How to Print Vendor MICR Checks in Payroll Mate

Note: In order to use this feature you must purchase and enable Payroll Mate Option #4
(MICR Ink Check Printing) and Payroll Mate Option #6 Vendor & 1099 Center

There are 2 parts to this tutorial - printing the MICR check information on the check stock and
printing the Vendor pay information on the MICR check

Part one — Print the MICR information on blank check stock

1. Inside Payroll Mate Software, Click Reports from Shortcuts

2. Select Blank (MICR) Check Printing
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3. Click Blank Check Options

Eample Company - Payroll Mate (2018)
: File Edit Tools Help QrderChecks and Supplies

Click Blank Check Options | 3
Reports Choose another General Report
Blank (MICR) Check Printpig
I Blank Check Options | Preview — Export Checks | l Print Checks I
This report allows you to create blank checks with your company
and bank information printed on them.
®  You can then print your payroll checks on these blank checks in the
same way you use any other Payroll Mate compatible blank checks.
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4. Complete all information

5. Click OK
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Please fill out the information below

If you are not sure what a certain field means, please glick here: Check Layout

Bank Information

Bank Name |The Best Bank |
Bank Address1 123 Money Row |
Bank Address2 | |
Bank Phone Number 8000000000 |
Bank Routing Number (281271373 ]
ABA Fraction 281271373 |

Company Account Number |1 23456

Check Options

Starting Check Number |1oo1 ]

Number of Checks to Print |1 |

BT, ‘___._-I— Click OK
oK Cancel
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6. Click Print Checks
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Click Print Checks | 6
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Blank (MICR) Check Printing

[ Biankcheckoptions | | Preview - Export Checks | | Print Checks |

This report allows you to create blank checks with your company
and bank information printed on them.

®  You can then print your payroll checks on these blank checks in the
same way you use any other Payroll Mate compatible blank checks.
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7. Select Printer

Note: Be sure to have the Blank Check Stock inserted into the printer

8. Click OK
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Part two — Print the Vendor check payment on the MICR check stock
Note: Use checks from part one which now have the Bank MICR information printed

9. Click 1099 & Vendor from Shortcuts

10. Click Manage Checks

1099 & Vendor

Pay 1099 Contractors

Issue 1093 Forms

Track and Pay Bills
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Click Manage Checks | 10

» Click 1099 & Vendor

m

Payroll Mate® www.PayrollMate.com

info@realtaxtools.com

Page 6 of 8



http://www.payrollmate.com/
mailto:info@realtaxtools.com

11. Select (Pay Date) Date Range
12. Select Vendor(s)

13. Click to Refresh list of checks
14. Select check(s)

15. Click Print Selected Checks
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16. Select Printer

17. Click OK
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