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Introduction 
This guide shows you how to print settlement checks in Transport Pro. Note that before you 
can print checks, there is some setup that needs to be done first. In order to print checks from 
Transport Pro, you need to make sure your check format is a check with two stubs (i.e. the 
format of a QuickBooks check).  
 
Once you have your checks, you need to scan and email a void copy to us at 
support@transportpro.net​. We use this void check to test the check alignment before you 
begin printing. Once we determine the alignment looks good from our end, we’ll have you test 
it by printing a check. Once the alignment is confirmed, you’ll be ready to print checks. 
 
Note, when you print, you need to make sure you have selected the “Fit to Printable Area” 
option on your printer settings. 
 

Process Settlements 
The first thing you have to do is process your settlements. Whether approving settlements for 
carriers or drivers, the process is essentially the same. The below example will show 
processing a settlement for a driver. 
You can navigate to your settlements list one of two ways: 1) Go to Settlements>Process 
Settlements>Owner Operators (or you may select broker carriers). 2) Work from your 
settlements dashboard by going to Settlements>Settlements Dashboard. This dashboard will 
show you how many pending settlements you have waiting to be processed, and you can 
navigate to the list from here. 
Either way, you’ll be presented with your list of Pending Settlements. Locate the account you 
wish to settle, and then click the settle icon to go into the settlement details for the account. 
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Review the settlement details, and select the items you wish to settle/cut a check for by 
checking the corresponding boxes. 

 
 
On the bottom half of this screen, the system will show you the total amount based on the 
items you have selected. You will also see that the preferred payment method defaults to 
“check” (unless you have set the account up to be paid via ACH, which is shown in our 
separate ACH guide). Lastly, make sure your correct checking account is selected. Once you 
have selected the desired items, click “Approve.” 
NOTE​: We do ​NOT ​offer direct bank integration. The information is simply recorded in 
Transport Pro for your records. 
If you get to this step and realize that you do not have your settlement checking account 
available here to select, you can add/edit your checking accounts as needed. For instructions 
on how to do this, please review our checking accounts guide by clicking ​here​. 
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Print Settlement Checks 
Once you click to “approve” the settlements, as shown in the section above, the settlements 
are sent to the check print queue, where you can print the checks. 
Go to Settlements>Print Queue>Settlement Checks. You have a couple filter options 
available if needed. Otherwise, you will be presented with all of the settlement checks that are 
waiting to be printed. You can click on the column headers if you wish to sort the information. 

 
 
Make sure the check numbers are correct. You can edit the check numbers as needed. If you 
have more than one check in this print queue, then when you change the top check number, 
a green arrow will appear, which you can click on to renumber the checks in ascending order 
if you wish to do so. 

 
 
Make sure your checks are in your printer ready to go. Review the check numbers in the print 
queue for accuracy, and check the boxes next to the checks you need to print. If you want to 
print all of the checks in the queue, you can check the box at the top to select all. Once you 
make your selection, click “Print” at the bottom of the page. 
If you need to delete a check from this queue, click the scissor icon next to the check you 
wish to delete. 
NOTE​: Each processed settlement is its own check. So, for example, if you have three 
checks waiting to be printed for the same account (as shown in the below screenshot) then 
you will print three checks for that account. The system will not combine them into one check. 
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Once you click the print button, the system will download the check file and redirect you to the 
“Check Confirmation” screen. 
To print the checks click on the downloaded file, and make sure your printer preferences are 
set “fit to printable area.” Click to print from your local printer. 

 
 
Once the checks have been printed, review them to make sure they printed correctly. If 
everything looks good, click “Save Record” on the Check Confirmation screen. Checking save 
here to confirm the checks printed successfully does two things: 1) Updates the check status 
to “printed” for your records, and 2) Sends the checks to the cash reconciliation module. 
If the checks printed incorrectly (i.e. backwards, or upside down) then you can check the 
“Requeue/Cancel” box next to the checks that printed incorrectly, and then click “Save 
Record.”  
NOTE​: Requeueing the checks will void the check number, and place the checks back out 
into the print queue, so you can reprint. When you requeue checks, the system assumes that 
check was ruined, and therefore voids that check number. You cannot reuse check numbers. 

 
 
NOTE​: The load IDs will show on the check stubs. 
If you have any questions about printing settlement checks from Transport Pro, please 
contact technical support at ​support@transportpro.net​. 
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