How to Remove Vacation and
Sick hours from the
Employee’s Paystubs in
Payroll Mate®

Start by Opening your
Payroll Mate

Program
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: File Edit Tools Help OrderChecks and Supplies
i ~/New _AEdit '] Delete  Print Selected Check

Arranged By: Date

. Print Multiple Checks

(© All Checks (=) September
(O This Month

09/05/2013
(O This Quarter Leader Smith
(O This Year

Go to=» Checks

Ack Preview [09/05/2013] - Check # [1]
Summary for "Leader Smith"

From: 09/01/2013 To: 09/05/2013
$148.04
> Type: Rate: Oty. Amount: YTD:
Br Hourly Pay PerHour  $9.00 20.00 $180.00 $180.00
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Amount:  YTD: -
$14.00 $14. F
§11.16 $11.16
$2.61 $2.61
$0.00 $0.00 =
$0.00 $0.00 j
State Disability Insurance ) $3.60 $3.60
hiu $0.59 $0.59

s Direct Deposit

Social Security (Employer)
Medicare (Employer)
Deduction Details

$11.16
$2.61

$11.16
$2.61 -
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Click -=» Specify Checks to print Lo | B

Tutorial Company - Payroll Mate (2013)

: File Edit Tools Help OrderChecks andSupplies
Reports Choose another General Bé

~ Check Printing

Specify Checks to Print ||| Preview — Export Checks | | 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).
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Begin Pay Date

I Tuesday . January 01,2013 Zl

End Pay Date | Thursday . September 05,2013 |

(XN

Make sure the box “Print
Vacation and Sick Hours on
Pay Stubs” is NOT CHECKED

™ Print MICR information (These options are not available

(Print on Blank Check Paper)

[~ Print Pay Stubs Only

I Edit MICR Information |

I~ Print Checks in Reverse Order

[~ Print Checks in the Middle of the page

I~ Print Vacation and Sick Hours on Pay Stubs

when printing MICR inforgffatio

Employees who received Payroll Checks in the specified period:

lv! Trouble Question

(

Click-» Ok

&
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: File Edit Tools Help OrderChecks andSupplies

Choose another General Report

~ Check Printing

| specify Checks to Print | | Print Checks I Related Tasks

This report shows all
employees in a specifi

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).
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09/052013

Leader Smith *==145.04

Onz hundred forty-aight and J4/1J)===ssssssssss

Here you can see

Lzadsr Smoith
4361 Halpar Lan=s -
that the vacation
Answars, AL 36436 .
and sick hours have
Pax Period: 09/01.2013 - 02052013
been removed
Leadsr SEmith Fed Filing Status E=f] Check Da= 08/05:2013
Withholding % o Pericd Baginning: 09/01/2013
4561 Helpsr Lan=s Fed Taxable Incoms= 120.00 Pericd Ending: 089/05/2013
Answers, AF 55455 Net Fay 14804 Woucher Mumbsr 1
Earnings Oty TR == Auariownt D Amt Tames/Deds Taxsbl= Amount 1D Amit
Regulsr. 20.00/2.00 1E0.00 180.00 Federal Income Tas 180,00 14,00 14.00
Bocisl Secuwrity 18000 11.16 11.16
Totsl Gross Pay 20.00 hours 180.00 180.00 Medicans 18000 551 =51
‘Etate Income Tax 185000 Q.00 .00
Local Incomea Tax 18000 .00 .00
Stste Dissbility Inswrance 15000 3.60 3.80
hiu 18000 0.59 0.59
Total Withholding 31.895 31.85
Tutorial Company. 145 Help Ln, Question, AZ 55478 (457) B62-1453
Lesd=r Smith Fed Filing Status 500 Check Dat oe/05/2013
Withholding a Pericd Baginning: 09501,2013
4561 Helper Lans Fed Taxablz Incoms 485 gg Period Ending:  09/05/2013
Answers, A7 55455 Met Pay 148.04 Vouchsr Mumbser  {
Earnings ity SR S= Aumount D Amt Taxes/Deds Taxshbl= Amount 1D Amt
R lair. 20.00,9.00 180.00 1850.00 Federal Income Tax 18000 14.00 14.00
‘Bocisl Security 180,00 11.16 11.16
Total Gross Pay 20.00 hous 150.00 18000 Medicare 180 00 2 81 2 61
State Income Tax 18000 .00 .00
Local Income Tax 120.00 0.00 0.00
Etate Disability Insurance 18000 3.60 3.60
hiw 1E0.00 .59 0.59
Total Withhaolding 31.95 31.95
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¢ File Edit Tools Help OrderChecks and Supplies

~Check Printing

Specify Checks to Print Preview — Export Checks

Il Blected

Print
. rin
— Printer
Mame:
kil Status: Ready
Type: HF LaserJet 1018
Where:  USBODZ
& Commenrt:

Properties ... |
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[ Print to file

— Print range

IO

" Pages friom: |1

€ Selection

ta (1
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Check = OK
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Congratulations. You now know how to remove vacation and sick hours from employee’s paystubs.
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