Cheque Formatting Guideline

Go to “FMP > Common Setup > Chart of Account Maintenance > Bank Information”
[image: ]

Choose “Cheque Format” tab and select a bank
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If there are more than 1 format, choose a format and click on the hyperlink to download the cheque format
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Open the downloaded cheque format with Crystal Report
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Highlight a field and right click and select “format field”
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Choose “Common” tab and uncheck the “Lock Position and Size” box and press “OK”
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Move the field to the desire location and repeat the same process for all the remaining fields. Once it’s done, save the report.
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Click the “Upload Cheque Format” hyperlink and upload the new cheque format
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