How to Delete a
Vendor Check in

Payroll Mate®

Start by Opening your
Payroll Mate

Program

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



http://www.realtaxtools.com/

. 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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Tutorial Company - Payroll Mate (2013)

¢ File Edit Tools Help OrderChecks and Supplies
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Vendor Center
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Issue 1099 Forms

Track and Pay Bills
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Manage Vendors Pay Vendor Manage Checks Vendor Reports Tax Forms Export to W2 Mate

J

Vendor TaxID | Vendor Name

| Telephone Number

Pay 1099 Contractors

> 465465189 Helper Happy Boss

Go to =» Vendor Center

(543) 641-8364
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Tutorial Company - Payroll Mate (2013)

! File Edit Tools Help OrderChecks and Supplies

Vendor Center

Pay 1099 Contractors

Issue 1099 Forms

Track and Pay Bills

] REPORI
|

Manage Vendors Tax Forms Export to W2 Mate
]
Vendor Tax ID | Vendor Name | Telephone Number
b 465465189 Helper Happy Boss \ (543) 641-8364

l Click =» Manage Checks i:
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Select a Begin and End Pay Date of Checks to be Delete
X

/

Vendors Checks

—

Step 1: Select the da :
Begin Pay Date | Tuesday . January 01,2013 LJ\

=

EndPayDate | Tuesday , December 31,2013 | Eit Selected Check | | Print Selected Checks | [ Preview/ Export Selected Checks || Delete Selected Checks

| Date | Check# | Vendor | Amount
09/17/2013 1 Happy Helper Jr 350.00

Step 2: Select one or more from the list of vendors below ————

Vendors who received checks in the specfied period: Select a Vendor

") Happy Helper Jr

Click =» “Click here to
REFRESH the List of Checks”

Close |
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Select a Check to Delete
Vendors Checkf

—Step 1: Select the date range for the checks to%
Begin Pay Date | Tuesday . January 01,201

Step 3: Select one or more checks to view, print, or delete
| Clickhere to REFRESH the List of Checks |

EndPayDate | Tuesday . December 31,2013

| | Preview / Export Selected Checks |

Amoun

—Step 2: Select one or more from the list of vendors below 1 Happy Helper Jr

| selectAl || SelectNone |

Vendors who received checks in the specified period:

") Happy Helper Jr
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Vendors Checlt‘s

Cx
~Step 1: Selectthe date range for the checks to view ———————

—Step 3: Select one or more checks to view, print, or delete
Begin Pay Date | Tuesday . January 01,2013 >] || Clickhereto REFRESH the Listof Checks |
EndPayDate | Tuesday , December 31,2013 ~] || EditSelectedCheck || Print Selected Checks | | Preview J Export Selected Checks | | Delete Selected Checks |
) | Date | Check# | Vendor | Amount
—Step 2: Select one or more from the list of vendors below —— 091772012 1 Happy Helper Jr 350.00
| selectAl || SelectNone |
Vendors who received checks in the specified period:
Attention

@ You have selected 1 check(s).

Are you sure you want to delete these checks?

Click =» Yes
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—Step 1: Select the date range for the checks to view

ors s e A —— e e

—Step 3: Select one or more checks to view, print, or delete

Begin Pay Date I Tuesday , January 01,2013 E' | Click here to REFRESH the List of Checks |
EndPayDate | Tuesday . December 31,2013 =] || EditSelected Check || Print Selected Checks | | Preview / Export Selected Checks | | Delete Selected Checks |
' Date | Check# | Vendor | Amount
—Step 2: Select one or more from the list of vendors below

| SelectAll || SelectNone |
Vendors who received checks in the specified period:

Click =» Close
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Congratulations. You now know how to delete a vendor check!
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