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Deleting the horizontal lines on the AP check stub

Select “edit” your AP template

Step 1:  Highlight the row with the Detail merge fields –
Select  Word icon for “borders” and select “No Border”

Step 2:  Highlight the row with the column names and 
select “Bottom Border”

Save the Word view and Update to save changes.

Step 1

Step 2

4



AP Check is two (2) Pages - MICR on second page
If you “restored” template prior to creating custom templates, this will not be an issue.
Examine the check stub – possibly the Invoice Number or Description merged data has 

“wrapped” to a second line causing the MICR to move to a second page.  Cause:  the 
data entry screen allows more characters than the older default merge field spacing.  
To correct, simply edit the template enlarging the fields several spaces.   

Starting with the 
vertical line to the 
right of Description –
move the lines to the 
right several spaces

After the boxes 
have been 
resized – save 
Word file and 
update

123
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Adding Lienor To Joint Check
If you have “restored” the template prior to customizing, this will not be an issue.  If you 

have customized an earlier version of the template, you will need to add the optional 
merge field.

Place cursor one (1) space behind  merge field 
HEADER_PAYEE_NAME – insert  the optional 
merge field HEADER_LIENOR_NAME 

RESULT:  If there is no Lienor, space behind payee name will be blank but if there is a Lienor, 
program adds the word “and” then the Lienor's name.
Example:  Jones Construction and Smith Company
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Adding Company Info to Payroll Check Stub
 Option 1:  Bottom area of stub – add to “description” box 

It is critical to delete or move the Description_2 to prior line and add your 
company info on the second line otherwise the MICR will move.

Move Description_2 to first line
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Adding Company Info to Payroll Check Stub
Option 2:  Adding to header of the stub 

Highlight the header fields, right click and use the Word option to merge into one cell.  
Delete the words and replace with your company name, address, and phone 
number.

It is critical to select same font size otherwise the MICR will move.
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Formatting Canadian Cheque to ISO Standard
Common editing 

requirements:

1. Replace Date with 
the ISO format –
Year/Month/Day

2. Change “Check” 
to “Cheque”

3. Reverse white on 
black letters to 
black on white to 
reduce use of 
MICR ink

4. Replace merge 
field with alternate 
that adds the 
leading zeros to 
the MICR cheque 
number.  

1

3

2

4

IMPORTANT:  You must submit a sample output to your bank for approval 
prior to go-live.  Requirements may vary for your banking institution.
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Samples of Default Check and ISO Cheque

1. Date Format = 04/20/2011
2. “Check”
3. Box is white letters on black 

background
4. No leading zero for check 

number

1. Date Format = 
2011-06-23

2. “Cheque”
3. Box is black 

letters on white 
background

4. Leading zeros 
added to MICR 
cheque number
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Populating “Architect” Merge Fields
Step 1:  The “architect” must be set up in the Job Description Names file -

Menu: Job Costing > Maintenance > Job Description Names

Select Vendor 
Number and the 
Type = Vendor 

Responsibility 
Type = 
Architect
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Populating “Architect” Merge Fields
 Step 2:  The “architect” must be set up in the Job Description General 2 tab.  

Menu: Job Costing > File Maintenance > Job Cost Set Up – Select General 2 tab

12

Important: If you “soft label” the architect field – whatever code you select in the fourth 
position will populate the “architect” merge fields on the eForms regardless of new label.

• Step 3:  For the Project Collaborator eForms,  the “vendor” must be in the Project 
Directory.

Under Responsibility Codes –
default Architect Position –
prompt to select the “architect”.



“Architect” Samples
eCMS G702 Pay Request:

Project Collaborator Owner Change Order:

Remember to “restore” template to get latest version before customizing
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Summary
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− Deleting lines from check stub
− MICR is printing on second page
− Lienor is missing from check stub
− Adding company name to check stubs
− Details on creating a Canadian cheque
− Architect name/address missing from eForm

For additional assistance, please submit an On Line Incident from your 
Computer Guidance webpage – Thank You!


