How to Edit a Check Number in Payroll Mate

Make sure you have the correct Company open inside Payroll Mate

1. Inside Payroll Mate Software, Click Checks from Shortcuts

¢ File Edit Tools

i = New LAEdit [ Delete

|4 Example Company - Payroll Mate (2018)
Help  Order Checks and Supplies

 Print Selected Check # Print Multiple Checks & Direct Deposit
Check Preview [04/16/2018] - Check # [8]
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Checks
Arranged By: Date
(%) All Checks @ Apri
() This Meonth
() This Quarter =2 January
O This Year 0111272018
Tester, Sally
0112/2018
Sample, Samuel
01122018
Sample. Stuart
0112/2018
Tester, Tommy
m 0171912018
1)1 o Sample. Samuel
01192018
Sample, Stuart
01192018
Tester, Tommy
01/26/2018
——— Sample, Samuel
< 01/26/2018
Employees Sample, Stuart
Forms 01/26/2018
R Tester, Tommy
01/26/2018
Company Tester, Sally
1099 & Vendor 01192018
Tester, Sally
Tutorials
»

Check Summary for "Sally Tester”

Pay Period: From: 04/03/2018
Net Pay: £524.32

Income Details

Title: Type:
Regular Hourly Pay  Per Hour
Overtime Hourly Pay  Per Hour
Sick Pay Hourly Per Hour
Tax Details

Title:

Federal Income Tax

To: 04/13/2018

Rate: Oty. Amount:
$17.0000 40.0000 $530.00
§25.5000 £0.00
$17.0000 $0.00

Amount:  YTD:
$69.40 $347.00

Sodial Security (Employee) $42.16 $210,80
Medicare (Employee) £9.86 $49.30
State Income Tax $33.66 $168.30
Local Income Tax §0.00 $0.00
State Disability Insurance (Employee) £0.00 £0.00
NY Disability $0.60 $3.00

Social Security (Employer)

Medicare (Employer)
Deduction Details

Click Checks | 1

§42.16 §210.30
§9.86 §49.30
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2. Select check to edit
3. Verify check number

4. Click Edit (from second menu bar)

ﬁ Example Company - Payroll Mate (2018)
; File Edit Tools Help QrderChecks and Supplies

Select check to edit

Verify check #
'

Arranged By: Date

Deduction Details

Check Preview [01/12/2018] -|Check # [1]

Check Summary for "Sally Tester”

Pay Period: From: 01/08/2018 To: 01/12/2018
@ All Checks =) January Net Pay: $680.00
(O This Month 01122018 Income Details
O This Quarter Tester. Sally Title: Type:  Rate: Oty.  Amount:  YTD:
011272018 Regular Hourly Pay PerHour  $17.0000 40.0000 $530.00 £630.00
. !
{0 This Year Sample, Samuel
mMN22018
Sample, Stuart Tax Datails
011272018
Tester, Tommy
Click Edit (from second menu bar) | 4

5. Click Yes to continue if ONLY editing check number

prrrreere

Warning

Payroll Mate has detected the following:

N

The setup of one or more of the check's incomes, taxes, or deductions
has been modified since this check was first created. Accordingly, none
of the checks' taxes or deductions amounts can be automatically
calculated.

The "Pay Date" you picked will cause Payroll Mate to create a check that
is out of sequential order. This will cause calculation problems for taxes
and deductions with wagebase and cutoff limits, These problems might
appear in this check or in subsequent checks.

Click Yes

Are you sure you want to continue?
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6. Type in correct check number

7. Click OK
CheckDetsils — — Tyne correct check # | 6 I 5=
General Information . ncy: Weekly (52 Pay Periods)
Employee: Tester. Sall Begin Date: January 08,2018 [
o o | Recalculate
Check #: Pay Date: 01/12/2018 End Date: January 12,2018 O~
Income Details Vacation / Sick Hours
Regular Hourdy Pay 17.0000 Per Hour 40.0000 680.00 680.00 Vac. hours eamed  0.00 0.00
Vac. hours used 0.00 0.00
Sick hours eamed  0.00 0.00

Tax Details

Sick hoursused  0.00 0.00

Deduction Details

Click OK

Other Optional De‘ils Check Summary
Amount: YTD: Total Incomes: Total Taxes: Total Deductions:  Net Pay:
Hours Worked 0.00 .00 This Check: 680.00 0.00 0.00 680.00
Weeks Worked 0.00 .00 Y1o: 680.00 0.00 0.00 680.00

MEMO:

Checks

i i/ New _BEdit I Delete

: File Edit Tools Help QrderChecks andSupplies

* Print Selected Check & Print Multiple Checks & Direct Deposit

" Edited check #

Check Preview [01/12/2018] Check # [10] |

Arranged By: Date Check Summary for "Sally Tester"
Pay Period: From: 01/08/2018 To: 01/12/2018
Oy e = January Net Pay: $680.00
O Tis Marth 011122018 ST Details
. Tester, Sally Title: Type: Rate: Oty. Amount: Y1D:
O This Quarter & onte Regular Hourly Pay  Per H $17.0000 40.0000 $680.00  $680.00
(O This Year Sample; Samuel
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