How to Recreate a Payroll Check in Payroll Mate

Payroll forms and reports are populated with figures pulled directly from the payroll checks. If
you need to recreate the check in order to edit amounts or edit the pay date, you will need to
delete and recreate the check. It is VERY IMPORTANT that you follow the directions carefully.

Make sure you have the correct Company open inside Payroll Mate
1. Click Checks from the shortcuts menu
2. Select the check from the list to delete

3. Click Delete from second menu bar

B Example Company - Payroll Mate (2018)

—== Click Delete | 3

i File Edit Tools Help OrderChecks andSupplies

=il New B Edit| [ Delete |

rint Selected Check ‘& Print Multiple Checks [ Direct Deposit

[E=8 EoR ==

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

Arranged By: Date Check Summary for “Sally Tester”
" Pay Period: From: 01/08/2018 To: 01f12/2018
© Al Checks 2 January Net Pay: $680.00
(2 This Month 011272018 Income Details
i Tester, Sally Title: Type: Rate: Oty. Amount: YTD:
Th — e - ..
© This Quarier 0112018 Regular Hourly Pay PerHour  $17.0000 40.0000 $580.00  $680.00
(O This Year Sample, Samuel
01122018
Sample, Stuart Tax Details
01nzzone
Tester, Tommy
01/15/2018
Sample, Samuel
0119/2018 \
m Sample, Stuart ~ Select the check to delete | 2
01/18/2018
Tester, Tommy
01/26/2018
Sample. Samuel
mple. =amue Deduction Details
01/26/2018
— Sample, Stuart
Checks Qi2ap01n ;
Teotes Temm== Click Checks | 1
Employees '
01/26/2018
Forms Tester, Sally
Reports 0ins2018
Company Tester, Sally
1099 & Vendor
Tutorials
»

Payroll Mate® www.PayrollMate.com

info@realtaxtools.com

Page 1 of 6



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

4. Click Yes to delete this record

Note: You will need to delete ALL the checks created for this employee after this check
and then recreate each of the checks in the correct sequential order

E] Example Company - Payroll Mate (2018)
: File Edit Tools Help QOrderChecks and Supplies

i o/ New _AEdit I Delete * Print Selected Check = PrintMultiple Checks [ Direct Deposit

Checks Check Preview [01/19/2018] - Check # [5]
Arranged By: Date Check Summary for "Sally Testar”
Pay Period: From: 01/08/2018 To: 01/12/2018
All Checks =
@ & anuary Net Pay: §524.32
O This Month 011272018 Income Details
- Tester, Sally Title: Type: Rate: Oty. Amount: YTD:
 This Quarter 5122018 Regular Hourly Pay PerHour  $17.0000 40.0000 $680.00  $1360.00
() This Year Sample, Samuel
011272018
Sample, Stuart Tax Details
0111252018 Title: Amount:  YTD:
Tester, Tommy Federal Income Tax $69.40 $69.40
Sodial Security (Employee) £42.16 $42.16
‘?Et:rms‘lasll Medicare (Employee) £9.86 £9.86
e State Income Tax $33.66  $33.66
011372018 Local Income Tax £0.00 £0.00
] . Sample. Samuel State Disability Insurance (Employee) £0.00 £0.00
1C 01/19/2018 NY Disability £0.80 0,60
Sample, Stuart
0111872018 Social Security (Employer) £42.16 £42.16
Medicare (Employer) £9.86
Tester, T
ssien femmy Deduction Details Click Yes | 4
01/2672018 .
Sample, Samuel Delete Check £ |
0172672018
Sample, Stuart .
017262018 l'; Are you sure you want to delete t|
Tester, Tommy
M2e2018
Tester, Sally Yes [ No ]
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5. Click Employees from the shortcuts menu

6. Select correct employee

7. Click Pay from the second menu bar

istery [ Pay Multiple Employees h.lrmmEmplm

—= Click Pay

) Inactive Employees

Select Employee | 6

Click Employees | 5

Employees | Middle| Last Name | SSNumber | Phone Mumber | Address1
Sally Tester 999-95-9999 101 Main
» Samuel Sample 111-22-3323 456 Test
(¥ All Employess Stuart s Sample 123-22-3333 456 Test
Tommy Tester 958-95-9933 101 Main

() Active Employees \
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8. Recreate the paycheck

Note: Make sure you are recreating checks in sequential order. Pay special attention to the Pay

Date of each check.

9. Click OK
Arranged By: Date Check Summary for "Sally Tester”
Pay Period: From: 01/08/2018 To: 01/12/2018
® Al Checks P Sobisam s Recreate check
O This Month 01122018 Tncome Details
. Tester, Sally Tifle: Type:  Rate:  Oty.  Amount:  YTD:
O This Quarter v Regular HourlyPay PerHour  $17.0000 40.0000 $680.00  $680.00
(O This Year Sample, Sam .
011122018 3
Sample, Stuart General Information Pay Frequency: We 52 Pay Periods
011212018 Employee: Tester, Sally * BeginDate: January 08,2018 @
Tester, Tommy Recalculate
01192018 Check #: |5 Pay Date: January 19,2018 @~ @EndDate:  January 12,2018 O~
Sample, Samug Income Details Vacation / Sick Hours
011972018 Income: Bate: Type:  Quantity: Amount.  YTD: Amount:  YTD:
018 Sample, Stuart | |Begular Houry Pay  17.0000 Per Hour 40,0000 680.00  1360.00 G oo 0 00 0.00
£ 011192018 Voc.howsused 000 000
Tester, Tommy| Sick hours eamed  0.00 0.00
012672018 Sick hoursused  0.00 0.00
Sample, Samud
Fax Details Deduction Details
okt [0 Bmout  YID: - ion®  Amourt YID:
Sample, Stuart || | Federa Income Tax 69.40 69.40 E
0172622018 Social Securty (Employee) 4216 4216
Tester, Tommy|| |Medicare (Employee) 9.86 9.86
State Income Tax 3366 3366
V282018 || |ocal income Tax 000 000 [
ester. Sally || | Grate Disabilty Insurance (Employee)  0.00 000 5
NY Disabilty 060 060 ‘
Social Securty (Employer) 4216 4216
Medicare (Employer) 9.86 9.86
Fed Unemployment (Employer) 408 408 L
State Unempk (Employer) 340 340 o
. Dther Optional Details Check Summary
Click OK |9 : : . - - -
Amount. Yip: TotalIncomes:  Total Taxes: Total Deductions:  Net Pay:
Hours Worked 40.00 80.00 This Checlk:  680.00 155.68 0.00 524,32
Weeks Worked  1.00 200 YID: 1360.00 155.68 0.00 120432
= oK | | cancet |
1]
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10. If Payroll Mate detects ANY checks created out of sequential order, you will receive this
notice

11. Click Yes if you would like to continue
Note: This will cause the check to be created out of sequential order

Notice received if Payroll Mate detects ANY checks E
created out of sequential order

|y

Attention £3

L Payroll Mate has detected the following: =
~ 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,

Are you sure you want to continue? Cll{:k Yes | 11

| =
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12. Recreated check is now visible in the check list

Note: If you view any payroll check created out of sequential order, you may see that those
figures are NOT included in the YTD for that field

13. Find any additional check(s) in the check list that will need to be deleted and recreated -

Delete and recreate as needed

E] Example Company - Payroll Mate (2018)
i File Edit Tools Help QrderChecks and Supplies

: i New .AEdit ] Delete * Print Selected Check 3 Print Multiple Checks [ Direct Deposit

Checks | Check Preview [01/26/2018] - Check # [9] |
Amanged By: Oate Check Summary for "Sally Tester”
Pay Period: From: 01/15/2018 To: 01/15/2018
e & Janmiary NetPay: $524.32
O This Month 011272018 Income Details
O This Quarter Tester, Sally Tle: Tvpe:  Rate: Oty Amount  YTD:
0122018 Regular Hourly Pay  PerHour  $17.0000 40.0000 $680.00 $1360.00
O This Yoar Sample, Samuel Check Details ’
011122018 General Information Pay Frequency: Weekly (52 Pay Periods)
- Sample, Stuart 5.2018 O+
Find an Employee: Tester, Sally Begin Date:  January 15,
Al y 011272018 Recalculate
additional Tester, Tommy Check#: 0| PayDate: 01262018 EndDate: January 19,2018 o~
01192018 Income Details Vacation / Sick Hours
CheCk(s) Sample, Samuel Income: Rate: Type:  Quantity: Amount:  YTD: Amount:  YTD:
that Wl" 13 0171972018 Regular Houry Pay  17.0000 Per Hour 40.0000 680.00 1360.00 Vac. hours eamed 0,00 000
Sample. Stuart Vac.hoursused 000 000
01/192018 Sick hours eamed  0.00 0.00
need to be i Sckhowswsed 000 000
deleted 017262018 _ ' .
Sample, Samuel Tax Details Deduction Details
Tax: nt: Yio: 4| Deduction: Amount YTD:
and 01262018 Federal Income Tax 69.40 69.40 =
recreated Sample, Stuart Social Securty (Employee) 4216 4216
012672018 Medicare (Employee) 9.86 9.86
Tester, Tommy State Income Tax 3366 3366
Local Income Tax 0.00 0.00
il Stats Disabiy Insurance (Employee) 0.0 000 £
A, NY Disabiity 060 060
017192018
Tester, Sally Social Securty (Employer) 4216 4216
Medicare (Employer) 9.86 9.86
/ Fed Unemployment (Employer) 408 408 =
State Unemployment (Employer) 340 340 =
Other Optional Details Check Summary
Recreated 12 Amount: YiD: Total Incomes: Total Taxes: Total Deductions: ~ Net Pay:
ch eck Hours Worked 400 44.00 This Check: 680.00 155.68 0.00 52432
Weeks Worked  1.00 200 Yip: 1360.00 155.68 0.00 1204.32
MEMO:
[ oK ] [ cancer ]
I
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