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HOW TO EDIT A CHECK NUMBER Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you are in the correct company.  
 
1. Click Checks 
2. Select check to edit 
3. Verify check number is the check you want to edit 
4. Click Edit 
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[ MM/DD/YYYY ] 

Click Checks 1 

Select check to edit 2 
Verify check number 3 

Click Edit 4 
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5. Warning message will appear, Read warning carefully 
6. Click Yes 
 

 

7. Another warning will appear, Read warning carefully 
8. Click in the box next to: “I have checked with the IRS or a tax professional and I would like to 

proceed.  I understand this change might cause issues.”  That will place a large X in the box. 
9. Click Proceed 

 
 
 
 

 
 

Read warning carefully 5 

Click Yes 6 

Click in the box 8 
Read warning carefully 7 

Click Proceed 9 
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10. Type in the correct check number 
11. Click OK  
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Type in correct check number 10 

Click OK 11 
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12. Verify edited check number    
 
 

 

 

Congratulations!  You have edited the check number.   
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