How to Print Checks
in Reverse Order
Payroll Mate®

Start by Opening your
Payroll Mate

Program

www.PayrollMate.com (800)-507-1992



http://www.realtaxtools.com/

Tutorial Company - Payroll Mate (2013

Inged By: Date

Go to - File - Open Company LalE) S

U

Check Preview [09/04/2013] - Check # [1]

Select a company

to open

o Check Summary for "Leader Smith"

Exit PayPeriod:  From:09/01/2013  To: 09/03/2013
b =) September . .
(O This Month = Open Company
(O This Quarter Company Name:
(O This Year Sample nany 2012 9

Tutorial
Click =» OK

m

Garnishment $1.80 $1.80

® www.PayrollMate.com (800)-507-1992
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[4 Tutorial Company - Payroll Mate (2013)

(® All Checks
(O This Month
(O This Quarter
(O This Year

: Hle Edit Tools Help OrderChecks and Supplies
i =/ New .AEdit [ Delete * Print Selected Check |

Arranged By: Date

(=) September

09/05/2013
Leader Smith

Go to=» Checks

e www.PayrollMate.com (800)-507-1992

Deduction Details

From: 09/01/2013

Click =» Print Multiple Checks

State Income Tax $0.00
Local Income Tax $0.00
State Disability Insurance (Employee) $3.60
hiu $0.59

Social Security (Employer)

Medicare (Employer)

YTD:

To: 09/05/2013

$14,
$11.16
$2.61
$0.00
$0.00
$3.60
€0.59

$11.16
$2.61

m
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Tutorial Company - Payroll Mate (2013) ' E=REE X

~Check Printing
:

lw — Export Checks N Print Checks [l Related Tasks |

This report shows all the payroll checks issued for the selected
employees in a specific period range.

Click on "Specify Checks to Print" button to change the period
range, and select the desired employees.

® Click on "Preview" button to preview, export or e-mail the
checks.

®  Click on "Print" button to print the checks.

You can use the MICR feature to print checks on blank check
“““““ paper (eliminates the need for pre-printed checks).

e www.PayrollMate.com (800)-507-1992
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Soedy ecoropie —

.
f Sort Printed Checks by: ——
Begin Pay Date | Tuesday . January 01,2013 ~| & Check Number

" Employee Last Name
" Employee First Name

EndPay Date | Thursday . September 05,2013 < |

I~ Print MICR information (These options are not available when printing MICR information)
(Print on Blank Check Paper) [ Print Checks in the Middle of the page |
Edit MICR Information ™ Print Pay Stubs Only

[~ Print Vacation and Sick Hours on Pay Stubs

)] Leader Smith Select All
lv] Trouble Question

Check the box that says
“Print checks in reverse order”

Click=» OK

8
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Tutorial Company - Payroll Mate (2013) . .
3 Py e Click =» Preview- Export Checks

: File Edit Tools Help OrderChecks and
Reports Choose another General Report

~ Check Printing

Preview — Export Checks

| specify Checks to Print

| Print Checks I Related Tasks

This report shows all the payroll checks issued for the selected
¢ employees in a specific period range.

Click on "Specify Checks to Print" button to change the period
range, and select the desired employees.

® Click on "Preview" button to preview, export or e-mail the
checks.

®  Click on "Print" button to print the checks.

You can use the MICR feature to print checks on blank check
“““““ paper (eliminates the need for pre-printed checks).

e www.PayrollMate.com (800)-507-1992
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You can Preview to see that the checks are correct

Trouble (uestion

O hundred Forr-sonram Sy (7 T s s e e e e e s e et e et e e e e et et e e e e

Trouble

Jusstion

46456 ProblemDir

Crime, AT 563544

Pay Period: 0805

Troutia Susstion

45455 Propism DT

2013 -09/052013

Fad FEing Status =T]
wWinnading %

Fad Ta=ania Incoma 180.00

‘Chack Dl (1=
F'a'lncl Eegl'l'-'lg OErDEr 20132

*rla7i2

DE2013

Crimea, AZ 553544 Nt Pay 147.02 el
Earmings oty R Ammaum YT Amt  TawssTeds Taxama Ammaum YT
Raguiar. 200500 180.00 180,00 Fadaral Incamea Tax 180,00 14,00 4.
Sanus 015 015 180,00 11.1&6 1.
- A - 18000 2.61 2.
T ey 1e0.1= = e 180,00 .00 o
Local incomsa Tax 18000 0. 0D .
Stz Cisannty Insurancs 1820.00 3.60 3.
Tramsr Tax 18000 1.80 1.
Total Withhaiding 3317 33
Tulorial Comgany, 145 Haip Ln, Question, AZ 55475 (£457) 852-1453
Troubia CussBon Fad Filling Staius k=20 Caa DEnDEr013
S [+] Pariod Baghi‘lg DRVDEr2013
25455 Protism Dr Fed TaxamaInoemE 150 00 =anod : OO 2013
Crma, AZ 553544 Hat Pay 147.02 ouohEr Numner 2
Earmings oty R Ammaum YT Amt  TawssTeds Taxama Ammaum YT
Raguiar. 200500 180.00 180,00 Fadaral Incamea Tax 180,00 14,00 4.
Sanus 015 015 Soclal Sacurity 180,00 11.1&6 11.1
Tota Gross Pay IERE] [EEE 18000 281 2.8
‘St Inooma Tax 18000 0. [+
Local incomsa Tax 18000 00D .
Sizia Disaniily Insuranca 180.00 36D 3.
Trainar Tax 18000 1.80 i
Total Wihhaiding 3317 231

e www.PayrollMa

. 125 Haip Ln, Quaston, AZ 55475 (£57) BE2-1453
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Click =» Print checks @

Choose another General Report

— Print range
« Al

€ Pages from:

€ Selection

f1 to: |1

~Check Printing
Specify Checks to Print Preview — Export Checks Related Tasks
Thie rennrt chawe all | charke iccnad far lected
— Printer

Neme: [ -SNICHNN ~|  Propeties.. | d
. Status:  Ready

Type: HP LaserJet 1018
° Where:  USB002

Comment: I~ Print to file

M
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Congratulations. The checks will print in reverse order!

1-800-507-1992

www.PayrollMate.com

e www.PayrollMate.com (800)-507-1992



http://www.payrollmate.com/

