These instructions are for Disbursing Offices, which print Treasury Checks from RAPTRS. Units using RAPTRS which do not have a need to, or will never, print Treasury Checks, may ignore these instructions.

Due to limitations in the RAPTRS development environment, it is necessary for you to define a custom form that will be used to print Treasury Checks.  Efforts are being made to automate this functionality.  However, until this has been accomplished, it is up to you to ensure that the adjustment has been made.

The following procedure must be performed on the machine to which the check printer is physically attached.  If the check printer is a shared printer attached to another machine, you must perform these instructions on that machine and not your local machine.

If you have any questions concerning these instructions, contact the RAPTRS Functional Manager, Ms. Corkie Calhoun (cordelia.calhoun@dfas.mil).

TO DEFINE THE TREASURY CHECK CUSTOM PRINT FORMAT

1. Ensure you have administrator authority on the machine(s) where these steps will be carried out.
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2. Click the ‘Start’ button.

3. Select the ‘Settings’ option.

4. Click on the ‘Printers’ option.  The Printers window should be displayed.

5. Click on the ‘File’ drop-down menu.
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6. Click on the ‘File’ drop-down menu. (Your drop-down menu may not look exactly like the example.)

7. Click on the ‘Server Properties’ option.  The Print Server Properties window will be displayed.
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8. Click the ‘Create a New Form’ checkbox.  The will enable the fields in the ‘Form Description for’ box.

9. Enter a ‘Form Description’.  This is the name of the form that you will select later.  It is recommended that you use the name ‘Treasury Check’.

10. Click the ‘English’ radio button in the ‘Measurements, Units’ area.

11. Specify a Paper Size Width of  ‘8.50’.

12. Specify a Paper Size Height of ‘3.25’

13. The Left, Right, Top and Bottom Printer Area Margins should all be zero (0.00).

14. Click the ‘Save Form’ button to save your custom form definition.

15. Click the ‘OK’ button to close the Print Server Properties window.

16. Click the ‘X’ button in the upper right-hand corner of the Printers window to close the Printers window.

Now that you have this custom form defined, you will need to use it every time you intend to print Treasury Checks using RAPTRS.  

TO PRINT TREASURY CHECKS USING RAPTRS

(This procedure must be performed once during each RAPTRS session where checks are printed.)

1. Click the ‘File’ drop-down menu anywhere within RAPTRS

2. Select the ‘Printer Setup’ option.  (You may also click the ‘Print Setup’ button on the ‘Check Selection’ window.)  
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The Printer Setup window will be displayed.
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3. Select the printer that you will print the checks on.  This must be the printer that you defined the custom form for.

4. Click the ‘Setup’ button.  The Properties window for the selected printer will be displayed.
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5. On the Page Setup tab of the <printer> Document Properties window, change the Paper Size to the name of the form you previously defined in step 9 of the TO DEFINE THE TREASURY CHECK CUSTOM PRINT FORMAT procedures.  If you defined the form properly, you will find the form name in the drop-down list for this field.

Note:  If you defined the form as instructed and it does not appear in the list shown above, then the printer you are using is unable to accommodate the special-sized Treasury Check form and you will need to use a different printer to print Treasury Checks.

6. Click the ‘OK’ button to accept the setting and close the <printer> Document Properties window.

7. Click the ‘OK’ button to accept the selected printer and close the Printer Setup window.

These changes apply only within RAPTRS and will not affect the Windows default setting for the printer.  This setting only needs to be set once during a RAPTRS session and only if you will be printing Treasury Checks.  Once you have selected the correct form, this setting will be valid until you exit RAPTRS.
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