
 

  

  
 

Getting Started 

 



Introduction 

Thank you for choosing PrintChecks Pro! 
 
Our PrintChecks Pro series provide a check printing and checkbook management 
system that's easy to use, but powerful enough for even the more complex check 
printing tasks.  

This software allows you to manage your checkbook and print real MICR encoded 
checks right from your mobile device, PC or Mac using your bank supplied personal 
checks, blank check stock or pre-printed check stock in all popular sizes and formats. 

Available for Windows, iOS and Android devices; PrintChecks Pro is a regularly 
featured app and ranked one of the top 5 finance apps. 

Need supplies? Visit our online store for all your check printing needs. From software to 
pre-printed checks on our commercial color printers, you will find it all here.  

Support 

If your run into any problems/bugs or need any help with the software, please reach out 
to us by email first!  We respond very quickly to email and are also available by phone. 
 
You can also open a ticket right in the software under the “Help” menu. 
 
We take bug reports very seriously and generally will have a fix out within a day or so. 
DO NOT leave negative feedback or bug reports as comments on any of the markets, 
we rarely check there, and it will only delay getting it fixed.  

Email: support@printcheckspro.com 
Web: www.printcheckspro.com 
Phone: 772-261-4723 (9am – 4pm EST) 

  



Install from CD/DVD 

1. Insert the CD into your CD/DVD drive 
2. Setup should auto-start, if not, run “setup.exe” from the root directory of the drive. 

The first time you install from CD, we recommend closing and restarting the program to 
make sure you have the most up-to-date version. The software checks for updates on 
our server automatically when it starts. 

Download 
 
If you do not have a CD/DVD drive on your computer (as most new computers do not), 
then you can download the software for free from our website. 
 
Visit http://pcp.printchecksinc.com and click on the “Install” button. 

Downloading is our recommended method since you will always start out with the most 
up-to-date version of the software. 
 

 
Activation 

PrintChecks Pro requires an activation code to install when purchased from any of the 
online marketplaces. 
 
If you purchased this from the Windows Store, activation is automatic, and you will not 
be shown the activation screen.  

For all other purchases, the activation code is your order number.  
 
The order number is included with your shipment or you can find it by logging into the 
online marketplace you ordered it from and search for the order.  
 
Once installed, the order number can also be found with the Version Number under the 
“Help” menu. We recommend recording it somewhere safe for future use. 
 
If all else fails, contact support, we can look it up for you. 
 
 



Setup 

After activating the installation, the first thing you must do is to define a checking 
account.  You will see the following screen. 

If you have used the software before, you can 
also choose to restore a backup file or have the 
program use an existing database.  

The database can reside locally, on a network 
drive or even on a cloud based network such as 
OneDrive, iCloud or DropBox. Anywhere you 
can access from your desktop through File 
Explorer can be used by the software. 

If this is your first time using PrintChecks Pro, 
then choose the “Start New” option from this 
screen. 

Starting New 

Now we begin setting up a 
checking account. 
 
You only need to click “Save” when 
you are all done.  
 
You can flip through the tabs and it 
will not lose the information you 
enter. 
 
You need to fill out this information 
even if you are using pre-printed 
checks. 
 
If you need help understanding 
what needs to go in these fields, 
we have included a breakdown of 
each or these fields at the bottom 
of this document. 

 

 



Opening Screen 

Congratulations! You have 
successfully setup the software!  
 
You should now see this screen. 

On this screen you can see the 
account you just created as well 
as a “Print List” and your 
“Register”. 

The system automatically put in a 
cleared balance of “0”, you can 
click on that registry entry and 
put in your correct starting 
balance. 

 
 

 

 

 

Check Designer 

Before you can begin using the software to create 
checks and deposit slips, you must configure what 
you want your check to look like. 

At the top of the main screen, choose “Settings” and 
“Check Designer”. 

 

 



Next you need to set the layout of 
the printed check. Using the check 
designer, you can select what and 
where you want information on 
each of the supported check types.  
 
The default locations are pre-set 
for optimal position; however, you 
may want to move stuff around. 
 

PrintChecks Pro currently supports 
three types of checks. Business, 
Standard Wallet, and Mailable 
Wallet. 
 

The layout you design here, will be used for all accounts using that type of check. 
 

• Select the check you wish to work on using the “Type of check” box. 
• Select the Images you wish to use (if the account has images, otherwise they just 

won’t show on a check). 
• Select any of the addresses you want to show. 

 
You can move the fields using your mouse or finger, or to make fine adjustments, 
simply tap on the field and use the arrow keys on your keyboard. 

To preview what it will look like. “Save” the settings and “Print Test”. A preview screen 
will appear with a sample check. Note that you must save before doing a test print. 

Selecting the “Pre-Printed” print type will print just the fields so you can check it on a 
pre-printed check. 

Remember to hit “Save” to save the changes for each check type. You only need to 
setup checks you plan on using, and you can visit this page at any time to make 
changes. 
 

HINT: If you are using pre-printed checks, just print the test page on white printer paper. 
Then place the test sheet behind a pre-printed check and hold it up to a light. 
 

NOTE:  Because of the difference in resolution between a monitor and a check, the 
positioning may be slightly off, you just have to make small changes and do a “Print 
Test” to see where it ends up. 

 



Creating your first check 
 
To create a check, select “Create New Check” from the 
“Create Checks” menu. Optionally, you can also select it under 
the “+” sign on the “Check Register” or 
simply hit CTRL-N on your keyboard. 

 
The check will be created using the 
currently selected account in the upper   
left portion of the main screen. 

 

 

 

 
Next you will be presented 
with a close 
representation of your 
check (Note that no 
images are shown to save 
space). 

Simply fill in the check like 
you would a physical 
check by clicking on a field 
and typing in the desired 
information. 

Once you are done, Click 
“Save”. 

 

Other options on this screen: 

• To Be Printed - Print or Re-print this check (when editing) 
• Print Address – Print the recipient’s name and address on the check. 
• Cleared? – Check if this check/transaction has cleared your bank 
• Add to Favorites – Save this check to your favorites. 

 
 - Select a previously saved favorite.  

 

 

 

 



Categories 
 
Under each check is a category table that lists all the categories available. 

To categorize the transaction, check the box next to the category. 

If only one box is selected, leave the category amount blank. The program will assign 
the entire amount of the check to that category. 

If you wish to split the amount between categories, select the categories you want and 
enter the amount of the check to assign to each category. These amounts must equal 
the total amount of the check. 
 

Adding/Maintaining 
Categories 
 
To add a new category, 
simply type the info in on the 
extra line at the end.  

To delete a category, tap on the red X. Deleting a category will remove it from the 
system and it will be removed from any other checks that use it. Be VERY careful when 
deleting categories. 

To rename the category or its description, just double click on it and overtype it. Once 
again, this will change it for all existing transactions. 

 

  

 



 

Printing Checks 
 
From the main screen, the 
lower left box contains the 
“Print List”.  These are 
transactions waiting to print 
from the selected account. 

It defaults to showing you 
“Checks", however you can tap 
on that button and it will toggle 
between Checks and Deposits. 

To Print them, tap or click on 
the Printer button. 

 

 

 

  Here you can select various options on printing 
your checks.  
 
2-Pass Printing  

2-pass printing allows you to print your checks on 
multiple printers. This is useful if you have a B&W 
MICR printer and a color inkjet. 

• One Pass prints the whole check. (Default) 
• Info prints only the black portion of the  
        check (MICR line, addresses etc.) 
• Images Only – Prints just the images for the  
        check. 

When using 2 printers, just print the check info first, and after you print one pass, put 
them in the next printer and reprint just the images.  
 
NOTE: After any printing, the program will ask you if the checks printing correctly, if 
using 2-pass be sure to select “no” after the first pass so you can print again. 

 

 



Printing in Bulk 
 
Many of our customers use PrintChecks Pro to bulk print blank checks and deposit 
slips. To do this, select “Print Blank Checks/Deposit Slips” from the “Create Checks” 
pull down at the top. You will get a print screen like the regular print screen: 

 

 

 

 

 

 

 

 

 

 

The difference is there are no “Checks to print” and there is a new “Qty” field. 
 
Fill out the fields like you would if you were printing checks/deposits and enter the 
quantity desired. 

After you print and respond that they printed ok, the program will adjust your next check 
number, however it WILL NOT add any of the blank checks to the register.  
 
You will have to do that manually as you use the checks. The intention of this feature is 
to print extra checks to have on hand for later use. 

  

 



Other Features 
 
PrintChecks Pro has many other features. Many of which you may never use, but 
below is a short description of what the more common ones do. 

Remember, if you ever have any questions, we can be reached by email at 
support@printcheckspro.com or fill out a support ticket under the “Help” menu. 

Export  -  Here you can export a CSV file of you checks. You can export by 
  date, category or all. Then you can use any popular spreadsheet program 
  to import the file. 

Supplies - Visit our online store for all your supply needs. We ship faster than any 
    of our competitors and our prices are amongst the lowest. 

Create Checks Menu: 
 
  Create New Check  –  Creates a new check. 
 
 Add New Transaction –  This is used to add transaction such as deposits and  
                                                 withdrawals. Instead of using the visual check  
                                                 designer, it is a more detailed view. 
  
     Add Blank Check -  Adds a blank check to the registry to be filled out  
                                                 later. Unlike bulk printing, these checks are put into       
                                                 the check register. 
 
  



 

Explanation of Account Fields 

The most common support call we get is “What goes in this field” so below is a more 
detailed information on each of the fields in an account. 
 
Note that even if you are using pre-printed checks, you still have to enter the account 
information as the system uses these fields to configure and track information. 

 

Name to call the account 

This is the name that the 
software will use to reference the 
account. You can make it 
anything you want to differentiate 
it from other accounts.  Typical 
names are “Personal”, 
“Business” or “Personal Acct at 
Bank of X”. Anything you want. 

 Routing Number 

This is the Routing Number of 
your check. It is ALWAYS 9 
numeric digits long. You can use 
the picture of the check to find it 
on the MICR line at the bottom. 

Account Number 

This is the Account Number of your checking account. It the middle number on the 
MICR line. 

  

 



 

Transit 

This is the little number usually found under the check number in the upper right corner 
of the check. This is actually a hold-over from when checks were processed manually. 
It’s not even used anymore, but we include it anyway.   
 
Because it not used anymore, many banks won’t even have it on the check. If yours 
does not, you can leave this field blank. 

Next Check # 

This is the next check number the software will use. It will be automatically updated by 
the system.  It’s the number you see in the upper right of the check as well as in the 
MICR line at the bottom. This number is what you will see on your bank statement to 
identify the transaction.   
 

Deposit Slip Starting # 

This is the next deposit slip number the software will use. If you look at the bottom 
MICR line of a deposit slip, there is usually a number encoded in the line just like in a 
check. This number is what you will see on your bank statement to identify the 
transaction.   
 
A very few banks do not use this, if yours is one, you must still put one in. Your bank’s 
MICR reader will ignore it. The number should not interfere with the check number so 
you can use any number you want, just make it bigger (or smaller) so that it will never 
equal a valid check number. 

Deposit Slip Routing 

Like a check, a deposit slip also has a routing number. Sometimes this number is 
different but many times it’s the same as the check routing number. 
 
When it is different, its usually the same as the check routing number but the last digit is 
missing. 

  



Type/Size of check. 

PrintChecks Pro support 3 different types of checks. Select the size you are going to 
use with this account. 

• Business – Standard business size checks that fit in a #9 envelope. 
• Personal Standard – These are wallet size checks just like the ones you get 

from your bank. 
• Personal Mailable – These are a cross between business and standard. They 

are basically business checks but in a wallet size. 

MICR Number on Left? 

If you look at the bottom of your check, the MICR line has the check number embedded 
in it. It is either the first or last number in that line. If it’s on the left, select “Yes” 
 
As a general rule, business and personal mailable checks gave them on the left, 
standard has them on the right. If you are not sure, let the program pick it for you (it 
defaults to the above).   
 
The next tab contains the address information. 

Bank Name/Address 

Enter Your banks name and address here.  
 
The bank address is many times is just the 
city/state/zip of your local branch. 
 
Name/Address on Account 

This is your name or business name that you 
use on your account. 
 
You can have up to 2 lines for your name 
(IE: Yours and a spouse), and they will show 
in a bold font on the actual check on 
separate lines.  
 

 



Pre-Printed check information:  
Are these Preprinted Checks? 

Check this box if you are using pre-printed 
check stock (already has the MICR line).  

Do they have lines? 

If your pre-printed stock already has lines 
for the “Pay to” and written amount, 
choose YES.  Most preprinted checks do 
have lines already.  

 



Check Images: See below for sizing and 
format information. These are all optional. 
 
Signature 
Here you can select an image of your 
signature that the program can put on each 
check.  

Business Logo 
 
Your optional business logo.  
 
Bank Logo 
 
Your optional logo of your bank. 

Images should be a type of PNG or JPG. 

• Business Logo must be a square image, recommended size is 300 X 300 
pixels, however you can use any size with a 1 to 1 ratio. 

• Your bank logo must have a 3 to 1 ratio. Recommended size is 450 X 150. 
• A signature image should also be a 3 to 1 ratio. Recommended is 450 X 150. 

We are often asked the best way to make a signature file.  Here is a good way to do it. 

Take a blank piece of printer paper and sign it approximately the same size as you 
would on a check. Use a fairly thick pen or marker. 

• Scan it with the scanner on your printer. 
• Import it into your favorite graphic editor (Paint, Photoshop etc.) 
• Crop and size, it accordingly. 
• Save. 

 

 

 


