BAD CHECK LIST
2nd Week of each Month
Check this site each month to see if any customers from your office have written any bad checks. 
It is usually available the 2nd week of each month. 
Do not accept any further checks from them.  They cannot pay for these at your office.  
They will be sent a letter instructing them how to settle their debt.  
We do not handle them locally
Regeana Arrowood, Atalissa IA 52720 –6/28/2011
On Hawkeye Blue Share pg:

      1.   > ( Finance (left under District Entities) 
        2.   > ( Frequently Requested Topics (left)
      3.   > X Bad Check list to post to WEB 

      4.   > OK (Some files can harm…..)
5. Type in password. (postal # of month) example: January - postal1; Dec. - postal12
6. > OK
7. List appears by name or city. To find your city: 
> ( (Down Arrow) in “City” column.  Scroll to your city & click on it. (If not there, you have no 
     bad checks)
OR if no ( down arrow: > D (city column). In Tool bar (at top): > Data > Sort. 

Sort warning: “What do you want to do?” ( Expand the selection. > Sort… > OK
Now in alphabetical order – Scroll to your city.

To print list: (optional)
8. Press: Ctrl P > OK or to just print your check list – highlight your information. Press: Ctrl P. 
> ( Selection > OK 
9. After printing, > X to exit. 
