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Payroll Mate

PLEASE REFER TO THE STEPS BELOW:

HOW TO DELETE A CHECK M—

WARNING!!!

1. Please note that deleting checks can have an impact on your tax reports
and forms. Please seek tax advice before you delete any checks.

2. Itis highly recommended to backup your company database before
proceeding with this operation.

Back up a company:

1. Click Tools
2. Click Backup Company Database

Click Backup Company Database 2

Click Tools 1

!

: File Edit | Tools | Help OQrder Checks and Supplj
: = New LA Backup Company Database
| Bestore Company Database
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1 File Edit [ Tools | Help Order Checks and Supplies

1i i New LR Backup Company Datsbase
Checks BRestore Company Datsbase /
Import Companies from Payrall Mate 2024 NO_TE: If you have more than one company
which you need to delete a check, you can

) Al Checkd Generate Direct Deposit file either:
() This Ment Print Blank (MICR) Checks Backup All Companies Database Files
(") This Quar] Delete Multiple Checks
7 This Year Delete Checks for Multiple Employees Or
Export Payrall Data to: » Backup Company Database for each

company, but you will need to be within
each respective company when you
Import Employees perform the backup for each company.

Import Timesheet Data
Backup All Companies Database Files |

Festore Multiple Companies Database Files

Export W-2 Information to W2 Mate

3. Adialog box will open for you browse to the location you want to save your backup
We always recommend you backup your data to an external drive, or a USB.
4. Click OK

Browse For Folder X

[ Desktop

» ¢ Home
El Gallery
> @ OneDrive
> @l Desktop
> = Documents
> i Downloads ]
& Music |
Pictures
u Videos
RBS <

8 This PC Click OK 4 g
> B Windows (C) — I

Browse to the location you want to save your backup 3

L A
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5. Once the backup is complete, a dialog box will display, Company Backup Completed
Successfully, Click OK

Payroll Mate x

o Company Backup Completed Successfully,
Click OK 5

|

Proceed to the next page for steps on How to Delete a Single Check
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Now that you have completed your backup, you can proceed with deleting a check.

Delete a single check:
Make sure you are in the correct company.

1. Click Checks
2. Select the check to be deleted
3. Click Delete

Click Checks 1 Click Delete 3

It File Efit Tools Help/ OrderChecks and Supplies !
A Edit | | Print Selected Check 2! Print Multiple Checks E
Check...

Check Summary f...

E = Mew

Arranged By: Date

Pay Period:
=] February Net Pay:
MM/DD/YYYY Income Details
Whitaker, Nelzon Title: Type
Yearly Salary  Per
B January
Tax Details
Select the check to be deleted 2
Title:

Federal Income T,
Sodal Security (Er
Medicare (Employ
State Income Tax
Local Income Tax
State Disability In [
My own tax catec
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4. Delete Check warning will appear. Click Yes

! File Edit Tools Help OrderChecks and Supplies
! =/ New .AEdit I Delete * Print Selected Check 2 Print Multiple Checks E

_ Check...
IArranged By: Date | Check Summary f...
(2 All Ct Delete Check '3
1 This | it
DThIS{ | Are you sure you want to delete this record? > iy
2 L= lary PerY
[ Yes J [ Mo ] Jls
Title:
Federal Income T;
Click Yes 4 Sodal Security (Er
Medicare (Employ
1099 & Vendor State Income Tax

Local Income Tax

Tutorials State Disability In

LK
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5. The example, Nelson Whitaker no longer has checks for February

: File Edit Tools Help OrderChecks and Supplies

i =) New LA Edit [a Delete | Print Selected Check = Print Multiple Checks I

Check..

Arranged By: Date

Check Summary f._.

. Pay Period:
(&) All Checks & January Net Pay:
() This Month Income Details
) This Quarter Title: Type
_ Yearly Salary  Per Y
i —
Checks
Employees -
Tax Details
Forms Title:
: Federal Income T:
Sodal Security (Er
Company Medicare (Employ
y & Vend State Income Tax
- Local Income Tax
Tutorials State Disability In

L]

Congratulations! The check has been deleted.
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