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

Payroll Mate 
Program 
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Go to → File → Open Company 
1 

Select a company 
to open 
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Click → OK 
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Go to → Checks 
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Click → on the check to be edited 

Click → Edit 
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In this screen you can change anything on the check 
EXCEPT the PAYDATE 
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Click → Ok, when finished making changes on check 
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Congratulations. The checks has been edited! 
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