How to Adjust Text Size in Payroll Mate

Payroll Mate is best viewed using the default text size of 100%. If your text settings are larger,
you may notice text is cut off while inside Payroll Mate. To adjust the text size follow these

directions.

Windows 7

1. Click the Start menu

2. Click Control Panel

Documents

J Payroll Mate (2018)

Pictures

1825 1095 Mate (2017)

Music Click Control Panel | 2

Sticky Notes »
_Jj Notepad L4
Control Panel

@) Paint 3
‘:if Devices and Printers

:-'\-El,l WordPad »

Computer

Default Programs

=a Payroll Mate (2017) Help and Support

| “‘*a Notepad++

w/ Norton Security »

7-Zip File Manager »
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& Microsoft OneDrive

ﬁi Office 2016 Language Preferences
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Click Start
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3. Select Display

v@ » Control Panel » All Control Panel ltems »

v I," I I Search Control Panel

? Action Center
& BDE Administrator (3
© Default Proge

A Fonts
w Intel(R) GMA Driver
& Mouse

M Performance Information and Tools
[ Programs and Features

% Sound

L. Taskbar and Start Menu

E Windows CardSpace

) Administrative Tools
Bl Color Management
@ Desktop Gadgets

9 Ease of Access Center
=l Getting Started
Internet Options

5 Network and Sharing Center

! Personalization

@ Recovery

@ Speech Recognition
Troubleshooting
& Windows Defender

Adjust your computer's settings ~ Click Display

[=g AutoPlay

Credential Manager
&) Device Manager

Flash Player (32-bit)
& HomeGroup

&3 Keyboard
Notification Area Icons
[ Phone and Modem
o Region and Language
@ Sync Center

82 User Accounts

‘ Windows Firewall

View by:  Small icons ¥

W Backup and Restore

__4_]) Date and Time

@ Devices and Printers

A Folder Options

8 Indexing Options

Location and Other Sensors
& Parental Controls

3 Power Options

E@ RemoteApp and Desktop Connections
1™ System

£, Windows Anytime Upgrade
&) Windows Update

If you don't see the Display option:

3a. Click Appearance and Personalization

T 10

I@ » Control Panel » _ . .
Click Appearance and Personalization | 3a
Adjust your computer’s settings View by: Category ¥
iy System and Security User Accoffnts and Family Safety
Review your computer's status @ Add or rgfnove user accounts
Back up your computer @ Set up ghrental controls for any user
Find and fix problems m—
. Appearance and Personalization
. Network and Internet b Change the theme
ﬁh View network status and tasks b Change desktop background
“&R.. Choose homegroup and sharing options Adjust screen resolution
.,/ Hardware and Sound Clock, Language, and Region
View devices and printers 13 c b heri h
Add'a device [;'; hange keyboards or other input methods
#W Ease of Access
h Programs U Let Windows suggest settings
) Uninstall a program Optimize visual display
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3b. Click Display

v['& » Control Panel » Appearance and Personalization » Click D|Splay 3b

Control Panel Home

System and Security
Network and Internet
Hardware and Sound

Programs

User Accounts and Family

- l 4,] I Search Co

B

Personalization
Change the theme

Make text and other items larger or smaller

ange desktop background ' Change sound effects | Change screen saver

Adjust screen resolution = Connect to an external display

Desktop Gadgets

Add gadgets to the desktop = Get more gadgets online | Uninstall a gadget

Safety Restore desktop gadgets installed with Windows
* Appearance and Taskbar and Start Menu
F Crswaltzation Customize the Start menu | Customize icons on the taskbar | Change the picture on the Start menu

Clock, Language, and Region =
( Ease of Access Center
Accommeodate low vision Use screen reader
l Folder Options
Specify single- or double-click to open

Ease of Access

Turn on easy access keys | Turn High Contrast on or off

Show hidden files and folders
A Fonts
Preview, delete, or show and hide fonts

Change Font Settings = Adjust ClearType text

4. Select Smaller — 100% (default)
Note: This will decrease the size of all Windows elements, including icons

5. Click Apply

@OOFEJ » Control Panel » All Control Panel ltems » Display

Control Panel Home

- | +y | | Search Control Panel

Make it easier to read what's on your screen

You can change the size of text and other items on your screen by choosing one of these options. Te
temporarily enlarge just part of the screen, use the Magnifier tool.

—= Select Smaller 100% E

@ Smaller - 100% (default) | Preview

Adjust resolution
@ Calibrate color

Change display settings
Adjust ClearType text
Set custom text size (DPI)

© Medium - 125%

© Larger - 150% )
Click Apply | 5

Apply
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6. Click Log off now
Note: Windows 7 changes won't take effect until you log off and log back in

Click Log off now H

Microsoft Windows Ex=

You must log off your ¢gpmputer to apply I
these changes

Save any open files and closg all programs before you
log off.

| Log off now |[ Log off later ]
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Windows 10

1. Right-Click on your desktop and select Display settings from the menu

View

Sort by
Refresh

Paste
Paste shortcut Click Display settings F

Undo Rename

Open in Visual Studio

. NVIDIA Control Panel

Mew

| 1 Display settings
il Personalize
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2. Click Display

3. Select 100% for size of text, apps and other items

Settings
& Home Display
Find a setting Jo Color
Night light
System Click Display | 2 @ o
L Display% Night light settings
[] Notifications & actions Scale and layout Select 100% | 3
() Power & sleep Change the size of text, apps, an er items
—= Storage
125%
Lid  Tablet mode 150%
175%
D Multitasking . ]
=1 Projecting to this PC Orientation
Landscape %
&% Shared experiences
< Remote Desktop Multiple displays
Older displays might not always connect automatically. Select
©  About Detect to try to connect to them.
Detect
Display adapter properties

Close out of the Display settings using the X in the top right corner
Windows 10 will update your setting automatically
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