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If you are an 
existing user, enter 
your username 
and password 
below.

You must create 
an account if you 
are a first-time 
user



HOME PAGE THIS GUIDE IS COMPATIBLE WITH OUR OTHER PRODUCTS.

➢ Please click on the product of your 
choice.

➢ Checks are illustrated in this example



CHECKS

LC999 Standard Check (most common)

The HC100 Hologram Check has an 

additional security feature



STEP 1: 
PERSONALIZATION

 A preview of each line will appear 

on page 2.

 To add one of our logos, click 

select.

 Upload your own logo by clicking 
the upload button.



STEP 2: BANK INFORMATION

Using a scanner, scan a current check and upload to your PC.

In the absence of a check, your bank's MICR specification sheet can be used. 

The form provides vendors with printing instructions. If one is not available, email 

supplies@kevgroup for assistance.



STEP 2: BANK INFORMATION

• Checks and deposit tickets show the 

bank fraction number next to the bank 

name.



STEP 2:BANK INFORMATION

Page 1 design preview does not show bank numbers. 

We will add the numbers in production.

Preview of page 2, routing and account numbers must
be visible.



STEP 3: OPTIONS

1 signature line 

2 signature lines



STEP 4: APPROVAL

➢ Below Optional Name for Form enter the 
school's name and product description.

➢ Click on the Proceed to Checkout tab.



REVIEW ORDER
SHIPPING METHOD

Please contact supplies@kevgroup.com if 

you do not see the Next Step tab.

Your order will be stored in the shopping 

cart until it is submitted.



PAYMENT METHOD

Enter the PO number in the box to be invoiced. 

When a PO is not available, enter the word 
CHECK.

We email invoices along with shipping 
notifications for orders.

Please remit payment to School Cash Supplies, 
PO Box 841741, Dallas TX, 75248-1741.



FINAL STEP

Following the submission of your order, you'll 

receive an email confirmation.

Upon shipment of the order, you will receive an 

email with the UPS tracking number.


