-
Excel and PDF. This serves multiple purposes such as record keeping, auditing, filtered queries etc.
The report interface is simple to use with convenient self-explanatory labels for understanding. Most
of the reports have the facility for setting filters across Accounts Details, Cheques, and Cheque Issue
Dates etc.

Some of the reports which are generated from the software are summarized as under:
» Cheque Issue Register

This provides a list of all the cheques issued and recorded in the system. The user can print details
of all cheques or only the summary for each Account Holder. Further, the user can set the date range
and also other filters such as Account Holder / Bank, Payee etc. Report is sorted either on the
Cheque Preparation Date or the Cheque Issue Date.

> Payee Cheque Issue Register

This report provides the list of all the Cheques issued, sorted and grouped on Payee Name. Through
this report the user can view payments made to each Payee across all Account Holders. The user has
the option to print details of all the cheques or only the summary for each Payee. Further the user
can set a date range and also other filters such as Payee, Account Holder / Bank etc. Report is sorted
either on Cheque Preparation date or Cheque Issue Date along with Payee Name.

» Cheque Book Summary

ChequeMan keeps track of each Cheque Book in terms of issued, cancelled and unused cheques.
Summary of all Cheque Books or only of the current ones can be viewed. The user can keep track of
the cheque leaf inventory that is on hand.

» Cheque Book Details

This is a log report for each Cheque Book very similar to the way one records in the attached sheets
provided by the bank. The user can print detail for a particular Cheque Book or multiple Cheque
Books as desired.

> List of Cancelled Cheques

Through this report the user can get the list of all cheques that has been cancelled or has been
damaged while printing.

> Bulk Cheque Printing

The user can get the list of cheques printed in bulk through EMI or Batch Printing or Excel Import.
Report can be for all or selective Account Holders and can viewed in both detailed and summary
modes.
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> Listing Report

These are simple listing reports for the following:

- Account Details: This provides a list of Account Holders and the corresponding Bank Accounts.
- Payee Details: This provides a list of Payee Names.

- Payee Batch: This provides a list of all Batches with corresponding Payee Names.

> Query Report

This is a powerful reporting tool which primarily has two query options. Firstly, provide a Cheque
No. for query on it. Secondly, it has an open ended filtering system — wherein a report can be
generated with filter options on Account Holders / Bank Accounts, Printed / Manual Cheques, Payee
Name, Cheque Date / Entry Date, etc.

> Exception Report
This reporting option contains the following:

Modification of Cheques Nos. : This lists out all the cheques that has been modified
through the menu Cheques — Modify Cheque No

List of Not-Printed / Damaged : This lists out all cheques that could not be printed or were

Cheques damaged after the print command was given through the
cheque printing options.

Cheques released for Re-use : This lists out all cheques that have been restored after
being cancelled earlier.
> Incomplete / Updated Cheques - Issue Register

This module prints all cheques entered through the Incomplete Cheque module. It has options to
print the incomplete cheques or updated cheques or both together.
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7 Other Utilities

7.1 Tasks - Backup/ Restore/Optimize Database
Through this utility, you can backup your data and also restore back the same as and when required.
It also provides the option to optimize database, as explained below.

Backup

In Utilities Menu, select the ‘Task’ option and further click on Backup. This will take you to the
following interface:

Figure 7-1 Backup

i ChequeMan - [Backup]

ol Setup Cheques Reports Utilities  Exit - 8 x
Date |20:04/2012 DDMMAYYYY  Time |18:10:48.0312500 hlumm:ss
Output Folder ‘C:"Program Files'ChegqueMan | E]
File Name [ChequePrinting-20120420-181048.MDB | @ pataBackup
Notes ) Cheque mages Backup

http: £ fmnr. chequeman. com/ | 1ntoechequenan. cam |Helpline : +91-33-22623535, 64396006 111 —

Backup can be taken for the ChequeMan database or the Cheque images. Select the one that for
backup has to be taken.

Select the Output folder where you want your backup to be created and specify some textual note
which will serve as a reference for the backup. Click on <Backup> button to create the backup file in
the specified folder. This folder could be in the hard disk of system or any other external storage
device. The name of the backup file is placed by default which contains the data and time stamp
which is changeable by the user.
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Restore

In Utilities Menu, select the ‘Task’ option and further click on ‘Restore’. This will take you to the
following interface:
Figure 7-2 Restore

Restore ]

&) Restore from Archive ) Restore from Specified Location

File: Name Date Time Hates Type

Il = |ChegucFinting 20120420

Here you have two options:

> Restore from Archive
> Restore from Specified Option

Each of the above is briefly explained below
Restore from Archive

This will show you the chronological history of data backup taken along with the reference notes
that was submitted through the Backup module. You can select a specified backup and click on
<Restore> Button to restore the data.

Restore from Specified Location

You can also use this option to restore the data only if you know the file location and filename where
the same has been stored. Once you browse the file and select <Restore> button your database file
will be restored.
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ONote: It is very important to understand that restoration will overwrite the existing data and
as such the current database will be lost. Before restoration, it is advisable to backup the current
data.

Optimize Database

It is a good practice to optimize your database for improved performance. This removes redundant
spaces from the database.

In Utilities Menu, select the ‘Task’ option and further click on ‘Restore’. This will take you to the
following interface:

Figure 7-3 Optimize Database

- Optimize Database

I‘ Chequehdan has been shut down far Database
optimization. Click an "Optimize’ to continue with the

! P process.

Optimize ][ Cancel

You will be exited from the software for the optimization. Click on <Optimize> and your database
will be automatically optimized.

ONote: It is very important to understand that before optimization, it is advisable to take a
backup of the current data and store it in a different location.
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7.2 Calculator

For easy arithmetical calculation, a calculator has been provided.

In Utilities Menu, select ‘Calculator’ option... This will take you to the following interface:

Figure 7-4 Calculator

Setup Cheques Reports  Utilities  Exit

Print Cheque

B calculator
Cheque F TN

—| °]
Cheque

| I_ ’Dackspecc” cC ” C ]

| owery o ES NN KRR RE[EY

-~ Djnnoan

ccoun’

e e ]

o..o. | K O | |

Developed by :
PDS Infotech (P) Ltd.

20, Old Court House Street
2nd floor, Kolkata - 700001

Sk Ho. : 13425
Ver. : 01-Dec-2013
User : RT35H4T

http: f /wanr. chequeman . comy | infoGchequeman. com

TRIAL VERSION

Helpline : +91-33-22623535, 64596006 | ||| NI

ChequeMan User Manual

Page 80



Other Utilities

7.3 Print Setup

In order to setup the printer as per your requirement, you need to select the ‘Print Setup’ option.
In the <Utilities> Menu, select <Print Setup>. This will take you to the following interface:

Figure 7-5 Print Setup

 ChequeMan, - [Print Setup]

a-l Setup Cheques Reports Utilities  Exit -

Step 1: Take a Print

Click on the button alongside & take a print on Ad size paper. |'—~J

——

Step 2 : Choose an Option

Select from the options below based on the Printout

O Pds infotech P, Lid...... O Pds nfotech P, Lad.....

Pdz infotech Put. Ltd Pds nfctech P Ltd.....

Pds infotech P, Lid...... Pds infitech Pu. Lid.....

swo (o]

http: f fwmnr. chequenan. cony | in£o@chequenan. com |Heiprine : +91-33-22623535, 62596006 il

Different printer types may require a different setup for smooth printing of cheques. To setup your
printer, follow the instruction on the interface to take a print on an A4 sized paper. Based on the
printout, you will need to select one of the six options. Your printer is now set.
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7.4 Preferences
In the <Utilities> Menu, select <Preference>. This will take you to the following interface:

Figure 7-6 Preferences

i ChegueMan - [Preferences]

o Setup Cheques Reports Utilities  Exit .8 x
Add Mode Preferences General Mode
~

Cheque Entry Preferences Security Preferences i
Enter Amount Twice No w | {as a precaution} [] Set Password
No. of Cheques to be Displayed 1 to 50 {defaultis 2} (after setting the

password, unauthorized
View previous Cheques 20 to 50 (defaultis 20) access to the software can

be prevented)
Payee Name format All Caps »

Cheque Printing Preferences
Sample
Case in words field | All Caps » SIX HUNDRED TWENTY FIVE ONLY

Comma Separator in Amount |Yes - Sample:

Precede ' * * in Amount Yes A *112,34,56,789/-

For Amount not having decimals, the figure should be terminated with ™ /- |Yes -

Sample
Font | Arial | A

Font Size RaBbCCDAEEFGYHNIL
s

Advance Options

Advance Options

Enable option print "NOT OVER Rs. * Print for ‘ Only Incomplete Cheques '

(This will be printed on chegues omnly after setting up the relevant Cheqgue Design Tempiate.)

Restore Defaut

http: / fwnr. chequenan. coms | infogchequenan. com |Helpline : +91-33-22623533, 64396006 1117 —

Through this module, one will be able to set up the printing of cheques and other parameters as per
one’s own preference. This covers the following:

Cheque Entry Preferences:

Enter Amount Twice : On selection, it would be mandatory to enter the cheque
amount twice in the Cheque entry grid, helping in the cross
check of the amount.

No. of Cheques to be : This shows the default number of cheques that will be
displayed displayed in the entry screen. This can be changed to a
maximum of 50.

View previous Cheques : This shows the number of previously issued cheques that will
be displayed in the cheque entry module. This is set to 20
and can be changed to a maximum of 50.

Payee Name Format : This decides the format of Payee Name getting printed in the
cheque. One can select ‘ALL CAPS’ to print the name in
capital letters or ‘As Entered’ to print the name in the same
case as entered.
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Case in Words fields

Comma Separator in
Amount

Precede *** in Amount

For Amount not having
decimal, the figure
should be terminated
as‘/-

Font, Font Size & Style

Password

This decides the format of Amount inwords getting printed
in the cheque. One can select ‘ALL CAPS’ to print the amount
in capital letters or ‘Proper’ to print the amount in the
format in which first letter of the word is capital and the rest
is small.

By selecting YES, the amount field will have comma
separators.

By selecting YES, the amount will be preceded by ***,
Example 3455.00 will be displayed as ***3455.00.

For amounts with nil paisa, one can opt to print either as
3455.00 or as 3455/-.

One can select the Font, Size and Style of printing on
cheques as per one’s preference and liking.

As an option, one can set the password. Every time you start
the software, you will get access only after providing the
correct password credentials. This password may also be
removed as and when required.

Advanced Options: This contains the following optional features:

» Printing ‘NOT OVER Rs.” on cheques. If opted for, the Not Over amount will be rounded off
to the following Rupee. For example if Cheque Amount is 2344.45, the ‘Not Over’ Amount is

2345.00.

» Printing of Incomplete Cheques — Only on selection of this feature, the software will permit

the printing of Incomplete Cheques. In incomplete cheques module one can print the

cheque in which one or more parameters printed in the cheque can be left blank. Once
opted, this feature gets listed in the ‘Cheques’ menu.

Update Now: From time to time software updates will be released on ChequeMan based on

changes, user feedbacks and bug corrections, if any. Click on <Update Now> link under the

<Utilities> Menu to start the update process of the software. This process is an internet based

automated system for updating the software wherein the latest version is checked for and if any

new update is found, the software is then updated.
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8 Healthy Practices of using ChequeMan

Regular backups to ensure data safety

Updating all the manual cheques issued for data reporting

Updating all the damaged/cancelled cheques

Check and update the software regularly.

Refer to the User Manual / Video Demo if something is not understood in the software.
Visit the web site for resources and latest updates.

YV YV VYV VY

Follow us on social media to keep yourself updated with the latest news and developments in
ChequeMan
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Developed by:

PDS INFOTECH (P) LTD.
6 Hungerford Street, The Regency
4" Floor, Kolkata 700017
Phone: (033) 22875500 Email: info@chequeman.com
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