How to Print a Check in Payroll Mate

Make sure you have the correct Company open inside Payroll Mate

*Single Check

1. Click Checks from the shortcuts menu

2. Select a check to print

L4 Example Company - Payroll Mate (2018)

i File Edit Tools Help OrderChecks and Supplies
i i New LA Edit | Delete
Checks
Arranged By: Date
() All Checks = april
O This Menth
(O This Quarter
(2) This Year g:::?g‘jlf
0471672018
Tester, Sally
[# January
M“
Employees
Forms
Reports
Company
1099 & Vendor
Tutorials
g

04/0%2018
Tester, Sally

" Print Selected Check | Print Multiple Checks & Direct Deposit

[E=% EoR ==

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

Check Summary for "Sally Tester”

Pay Period: From: 01/08/2018 To: 01f12/2018
MNet Pay: £580.00
Income Details

Regular Hourly Pay  PerHour  $17.0000 40.0000 $580.00 £530.00

Tax Details

Select check to print | 2

Deduction Details

Click Checks
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3. Click Print Select Check

==

L4 Example Company - Payroll Mate (2018)
: File Edit Tools Help OrderChecks and Supplies

: o New A Edit 3 Delete]| - Prnt Slected Check| 3 Print

ultiple Checks & Direct Deposit

X

. .|

=ta]

Arranged By: Date

e

1099 & Vendor

| Forms |

Payroll Mate® www.PayrollMate.com

Click Print Selected Check

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

Check Summary for "Sally Tester”

Pay Period: From: 01/08/2018 To: 01f12/2018

(©) All Checks = April Net Pay: $680.00
(O This Menth 04/09/2018 Income Details
() This Quarter Tester, Sally Ttle: Type:  Rate: Oty.  Amounft:  YTD:
0411612018 Regular Hourly Pay  Per Hour £17.0000 40.0000 $580.00 £680.00
O This Year Tester, Sally
04/16/2018
Tester, Sally Tax Details
=) January

Deduction Details
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4. Click OK

Did you know ? [=3=]
For more check printing options, please use the “*Check Printing” Report where vou can:

* Frint Blank MICR checks.

* Print multiple checks at once. Clle OK m

* Print checks in the middle.

* Print Paystubs only.
* Sort checks.
* Show/ Hide vacation and sick hours on printed checks.

* Print checks in reverse order.

] Don’t show this message again

5. Select Printer

6. Click OK

Print 3]
Printer

Name: [Microsoft XPS Document Wrter g v| | Properties.. |

Status:  Ready )
Type:  Microsoft XPS Document Witer S€l€Ct Printer | 5

Where: XPS5Port;

Comment: [~ Prirt to file

Print range Copies

@ Al Number of copies: 1 [+
Pages from: |1 to: |1
Selection lm E,E E’.-rli

oK || Cancel
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*Multiple Checks

1. Click Checks from the shortcuts menu

2. Click Print Multiple Checks from second menu bar

[ Example Company - Payroll Mate (2018)
: File Edit Tools Help OrderChecks andSupplies

i i/New .AEdit ['] Delete * Print Selected Check| 3 Print Multiple Checks
k Preview [01/26/2018] - Check # [12]

Arranged By: Date

Direct Deposit

(&) All Checks
O This Month
O This Quarter
) This Year

——

= April
04/09/2018
Tester, Sally
04/16/2018
Tester, Sally

04/16/2018
Tester, Sally

0471672018
Deaux, Fred

:I lanuary

011272018
Tester, Sally
011272018
Sample, Samuel
01/12/2018
Sample, Stuart
011272018
Tester, Tommy
01192018
Sample, Samuel

0112018
le, Stuart

Company
1099 & Vendor
Tutorials

01/
Tester, Tom

01/26/2018
Sample, Samuel

0172672018
Sample, Stuart

mmary for "Tommy Tester”

* | PayP From: 01/15/2018 To: 01/19/2018
Met Pay: £720.00
Income Det§s
Title Type: Rate: Qty.

PerHour  $18.0000

Tax Details

m

Click Print Multiple Checks

Deduction Details

Click Checks | 1

40.0000 $720.00

YTD:

§2160.00
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3. Click Specify Checks to Print

T~ ém ;n;l; R a- ,‘cum'(:\'t:;,uw;_\sﬁ\: o Sl

i File Edit Tools Help OrderChecks andSupplies

Click Specify Checks to Print | 3

Choose another General Report
Check Printing
| specity Checks to Print®f[_Preview — Export Checks | | Print Checks || Related Tasks

This report shows all the payroll checks issued for the selected
o 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.

N18 L4 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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4. Select pay date range
Note: Pay special attention to the Pay Date, not Pay Period

5. Select sort order or additional print options for printed checks as needed
Note: Recommended default sort order is Check Number

6. Select employees

7. Click OK
Specify Checl| [t
Select pay date range| 4 —
Sort Printed Checks by:
‘.- [] Print Checks in Reverse Order
in Pay Date RIS 01, 2018 = . —
S . L @ Check Number () Print Vacation and Sick Hours on | |~ Edit Vacation and
@ Employee Lost Nane Pay Stubs Sg:k Hours
End Pay Date May 07,2018 @~ - _ [] Don't Print Memo Line s
© Employee First Name [] Print Income Type on Pay Stubs

(These options are not available printing MICR information)

Select check sort

[C] Print MICR information At s
(Print on Blank Check Paper) I N [C] Print Checks in the Middle of the

[C] Print Pay Stubs Only

order or additional | 5

Mave Printed Data Down by: (Hundredths of an Inch)

. options as needed
(Waorks only when printing MICR information) 0 {valid values: Dto 29)

[ Print Signature on Check (Works with Both Pre-printed and Blank Checks. Requires Option #4)

Signature Fle Path: (Max 100 characters) Browse
Payroll Mate _doem'l create its own copy d the Signature image file. Please make Signature File Info..

sure you don't delete, move, or rename this file.

Employees who received Payroll Checks in the specified period:

:l Deaux, Fred Select All

[ "] Sample, Samuel

[ Sample, Stuart

SIS —

CTestenTormy - galact employees | 6

Click OK | 7

| oK | Concel
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8. Click Print Checks

Click Print Checks E]

Choose another General Report
Check Printing
[ specify Checks to print || preview — Export Checks | | Print Checks || Related Tasks

This report shows all the payroll checks issued for the selected
o 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.

m ®  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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9. Select Printer

10. Click OK

[ print (o]
Printer
Name: | Microsoft XPS Document Witer Wiy | | Propeties...
Status:  Ready

Type:  Microsoft XPS Document Witer  S€l@cCt Printer | 9
Where: XPSPort:

Comment: [ Prirt to file

Print range Copies

@ Al Number of copies: 1 [+
Pages frome |1 ko |1
Selection 1ly 2,ﬂ 3|i

oK || Cancel
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