How to Print an Employee
List in Payroll Mate®

Start by Opening your
Payroll Mate

Program

www.PayroliMate.com (800)-507-1992
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. Tutorial Company - Payroll Mate (2013

Check Preview [09/04/2013] - Check # [1]
Check Summary for "Leader Smith"

Delete Company  [nged By: Date

| — Ext B Seotembe Pay Period: From: 09/01/2013 To: 09/03/2013
= ptember - .
(O This Month Open Company g
] O This Quarter Select a company
Company Name: to open
O This Year Samole Company 2012
Tutorial 2

Click -» OK

Garnishment $1.80 $1.80
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(3 Tutorial Company - Payroll Mate (2013)

‘iﬁle Edit Tools Help OrderChecks and Sufpli
Reports Choose another Gerfe

~ Employees List
" Report Options ]

Click=» Report option

Preview — Export Print

This report lists all the employees who received checks in the
L specified period, along with their federal taxable wages, social
security numbers and addresses.

3 Click on "Report Options" button to change the period range.

m

2 Click on "Preview" button to preview, export or e-mail the created
report.

Click on "Print" button to print the report.
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[3 Tutorial Company - Payroll Mate (2013) ~_ el E) S

: File Edit Tools Help OrderChecks and Supplies

Choose another General Report 1<
~ Employees List -
[ Report Options | Preview — Export Print

This report lists all the employees who receiv Select a Begin and End
®  specified period, along with their federal taxagf Date PAY DATE for the

annrith miamabhare and addracecnes

Report Options
- Begin Pay Date | Saturday . September 01,2012 < | Jhe period range.
® EndPayDate | Monday .September30.2013 | or e-mail the created
OK | cancel |
® i

r| Click=» OK i

UL »
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[3 Tutorial Company - Payroll Mate 2013)

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

~ Employees List

Report Options Preview — ort

Click =» Preview — Export

9

Print

security numbers and addresses.

report.

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

This report lists all the employees who received checks in the
L specified period, along with their federal taxable wages, social

3 Click on "Report Options" button to change the period range.

k] Click on "Preview" button to preview, export or e-mail the created
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S55M: Employee Social Securly Mummber

Employees List Report
Tutorial Company
Begin Date: 01/01/2013 End Date: 09/24/2013

Employee Name 55N Address Federal Taxable Wages
Happy Helpsr 453-B4-6315 Z345 Kind Ln 205000

Helptowm, AR 54554-5545
Leader Smith 456-45-0545 4581 Helper Lans 1175.00

Anzwers, TX 55455
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[3 Tutorial Company - Payroll Mate (2013) ] o )

File Edit Help  Order Checks and Supplies

Choose another General Report
~ Employees List

Report Options

Print

~ Printer ecks in the
Name: M Propetties... | ges, social
Status:  Ready

Type: HP LaserJet 1018

Where:  USB002 iod range.
Comment:

Click=» OK

— Print range

ages from |1 _fDiI1

€ Selection
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Congratulations. You now know how to Print a Employee List!
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