Trial version of ABC Amber HLP Converter http://www.processtext.com/abchlp.html

Bad Check Program

Getting Started:  A Short Tutorial


This tutorial is provided to help you get started with the Bad Check Program.  It will guide you through the steps necessary to get the program running, to enter a record (a bad check) and to print out one of the forms used in the process of recovering funds lost from a bad check.

On some steps there will be alternative routes that you can take depending upon which state you are using the check program for.


This program is not a complete guide to the program.  That can be found in the help file that you can access through the program when it is running.

Step 1:  Password Entry


To begin using the program for the first time, enter SysAdmin (exactly as you see it here, capitals and all) in the User Name field and check in the Password field.  After the program is running , the password for the system administrator can be changed from the Tools|Password menu item.  The system administrator class has the most privilege and controls the users who may use the program and their level of access.  The other two classes of user are Editor and Reader.  An Editor may add, edit, or delete records.  A Reader may only view records.  For details consult the help file.

Step 2:  Tools|Business Info


Your business name, address, and phone number needs to be entered here the first time you use the program.  This information will appear as a header on all of your statements.  The location of your business must be the state where the checks are being cashed.  If you purchased the program to be used in Alaska, Arizona, California, Connecticut, or Georgia, the state location cannot be changed.  If your mailing address is not the location of your business, enter it in the space provided to the right of the business location address.

Step 3:  Tools|County Info


If you are using the California program, you will need to select the county where the checks are being cashed from the dropdown list provided.  If your county participates in the D.A. Check Restitution/Prosecution Program, a County Information dialog box will appear.  The county information must be completed the first time you use the program.  This information can be obtained from you local District Attorney, Chief of Police, or Sheriff. 

Step 4:  Tools|Court Info


If you are using the Connecticut program, the court information must be completed the first time you use the program.  This information can be obtained from your local police department.

Step 5:  Entering a Record


Click on the New Record button on the Main tab.  The Payee tab will appear with blank fields.  Fill in as much information as you can, but make certain that the fields in red are filled in.  When you are finished, click the OK button and the Check Info tab will appear with blank fields.  Again, fill in as much information as you can, but make sure that the field in red are filled in.  Do NOT fill in Date of Statement Requesting Arrest and Status of Certified Receipt at this time.  When you are ready to proceed, click the OK button and the Statement tab will appear.

Note:  Status of Certified Receipt should be filled in after your Certified Receipt is returned from the Post Office.

Step 6:  Selecting a Statement


Restitution Request


This is the first statement that should be used after entering a new record.  Print the statement and make sure the information is correct.  If it is not, go back and edit the record.


Restitution Receipt


Search for the person making restitution with the Search Dialog box or use the Summary menu item and select Request Sent for Restitution and double click on the correct record.  Make sure that the record you are viewing is the check being paid.  Select the Restitution Receipt statement and print the statement.  The restitution receipt will total the check amount and any bank fees.


Criminal Prosecution


Find the persons record you would like prosecuted.  Print the statement(s) required for your jurisdiction and then forward the statements and all records to your local law enforcement agency for processing.

Note:  The Connecticut program allows you to print an arrest warrant application for multiple checks.  If a person has issued multiple bad checks, select the Multiple Checks Warrant tab and a dialog box will appear where you can select the checks to include on the warrant.  You must select at least two records and you must also include the account number on the Check Info tab in order to use this feature.
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