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OVERVIEW

MultiCHAX®

The MultiCHAX® system is composed of three programs 1) the MulitCHAX® Virtual
printer is a Windows print driver. When printing checks within your accounting software you
should select “MultiCHAX Virtual Printer” as the output printer for checks. 2) The MuliCHAX
(Multichx.exe) program is fed the check data from the print driver to produce your MICR
encoded checks. 3) MultiCHAX Setup (MCSetup.exe) which is used to originally set up the
information needed by MultiCHAX including your bank account information.

When using the "MultiCHAX Virtual Printer" driver, all the text output to that printer
from your accounting program is saved in the c¢:\multichx\temp directory. Files are saved with
“AAA as the file prefix>. Normally when the virtual driver starts to receive output it
automatically starts the MultiCHAX program. The information saved is used by MultiCHAX to
put together a “virtual print image” in computer memory.

The MultiCHAX program uses the information you have set up in the control file (using
MCSETUP) to examine this virtual print image, getting the data it needs to print a check by
looking at the locations in the row (vertical position) and column (horizontal position) specified
for each item of information. The Enterprise version of MuliCHAX (if the control record being
used does not specify "Manually Select Banks"), looks at the check number printed on the virtual
print image and uses the first portion of this check number (either the 1, 2, or 3 leftmost digits) to
look up the bank account information entered into the MulttCHAX bank control file.
MultiCHAX then prints the newly reformatted information including the bank account
information and MICR characters on the printer designated as the MICR printer.

You should use the “grid on” option in the MuliCHAX® menu item "test". With this
toggled on while printing checks from your accounting application, it will print in the "grid" mode
that will allow you to view the virtual print image and determine the settings of row and column
number to point to the appropriate information in the virtual page. Remember the
coordinates tell MultiCHAX where to get information not where to put it. You must use the
Output Offsets Screen (figure 9) to change the placement of data on the face of the check.




Even though your software prints in a check format with a top stub, bottom stub or
middle stub format, the MultiCHAX® program will format the output to the form you select
regardless of the type specified in your accounting program.

Remember, however that the MuliCHAX® program can only print the stub information
that is printed to the virtual page by your accounting program. Thus, if your accounting program

does not print stub information to the virtual page, MultiCHAX will not be able to print this
information either.

Important Icon Keys

ICON KEY

% ImporantInformaion 10 help guide you along in your process of setting up MuliCHAX®, we have
C Use McSetup.exe included icons that will be notated next to the section name. These keys will help

highlight important facts and also notate which program to use to accomplish certain
B Use MultiChx.exe

tasks necessary for correct setup and usage of our program. Refer to the icon key, in
Use QuickBooks

this section for information about each different icon presented.




The following instructions are to be used to guide you through the installation of your
MultCHAX® software on various operating systems.

HARDWARE AND SOFTWARE REQUIREMENTS

MultiCHAX® minimum requirements ate:

Windows 98SE, ME or XP

Windows NT4.5 or higher

Laser or other printer that supports TT fonts
100 MB (megabytes) free storage space
Minimum screen resolution of 800 x 600

2x CD-ROM drive

Installation of Software (for Windows NT4.5-XP)

If you are installing on a network make sure that you have proper rights to create directories
and search, add, modify and remove files. It is recommended that you place the program and
directories during the installation, onto a network drive so that all users operating MuliCHAX® will
share the same files. Be sure to close all other running programs and turn off all virus protection
programs.

To install MulitCHAX®:
Shut down all program that are running, including disabling virus protection programs.
Insert the MuliCHAX® CD-Rom into your computer’s CD-Rom drive and let the installer begin.

Enter your serial number located on your CD-Rom sleeve, invoice or MuliCHAX® license agreement,
when prompted for it.

Toggle through the next few screens, until you reach the screen in which you can select your
destination folder. If you’re installing the software onto a network directory, this is the point where you
would click on the browse button and select that network path.




Note: You must have proper rights to create, add, and modify directories, as well as search them, and
remove files from the network path you are installing to as well as the local machine. The software
installs the executables on your local drive and places the databases files on your network path.

5. Once installation is complete, you are able to run the McSetup program (no reboot is necessary).

Installation of Software (for Windows 98)

Refer to steps 1-4 for installation of software on other Windows Operating Systems. However,
after the installation of MuliCHAX you must click on your ‘Start’” button, then select ‘Settings’, and
then click on ‘Printers’. Once your in the ‘Printer’ screen you must locate the ‘MuldtCHAX Virtual
Printer’, right click on it, and select ‘Properties’ as depicted in the picture below:

3 Printers =1
Fle Edt ¥iew Go Favoites Help [ ]
L = X %
Back Forpyerd Up Map Drive Disconnect ¢ Cut Copy
Address [E Printers =l
Name | _Documents | Status
#.dd Printer
G Intuit Intemal Printer o
Printers 0
| "~ " 5 ndps-mop! et 1}

MultiCHAX Virtual
Printer

Furge Frint Documents
Create Shertcut
Delete

FRename

Eul 1 |
>

=) Displays the properties of the selected items.

Once that has been accomplished, you must click on two different tabs to set up the printer correctly.
Make sure each tab has the items selected as pictured on the following page:




THE FIRST IS FILE FORMATS:

MultiCHAX Virtual Printer Properties

MultiCHAX VWirtual Printer Properties
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SETTING UP MCSETUP AND MULTICHAX
PROGRAMS

¢ Starting MCSetup

Before running MultiCHAX® you must run the McSetup program which is installed as part of the
MultiCHAX® group.

Start MCSetup by clicking on your Start button in your Windows Taskbar_(lower left hand), then
select Programs/MultiChx/McSetup.exe.

You will be reminded to set up Offsets and MICR Printer settings. Click on "Change Printer" to
designate a printer to use as the output printer to print the MICR encoded checks. Set up the input
tray you wish to use to hold blank check forms. Note you must specify an actual tray, not a form
name. You will be given an opportunity to specify a different tray to hold plain paper if you are going
to print extra copies of each check automatically.

O

Setting up your control information (QuickBooks Edition)

Note: If you are using the QuickBooks edition of MuliCHAX®, you must have the QuickBooks
program open and open to a company, before launching the McSetup program. If you are using
any version of QuickBooks other than QuickBooks Online, select “I Am Running QuickBooks”,
for QuickBooks Online, select “I Am Running QuickBooks Online”.

)|
=)

To setup your control for McSetup.exe:

1. After opening the MCSetup program, highlight the control you want to use and click on “Select
Control”.




& MC Setup

Select Prinker  Maintain Users  Re-Index DB's Help  Exit

CHAX. Inc. MultiChax(tm) System This program iz uged under the license granted with the CHAX
MultiChax(tm] System._

Enterprise Edition

mc setup

V 70BId13

Copyright 2004 by CHAX, Inc.
All Rights Reserved.
Patents # 5.347.302 & # 6.611.351

& Patents Pending

Select Control
Add New Control

Exit Program

Default Control Record For Current User
Great Plains

Great Plains

Great Plains
QuickBooks
Quicken

I MICR Pt
[% \WFS1\Q-MOPIER240
Checks Trap 2
Plain Trap 2
& Note: If you’re using the QuickBooks Edition of the software you have four control

templates already created for you, 1)QuickBooks Payables — Manual, 2)QuickBooks payables —
Semi-Auto. 3) QuickBooks Payroll — Manual 4) QuickBooks Payroll — Semi Automatic. Select
which control you prefer, if you select Semi-Auto, additional steps will be necessary, which are
explained in Chapter 5.

If you’re using the Enterprise Edition you should choose one the controls available to
you, that coincide with your accounting program.

Then click on “Edit This Control”. This is where you can chose your method of check selection,
check placement on form, or edit your input and output information for the check. An
explanation of these options is explained in Chapter 4. Once you have edited your grid

information and options, you must click on “OK & Save”. For help with your grid setup go to
Chapter 5 and list number 4.

Now click on “Select A Bank”. You must now edit the bank information for each individual
account. A detailed description of this process is explained in Chapter 6.

Note: If you’re using the Semi-Auto feature you must make sure that the bank number you
choose for the bank id in MuliCHAX® coincides with the bank number you have entered in
your QuickBooks program bank information.

You are now done with setting up your control information, and once you exit the McSetup are
ready to open MultiCHAX.exe and began printing checks.

Starting MultiCHAX®

#  Note: Only if you have selected in MCSetUp to have security enabled will this login screen appear.
Figure 4 - Multichx start screen




[

MultiChax (tm) Login

Uszer Name:
Password.

0K Cancel |

The default User Name is ""Admin" and password ""Masteradmin' (not case sensitive).

MultiCHAX start screen

Select  Change Printer  Print Blanks  Set MICR Offsets  Te: Help  Exit

Multi

Used un.

Version:
7.0 Bid 21

[ADMIN

ol: (0001 _Great Plains
AAFS1.Q-MOPIER240
= N\AFS1.Q-MOPIER240

b Micr Printer Bins:
Checks Tray 2

TS, | ©'on  Troy 2

Copyright 2004 by CHAX. Inc.
All Rights Reserved.

atents # 5.347.302 & # 6.611.351
& Patents Pending

Select the correct control for the accounting software program you’re using. If you don't
have an appropriate preconfigured control file or template the Chax, Inc. customer service will
help you create one, or you can setup one yourself.

Setting the correct MICR Offsets for your Check Sheet

Select “Set MICR Offsets” in the MuliCHAX® toolbar.
The screen on the following page will be displayed:

Select Change Frinter  PrintBlanks Set MICH Offsets Tests Help  Exit

MultiChax(tm) Check Printing System T
Used under license from CHAX, Inc.. Yenice CA 90291 ?7]“;?;‘12

Set printer offsets for current user

Curr

Curil Increasze Horizontal ta move right. Decreaze Horizontal bo move left
MIC Increase Yertical o move Down. Decreaze vertical to move up.
Defi MNegative values OK. Lze leading minus sign [-] if needed.

Decimals Ok

Horizental Offset [3 s

Vertical Offset |-3 inches

Ok | Cancel I Print Test I

Copyright 2004 by CHAX, Inc.

All Rights Reserved.

Patents # 5.347.302 & # 6.611.351
& Patents Pending

Since any two printers are slightly different in the way they feed and align paper, the means for
compensating for these differences the "Offset" instructions are provided. It is important that the
image printed aligns within fairly close tolerances to the perforations on the check forms. Checks
supplied by Chax® have special patented alignment features which are used to insure proper
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printing alignment. This insures that the MICR printing is within the print placement tolerances
required by the banking industry. Enter the Vertical and Horizontal offsets in inches, with
decimals. This value is to adjust the printing image on the check form. It is recommended that
you start with a value of 0 for the vertical and O for the horizontal.

Horizontal Offsets: Positive numbers move to the right and negative numbers move to the
left(e.g., 1.5 moves the item 1 1/2 inches right. -1.5 move the item 1 1/2 inches left).

Vertical Offsets: Positive numbers move down and negative numbers move up(e.g., 1.5 moves
the item 1 1/2 inches downward. -1.5 moves the item 1 1/2 inches upwatd).

Note: Print a test check and observe the box that is supposed to surround the word "date" that is
preprinted on the check. You can use a ruler to determine the necessary adjustments and then
repeat this process until proper positioning is obtained. In addition, to insure that there is not
improper skew to the printed image, four short horizontal lines are printed which should straddle
the perforations.

Since each printer may be different the setting is kept in the "Local Machine" registry and thus
must be set for each computer using MuliCHAX® even if attached to the same printer and the
same network.

After printing a test sample, you will be able to return to this screen to further adjust the Offsets.

You should now be ready to print a check, for additional fine tuning of printing options and
check layout, read the following chapters.
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CONTROL SETUP

Controls are used to provide our software with information, such as, your bank
information, printing preferences for information on your check face, and also to let our software
know where to draw the information from your software’s output.

i Usually you will need only one control for each accounting software product you use,
however, if you use different forms multiple controls may be necessary, at which point you should
contact one of your tech support representatives for further assistance at (800)354-6427.

&

¢ Editing your Control

1. Open your McSetup.exe program.

2. Highlight the control you want to edit, and then click on the “Select This Control” button.

& MC Set up

Select Printer  Maintain Users  Re-Index DB's Help  Exit
CHAX, Inc. MultiChax(tm) System This program is used under the license granted with the CHAX
MultiChax([tm) System.

Enterprise Edition Copyright 2004 by CHAX. Inc.

WV 7.0BId13 All Rights Reserved
mc setup

Patents # 5,347,302 & it 6,611,351
& Patents Pending

Default Control Record For Current User

Great Plains Select Control
Add New Control

Great Plains

B =

% MICR Printer
i \WFS1AQ-MOPIER240
Checks Trap 2
Plain Tray 2

3. Select “Edit this Control”, which will take you to the ‘Setup Control Record’ screen, as pictured on the
following page:
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Control Selection

You have selected the Control Record:

Quicken

Copy this Control

Delete This
antrol

Select a bank

Back

B
2
B
[ |

MultiChax(tm) Set UPControl Record
Select Printer  Set Descirptive Printing  Set Special Yalues  Set MICR Offsets

Current Control - [leon

Check Placement on Form

Input Control
The entries below are to be taken from the grid printout.
They will only tell the program where to get the

" Middle ¢ Bottom & Top ~ 3

Method of Bank
" Automatic

One Stub or Two
ol = 2

No. Selection
" Sem Auto

Create Import
Template Template
DOutput Control

Enter Offsets in inches using decimals.
For negative values enter a leading "-"

information not where to place it on the output. Use the Horizontal Vertical
“Output Control” panel on the right to control the output Offsets Offsets
plicement Check Humber [1] o
Top Print Line of Stub Amount Spelled Dut 1] 1]
Bottom Print Line of Stub Amount in Numerals (1] 1]
WA Check Date 1] 1]
ROwW COL LNTH Payee Hame & Address [1] (1]
Check Humber Memo on Check 1] 1]
Amount Spelled ODut Lnl h02Z [3 [ Bank Name & Address [1] [1]
Ln2= [1] [1] [1] Account Mame & Address [0 1]
Amount in Numerals 402 84 10 Transit Number [1] [1]
Check Date Zhe 85 10 Top Signature Message [0 1]
Payee Mame & Address Ln 1 602 12 50 Second Signature Line 1] 1]
Ln2 ghz  [12 Logo Position T
Ln3 [707 12 Stub Overlay Position [1] [1]
Ln 4= [ 852 12 Signature Position [1] 1]
Lnb= g 0 Pay To The Drder OF ‘l] ||]
Pay To The Order Of= 1] 1] Stub Offset 0 1]
Mo oniChecks 0 0 Jo | Print in Compressed Font
¥oid Indication® 1] 1] | ] | ) ¥
Woid Pattern® [~ Print Stubs in 17 CPI
1 [~ Print Amount Spelled Out in 17 CPI
z GAuE [~ Prnt Payee N & A in 17 CPI
Print Test Sellings LCancel OK & Save

Fields denoted * and in yellow are optional - Any optional item with Row set to zero [0] will be ignored

This screen will display the ‘Current Control’ name, which can be adjusted.

In this section you are able to edit your input control (where our software draws the information from
your accounting package), output control (where specific information is placed on the check you print
out), print size, MICR Offsets, and positioning and displaying option for specific wording on the check.

The following sections will explain in greater detail the different adjustable setup options and
functioning.
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¢ Number of Significant Digits for ID Embedded in Check #

If your accounting programs prints a check number on the output check (most do) MuliCHAX can
automatically determine the bank account. This can only be applied in our software if you choose the
“Automatic” method of check selection”. You should specify in your accounting program, for it to
provide a large number of digits for check number, preferably 8 or more. This will let you use the first
(left most) three positions to designate a bank number while still leaving at least five positions for the
check sequential number, and thus you can issue one hundred thousand checks on a single bank
account before you need be concerned about the incrementing of the check number affecting the bank
number assigned to the first digits. If your accounting program does not allow eight digits, you will
have to compromise the number of digits you use for the bank account or the number of digits
remaining for sequential check numbers. One digit will allow for nine accounts. Two will allow for
ninety nine. Three will allow for you to assign up to nine hundred ninety nine bank accounts to a single
control file. Assign a number of digits to take care of the maximum number of checking accounts.
Remember, your accounting program will be unaware of this use of the check number, so you must
monitor the use of sequential numbers to prevent corrupting the leading significant digits. For
example, if you only have a seven digit check number and use the 3 leading positions as account
numbers, this will leave only four digits for sequential numbers, and so you must manually reset the
starting check number to 1 before you reach 9,999 checks.

14



This method of
selection requires no

METHOD OF CHECK SELECTION

The current version of MuliCHAX® offers three different methods of Bank Account selection,
1)Manual, 2)Semi-Auto, 3)Automatic. The Enterprise Edition gives you the option of all three different
methods (you only need to chose one method). The QuickBooks Edition offers the manual and semi-
auto methods as choices.

The three different methods of selection are explained below, including the steps to follow in
your accounting software necessary to have MultCHAX® automatically pull up your account
information while printing (only if you do not select the Manual method, will additional steps be
necessary):

- Manual - This feature is used by those that would rather manually indicate which bank

is used each time that a check run is started and does not require any adjustments to your
QuickBooks bank information. Not only will you be asked to select a bank at the start of each check
run, you will also be asked to confirm or change the starting check number. If you select this option
the “Number of Significant Digits” and the “Check Number” coordinate entries in MCSetup will be
grayed out.

Manually Select Bank

The currently selected control is:
Garcia
Double Click on Bank to Select

001 - Dawe Window Designs
002 - Construction Function
003 - Tammaorow Autorm otive

additional setup steps,
other than entering
the standard grid
information for your
accounting software
into the MCSetup.exe
file (a detailed
description of the
process that is
involved in printing
then plotting the grid
can be found here).

Cancel

The manual selection screen

15




Semi-Auto - Use this method if you are using QuickBooks or Quicken. Instead of

obtaining the bank account from the check number (which is unavailable for QuickBooks
or Quicken) you can place a bank number in the checking account description (which
Quicken/QuickBooks does print on the face of the check).

Steps to follow for setup:
1)Log into QuickBooks

2)Navigate your way to the Chart of Accounts, and edit the bank information for your
current bank, by adding leading characters in the range of 001-999.

3)The lead character numbers should represent the numbers of banks you may have. For
instance, if you have three banks the first bank should start with the lead characters of 001, then the
next bank should be 002. These leading characters are used to provide the software with a unique
number that it uses to recognize each separate bank account. An example of this is shown below:

Note: The lead characters here must coincide with the lead numbers entered into the
MCSetup.exe program for your bank code as shown below:

Tvps |Bank j

Cancel

et

J Account is

inactive

il

Opening Balance 13220 o [10714/2004 B *’-‘*c—q_;ﬂ";zpf'?mr:he
SOMMSSt opening
Fiemind me to order checks when |l print check number E:{ZIQ;:AM

4)Open the Multichx.exe program.

5)Select your control, then click on Test in the toolbar. Then, select the Grid Toggle (On)
option as depicted in the picture below:

16



[ICR Offsets Help  Exit

Savi files For Tech Suppork

M arid toggle {checked = On) Versio
o EHAX | Reset grid and eject page 7.0 Blx
el . SecuyDiabed

ant Settings .

6)Then print a check through QuickBooks (make sure to leave the MuliCHAX® program
open), and make sure to point to the MuliCHAX® Virtual Printer Driver.

7)Your grid should look like the following image. This will enable you to determine the row
and column that QuickBooks/Quicken is printing this code number:

Fow 1 SesalfeeelBenedfer-IHumnadDecs}Guna@Brr s dSrorS@nr 2§55 2r =G0~ 65 -~ TO---T5 - -B@---B5-- - §0---5--200- - B@F- 200 - - LAS--229- - 125~ -2IQ- -1 D5~ - L40--045--15

0127 Quality-Bullt Construction

(173 100 Mazon St.

0243 Wosdereat, CA 34127

02537 12/1s/ace7
[T 5 Agme Fast Fuel #823 540,00
0802 Twenty:Theae Thougand Five Hundred Forty and 00/ 1000 mssssmts i rrraeeeaaeessiasssetssassnrananaattanesassassorepenss
o603 Acme Fast Fuel

[11H beata Peiklis

70 12345 Tewt Lane

0752 Bayshere, CA P4336

LIS Secvices Mendsrad fov Pob Luck

1152 Asne Fast Fusl 13/15/2007

1287 Data Type Raference Briginal Ase. Balanze Due Diseoise Paymant
1352 13/1%/2007 Bi1l 23,540.00 13,540.00 3, 340.00
1287 T Chack Amoun 13,548.00
2002 o Firse Test\DankCervicew Rendered for Per Luck Of O 13, 54000
2202 mm Fast Pugl 13/a5 2007

2387 ite " Referance original Amt. Balance Due Discount Papment

a7 Bill 23,540.00 23,540.00 13, 540.01

J23m 13

Bow  L--=5---2f---1&---30---35---38-- - 3§--- - - -45---50---55-- 50~ -5 - P0---T8- - - HH---BE-.-85---98--100--105--110--115--220- -125--130--115- -140--145 - -15
2047 Check Amount 13, 540.00

053 0p4 - First Test BankServices Rendered for Por luck Of O 13, 54000

8)You must use the MCSetup program to enter the correct row and column number to
point to this bank code number (the default grid points are 2002 for the row and 6 for the column,
however, if you have adjusted your template, the numbers may be different).

9)Note when you Select Semi-Auto the “No. of Significant Digits is set to 3. You must use
a three digit bank code, but you can use leading zeros.

Note: Also, in this mode MulitCHAX® does not “know’” the check number. It stores the last
number used for this bank account, but it will prompt the user to confirm or change the starting
number for each check run.

Automatic - Is for users that are using software packages that print a check number
on the face of the check or the check stub as the check is being printed by the accounting program.
Most accounting packages except QuickBooks and Quicken provide this functionality. The presence
of this number lets MulitCHAX® automatically determine the correct bank account (as explained
above) and print the correct check number in the MICR codes and on the face of the check.
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MultiChax{tm) Set UPControl Record

Seleck Printer - Sek Descirplive Printing  Set Special Valuss  Sek MICR Offsets
vickBooks Method of Bank # Check No. Selection
e  Bolomabic' . Manual ¢ Semi Auto
0. of Significant
Diits or Dank ID [0 IR e OneStborTwo —  coope | mport
as prefix to Check # Jice ool Tlopit 13 (1 2 Template | _Template
ut Control Output Control
i are to be taken from the grid printout. Enter Dffeets in inches uging decimals.
They will only tell the program where to get the For negative values enter a leading "-"
mformation not where te place it on the output. Use the Horizontal  Wertical
“0utput Control™ panel on the right to control the output Olfsets Difsets
Blagenent Check Humber il 0
Top Print Line of Stub 1 Amount Spelled Out 0 1]
Bottom Frint Ling of Stub 2 Amount in Humerals 0 1]
MAX Check Date 0 0
ROW COL LNHTH Papes Namz & Address [0 0
Check Number 0 0 3 l Mema on Check D 0
Amount Spelled Out Lnl 502 5 B | Bank Mame & Addiess 0 0
Ln2* 1] 1] 1] Account Name & Address [0 1]
Amount in Mumeralg 102 84 10 Transit Humber 0 0
Check Date piiyd L] 10 Top Signature Message [0 0
Payee Hame & Address Ln1 [gp2 11 1) Second Signature Line  p 0
Ln2 [gg2 [T Loge Position ]
Ln3 [707 11 Stub Overlay Position 1] 0
Ln4=[0 0 Signature Position 1] 0
Lnb [0 1] Pay To The Order OF ||] 0
Pay To The Order OF 0 1] Gtub Offsat i) 0
Memo on Check® 0 0 [0 | Print in Compressed Fant
:ui: ::di[:ali:]n’ l i | d | v Print Stubs in 17 CPI
oud Fatien L1 [ Phint Amount Spelled Outin 17 GP1
= SoiE [~ Print Papes N £ A in 17 CPI
Print Test S;ttings Cancel OK & Save
Fields denoted * and in yellow are optional - Any optional item with Row zet to zero [0] will be ignored

Automatic Selection Screen
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CONTROL CUSTOMIZATION

One of the advantages of our software is that we offer full customization of the check face print out,
and this chapter will provide you an over view of how to accomplish those customizations. As stated
previously, a control is used to reflect and interrupt the information sent out by your accounting
program, in a standard format so that our software can interrupt and represent your complete check
information correctly. Each accounting program has it’s own layout, so you would typically only need
one control for each one of your accounting programs.

All of the customization items discussed in this chapter are accessed in the McSetup program.

Check Placement on Form

Check placement on your form is designated by selecting “Middle", "Bottom", or "Top" in the control
record screen. You may also select "3" if you are using the three checks on a page form. Note: the
three checks on a page form does not allow for the printing of a stub.

One Stub or Two

This selection gives you the option of switching between one or two stubs. Select two stubs if you wish
to print a duplicate stub on the face of the check. You might wish to keep this extra copy for your
records.

Create Template

Click on this button to create and name a template copy of the currently selected control record. You
will be given the opportunity to choose where you want to save this template. The template will contain
all the control information displayed on this screen and can be imported to facilitate adding control
records with similar requirements.

Import Template

Click this to import a template that has been created by you or provided by CHAX, Inc. The
template will replace all fields currently existing in the currently selected control record.
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Note: You should have created a blank control record named as you desire. Execute this Import
Template function from this blank control record.

Fine Tuning your Check Printout

SET DESCRIPTIVE PRINTING

This is an option that is accessed in the toolbar of the setup control record window.
MultiChax(tm) Set UPControl Record

Select Prinker

Sl sl Set Special values  Set MICR Offsets

Current Control - [QuickBooks

Mo. of Significant

St Check Placement on Form
Digits for Bank ID I:l  Middle  Bottom © Top 3

Input Control - 1]
The entries below are to be taken from the grid printout.
They will only tell the program where to get the
information not where to place it on the output. Use the
“Output Control” panel on the right to control the output
placement.

Top Print Line of Stub 1164
Bottom Print Line of Stub 2055

MAX
ROW COL LNTH

Bank Mumber 602 12 ]
Amount Spelled Out Lnd 502 5 [33
Lnz @ ] ] |
Amount in Numerals 402 84 10 |
Check Date privd 85 10 |

In this screen you can turn on or off verbiage that is printed on your check face, such as “Pay to the
Order Of”, “Amount”, “Check Number”, and the “Bottom Signature Line”. Also if these features are
turned on, you can adjust where they are placed on your actual check face.

Descriptive Wording Controls

Ta Frint Descriptive Waording on Check Face

Frint the words "'Fay to the Order OF"
Print the word "Amount'*

Na
Mo Yes &
P”;" . ® Horizontal Offsst [0
2y to
the Drder Verticlal Offsst 3
of
Print
Pay ta the Order of. = Print the Bottom Signature Line'
W "
Herizortsl Offsst | D Ho £
Verticlal Offset o Horizontal Offset [1]

“eirticlal Offset a
Print the wards "Check Number'

Mo ¢ Yes & Battam Signature Text:
Harizontal Dffsst o {AUTHUHIZED SIGNATURE

Werticlal Offset i}

ok |

To adjust the positioning of the selected feature you must increase or decrease the number currently
designated. Our measurements are in 1/10”, so you rarely need to enter in whole numbers.

Increasing the number in the horizontal offset moves the field to the right and decreasing the number
moves it to the left.

Increasing the number in the vertical offset moves the field down and decreasing the number moves it

up.
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INPUT CONTROL

This section of the screen tells our software where on the virtual page(the printout of the check
information from your accounting program) to obtain the data needed for printing the check
information on your check form.

MultiChax(tm) Set UPControl Record
Select Printer  Set Descikptive Prinking  Set Special Yalues  Set MICR Offsets

Cunent Control - [QuickBooks Method of Bank / Check No. Selection
Input Control " Automatic { Manual * &

No_ of Significant
Digits for Bank ID Lheck iiaceaenonRom One Stub or Two il Import
" Middle * Bottom ™~ Top ( 3 1 & 2 Template | _Template

Input Controi

P

Output Control

The entiies below are to be taken from the grid printout. Enter Offsets in inches using decimals.
They will only tell the program where lo get the For negalive values enler a leading "-"
information not where to place it on the output. Use the Horizontal Vertical
“Output Control” panel on the right to control the output Difsets Ofisets
Ll Check Number o o
Top Print Line of Stub m Amount Spelled Dut 1] %
Bottom Frint Line of Stub Amount in Numerals (0] N3
MAX Check Date (1] (1]
ROW COL LNTH Payee Name & Address (1] ]
Bank Number 602 12 Memo on Check [1] 0
Amount Spelled Out Ln1 502 [ B5 Bank Name & Address [1] [1]
Ln2* [1] [1] [1] Account Name & Address [0 [1]
Amount in Numerals 402 84 10 Transit Number [1] [1]
Check Date 257 85 10 Top Signature Message [0 [1]
Payee Name & Address Ln 1 [goz |97 50 Second Signature Line g 1]
Ln2 [g57 1 Logo Position 79 75
Ln3 [707 11 Stub Overlay Position (1] (1]
Ln4= [0 1 Signature Position };7 9.45
Lnb [@ ] Pay To The Order OF o 2
Pay To The Order OF* 102 13 Stub Offset 0 1]
Momo on Lheck 852 |12 |50 | Frint in Compressed Fant
VYoid Indication™ [i] ] | i} | % P ~
Void Pattern® ¥ Print Stubs in 17 CPI
— 1 [ Print Amount Spelled Out in 17 CPI
T CavE [ Print Payee N X Ain 17 CPI
rint Test S;llingx LCancel OK & Save

Fields denoted * and in yellow are optional - Any oplional item with Row set to zero (0] will be ignored

Remember the Input Control Section tells MuttehaxMultiCHAX where to get information not
where to put it. You must use the Output Offsets Screen Section to change the placement of

data on the face of the check. You must use the grid printout previously prepared to obtain the
input coordinates needed.

Row

0217
0304
0391

1-==5---10---15---20---25---30---3! 70---75---80---85---90---95--100--105--110--115--120--125--130--135--140~--145--150-{11

systen: 05/11/2004 10:09:57 AM ‘abrikam, Inc. Page: 1
User Date: 04/12/2007 PRYROLL TRANSACTION EDIT LIST User ID: sa
U.S. Payroll
Ranges:
Batch: PAYROLL BATCH 1 Payroll batch
Trx Total Actual: 2 Trx Total Control: 0

0733 Employee Total Actual: 2 Employee Total Control: 0

Approved: No Approved By: Approval Date: 00/00/0000

TRX Type

TRX No. Employee ID Employee Name Code Date Date Pay Rate Premium

Pay Code
1---9---10---15---20---25---30--~ 4 5
739 BARB00O1 Barbariol, Angela HOUR 01/12/2004  02/12/2004
INST  TEC $0.00

Total Hours for Employee:

740 BUCHO001 Buchanan, Kancy HOUR  01/12/2004  02/12/2004
SALE  FSR $0.00

Total Hours for Employee:

Total Hours:

Top Print Line of Stub

The Top Print Line of Stub, is the horizontal line paralleled to the beginning of the stub information
sent out by your program.

Amount

70---75---80---85---90---95--100~--105--110--115=-120--125--130--135--140--145--150-10

1,500.00

1,500.00

2,300.00

3,800.00
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Bottom Print Line of Stub

The Bottom Print Line of Stub should be the horizontal line paralleled to the end of the stub
information sent out by your program plus 1 number increment. By adding 1 to the number you will
get the entire portion of your stub.

\Void Pattern

Most accounting systems will print a message indicating that a check is void. The system will void
checks for many reasons e.g. overflow stubs, printer alignment, etc. If the void pattern and coordinates
together can be set to recognize a voided check, the MuliCHAX system will suppress printing of the
MICR characters, suppress the printing of the signature, if one is normally printed, and will print a
"VOID" indication on the check. The pattern consists of any characters which are always printed by
the accounting system on only voided checks, starting in the coordinate position and continuing for the
maximum length entered with the coordinates. The pattern must match exactly for the check to be
considered void.
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BANK ACCOUNT SETUP

To setup your bank account information you must open the McSetup program. Then highlight your
control and click on “Select Control”. Now click on select a bank.

Control Selection

You have selected the Control Record:

Quicken

i Edit this Contral |
Copy this Control

Delete This
Control

Select a bank.

el

Back

Click on ‘Select a
bank’, to add a
new bank for this Select Bank

control, and then

add bank. Select | Currently active control -> Quicken
a bank number
0y - BE Dperatng Aot

that you can | w

remember easily.

Retum to Select Control

If you have not entered a bank yet, you will be prompted to add a new bank. This bank account
number must coincide with the number you enter into your QuickBooks program for QuickBooks
user, and for all other customers, the bank number must coincide with the first digits of your check
number (If you have selected the automatic bank selection method, then your bank number must
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coincide with the first group of number of digits you designated in your mcsetup for that control,
which is located here:

MultiChax(tm) Set UPControl Record

Select Printer  Set Descirptive Printing  Set Special Yalues  Set MICR, Offsets

Current Control - [test

Mo. of Significant
Digits for Bank 1D

E Check Placement on Form
as prefix to Check #

" Middle * Bottom  Top ¢ 3

Input Control 1]
The entries below are to be taken from the grid printout.
They will only tell the program where to get the
information not where to place it on the output. Use the
“0Output Control” panel on the right to control the output
placement.

Top Print Line of Stub m
Bottom Print Line of Stub m
HAX
ROW COL LNTH

Check Number @ 77 [14 |

Amannt Crallad Mok I nl ETF] o) 3

BANK ACCOUNT ENTRY SCREEN

After selecting your bank account number and hitting tab you will come to the Bank Account Entry
Screen:

Edit Bank
Quicken Bank # -> 007 Delete This Bank

~Bank
Bank Mame & Address
Global Nest
21456 Douglas Lane Transit #
Douglas. CO 87954 |54—987I‘5G

Account Name % Address
RE ing Acct

11142 Global Circle <-Bold This Line [¥/N)? " Yes Mo
Global_ IN 67543 6 o1 8 Position check # in MICR
B £ 8
|
I o 5 Press 7 for * ‘on-us’; & for * ‘Routing’; - for = ‘Dash’
Signature Lines - 3
Number of Signatures (1 or 2) 1| MICR Line [See Instiuctions)
$ Trigger for Top Signature 00~ [pSL32LGRAATe 73ILESLGSEEVAS |
Top Signature Message Devosit Ticket MICR Line [See Instuctions)

[ | [%335903L567: 3ILS5E?BA” |

Logo File Clear | Browse || ]
Signature File Clear Browse | ‘

Overlay File _Clear | Browse | [ ]

Number of Extra Copies [0 |

Bank Quick Pick Name |
If this is left blank the Bank Mame will be used in selection displays

OK | Print Test | Prev Bank | Next Bank | Cancel

Bank Name & Address

Enter the Bank name and address exactly as it appears on your checks.

Transit #

Enter the Transit Numbers as they appear on your checks. The transit numbers may be printed
as a numerator and denominator of a fraction, e.g.:
12-345 / 280 or 12-345
280
'This would be entered as 12-345 / 280
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Account Name & Address

Enter Name, Address, and Telephone Number of the account exactly as you wish it to appear on
the check. The top line will be printed in bold type. The Second line will also be printed in bold
type if you enter "Y" in Bold This Line (Y/N). Left justify all entries (start all entries in the
leftmost position - do not precede with spaces).

MICR Line

Enter the MICR number as shown on the bottom of your check. Itis extremely important that
this be entered properly. Start entering the MICR information in the first position (justified left).
A normal business check will have a MICR line such as:

rOO0S8 75 110280002 ki 99w L23L 56"
Check# Transit Account#

Some checks especially Wallet Style checks will look like:

028000 &2 2999w L23ILSErMSBTE %
Transit Account# Check#

When entering the MICR number enter only the transit and account numbers. Not the
Check number. In the previous examples, both would be entered as:

&028000121& 999-123456/

Use the following symbols to convert to the proper MICR characters.
/ = w» ("On Us" mark)
&

= 13 {"Routing" marks)

- = m (Hyphen)

Deposit Ticket MICR Line

Enter the MICR characters as shown on a deposit ticket provided by the bank.

Number of Signatures

Enter "2" if you wish to print a second signature line on each check. If this entry is 2 an extra signature
line will be drawn on the face of the check above the one which is preprinted.
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Top Signature Message

Enter a message, if one is desired, to be printed above the bottom signature line. This will be
below the top signature line if the extra signature is called for by a 2 in the previous "Number of
Signatures" field. This can be used for a message such as "Two Signatures Required", "Not valid
over $500", etc

Dollar Trigger for Top Signature

If "Number of Signatures" is 2: Enter a dollar amount.. If a check is equal to or greater than the
Dollar amount a second (top) signature line and message will be printed. If you enter O dollars
the top signature message will always be printed.

Logo File Name

The name of the file which has the digitized logo for this bank account. The entry should include
the drive letter and complete path. For example: c:\appdir\logo.jpg. If you are not using a
special Logo File enter all spaces (use space bar repetitively to end of the field) or click "Clear".
You should use the browse button to make sure that a valid location is selected. The file must be
in Bitmap, JPEG, or GIF file format and should be sized to %4 x %4”.

Signature File

The name of the file which has the digitized signature for this bank account. The entry should include
the drive letter and complete path. For example: c:\appdir\signtre.sig. If you are not using a special
Signature File enter all spaces (use space bar repetitively to end of the field) or click "Clear". You
should use the browse button to make sure that a valid location is selected. The file must be in Bitmap,
JPEG, or GIF file format and should be sized to %4 x 3.5”.

Overlay File

The name of the file which has the digitized Check overlay for your particular accounting software.
The entry should include the drive letter and complete path. For example: c:\winmicr\special.ovl. If
you are not using a special Overlay File enter all spaces (use space bar repetitively to end of the field) or
click "Clear". You should use the browse button to make sure that a valid location is selected. The file
must be in Bitmap, JPEG, or GIF file format and should be sized to 8 V2" x 11 V4™

Number of Extra Copies

If you have a printer with more than one paper feed tray you may use this feature to print extra copies
of each check. Enter 1 for one extra copy or 2 for two extra copies. The extra copies will print out on
paper from the tray designated to hold blank paper and will not have the MICR print nor will they be
printed with a signature even if one is used on the original copy, the default is zero.

26



O

O

O

O

Bank Quick Pick Name

If you would like a more descriptive line to show when you are presented with a list of banks to
choose, enter such a descriptive name here. If this is left blank the Bank Name (1st line) will be
used.

Control Buttons

OK: accept bank info and return to main screen
Print Test: Print a test check for this bank
Prev. Bank: Go to next lower bank number
Next Bank: Go to next higher bank number.

Testing

Test samples should be printed of each bank account set for laser printing. Most banks will test
these samples so that they are certain they meet their processing requirements, and the
specifications of the American Bankers Association. In any case the sample checks should be
checked very carefully. CHAX, Inc. recommends that you have the bank test samples. In no case
will CHAX, Inc. be responsible for consequential damages or any fees for returned checks levied
by any banks.

Periodic Examination

Each time you prepare checks on the laser printer you should visually inspect the registration
marks to be sure that the checks have been produced without being misaligned. The darkness of
the image should be noted. Any lightening of the image may mean that not enough toner is being
applied and service may be needed. It is important to change toner and image drum as soon as
indicated by the machine or manufacturet's instructions.

Test samples should be printed of each bank account set for laser printing. Most banks
will test these samples so that they are certain they meet their processing requirements,
and the specifications of the American Bankers Association. In any case the sample
checks should be checked very carefully. CHAX, Inc. recommends that you have the
bank test samples. In no case will CHAX, Inc. be responsible for consequential damages
or any fees for returned checks levied by any banks.
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What
security is
available

SECURITY — USERS

# Goto the McSetup.exe program to setup and enable/disable your secutity. You must then click on

“Maintain Users”, in the toolbar, and then highlight your userid (admin is added as the default user,
when you install the program), and click on update user.

Disable -
Enable
Security

Click on button to toggle enable/disable security

= Security Permissions:

You are currently logaed in as: ADMIN Administrator

Change Check Transaction File Password

This function is only available from
Logit 1D = "ADMIN®"

Masimum of 15 characters minimum of & - - Case is importart
Enter New Password [ Check bos to Log Checks
Reenter Mew Password [~ eitlkasrdelt atlblE

SupeIvISony FURGIoNS

User 1D User Mame PwLSERMaxDols| PuwersionMo
Adrninistrator 000!

Enable Secuity

Update

Add Mew
User

Usger

Ezit ‘

e You can set up users that each have different permissions of security.
e Users can be limited to have access to only certain control records.

e Users can be limited to have access to only certain banks within certain control records.
e Users can be limited to a maximum amount on a single check.

e Users can be allowed/disallowed the ability to print blank checks.
e Users can be allowed/disallowed the ability to print blank deposit tickets.

Only Users with supetvisory rights can change control information.
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=| Security Permissions
You are currently loaaed in as: ADMIN

Select
User

Change Check Transaction File Password

This function is only available from
Login ID = "ADMIN"

Maximum of 15 characters minimum of & - - Case is impartant
Enter New Password:
Reenter New Password

SURBIVIEONY FUNCHens

Check box to Log Checks
™t transaction DB

User I [Ueer Name [FWUSE RMaDok] Pu/versonio
3 | Administrator | | 7000
Update Add New

|

User User

Administrator

Enable Security

Double click on a user or highlight user and click on "Update Uset" to select to update user

Click on "Add New Uset" to add a user.

Exit returns to previous screen.
Click on Enable/Disable security to toggle.

= Security Permissions
You are currently loaaed in as: ADMIN

Change Paszword

Maintain for:  ADMIN
Enter New Passward: [
User Pﬁanter MNew Password: 1 xxxxxxxxx

Change Check Transaction File Password

This function iz only available from
Login 1D = "ADMIN"

Mawirmurn of 15 characters minimumn of & - - Casge iz impartant
Enter Mew Password:
Feenter Mew Password:

SUREMVISOTY FUNGHonS

Check box ta Log Checks
o to transaction DE

Maintain 1D/ MNarme
User 1D

inNo
1008

Full User Mame

|&sciministratar

Delets Complete Cancel
Uszer Update Update

Administrator

Permizsion List

For: ADMIN
¥ Supervisc

[~ Restricted to Certain Controks
[~ Restricted to Certain Banks
[~ Print Deposit Tickets
[~ Print Blank Checks

b awirnum Check Amount

wihole Dollars only

Zero = Mo Limit
Drefault Control

0001 - Great Plains

Change Default
Control for this
Uszer

Enable Security

It is recommended that you change the "Admin" password. Be sutre to make a note of
this password. You will be unable to gain access if you don't have a password. You may not
delete the "Admin" user or change its user ID and it always has supervisory permissions.

Change Password: Enter new password and then reenter same password to insure typing
accuracy. Note if you delete the password or enter no password you will allow the user to sign

on without entering a password.

Maintain ID / Name: Enter or change the User ID and the Full User Name (optional).
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Permissions List: mark the permissions granted to the user. If the user is to be restricted
to use only certain control records mark the ""Restricted to Certain Controls" box. If the user is
restricted to certain controls and the user is to be restricted to certain banks within those controls
check the "Restricted to Certain Banks" box.

Supervisory permissions grants access to all features. Only users with supervisory permissions
may access the MCSetup program.

Enter the maximum dollar amount the user may print a check for. If you enter O the user
has unlimited dollar permission. If the user attempts to print a check with a greater dollar value
than shown, a message will pop up on the screen and the printed check will be marked "VOID".

Click "Change Default Control" to change the default control for this user. A list of
control record this user is authorized to access will be displayed. If security is disabled only the
Admin user default control will be used.

= MultiChax(tm) - Select Control

You are logged in as: ADMIN

Restrict Current Contro File -> 0002 Quicken
User to

R To Select Double click on control
Certa"] shown below or click select button

Controls 0000 - QuickBooks Select
0007 - Great Plaine
0002 - Quicken

Ll

Cancel

Highlight the control and click the appropriate arrow to move from or to the authorized
list.

Highlight an authorized control and click on the button to make the control the default

control for this user.
Banks for Control > -V

) Authorized Banks Available Banks
Restrict 007 Bank.one
User to
Certain [===0
Banks
— |

Done |

Highlight the bank and click the arrow to move from or to the authorized list
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