
How to Edit a Vendor 
Check in Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Click → OK 
3 

Go to → File → Open Company 
1 

Select a company 
to open 
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Go to → Vendor Center 
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Click → Manage Checks 
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6 
Click →“Click here to 
REFRESH the List of 

Checks” 
8 

Select a Begin Pay Date and End Pay Date of checks to 
be edited 6 

Select a Vendor 
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6 

Click →“Edit Selected Check” 
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Select a check to edit 
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In this 
screen you 
can Edit a 

Vendor 
Check 

Click → OK 
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12 

Vendor Payment box will 
appear 11 
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Click → Close 
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Congratulations. You know how to edit a vendor check! 
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