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Payroll Mate will allow you to go back to the first 
of the year to recreate payroll.  You can also create 

a dummy check for each quarter for each 
employee, dating the check for the end of the 

quarter so it will not affect your 941.  If you decide 
you want to lump checks for the quarter, you will 

need to know your YTD totals and you can 
override any calculation that Payroll Mate 

generated.   Keep in mind that you may want to 
lump each month separately due to 941 purposes. 
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Go to → File → Open Company 
1 

Select a company 
to open 

2 

Click → OK 
3 
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Go to → Checks 
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Click → New 
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Select Begin Pay date for the 
beginning of the Quarter 

6 

Select End Pay date for the End 
of the Quarter 

Select Pay date for a date in 
the Quarter 

8 

7 

http://www.payrollmate.com/


www.PayrollMate.com   (800)-507-1992 6 

Click → OK 
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Enter → Quarterly Taxes  
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Enter → Quarterly Amount 
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Check will appear here 
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Congratulations! You now know how to create a year to date for hourly paid employee’s. 
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