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HOW TO DELETE AN EMPLOYEE

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Employees
2. Select the Employee to be deleted
3. Click Delete

Click Delete 3

't File Edit Tools Jﬂlp Order Checks and Supplies
i [if New (57 Edit |led Delete | ## Pay _J Check History [Z] Pay Multiple Employees [

Employees First Name | Middle| Last Name

4 James Wilson

' Jim Smith

{*) All Employees Nelson A \hitzker
Rachel M Lewis
_ Thomas af it
(0 Active Employees Wilson Smith
[—L L — Select the Employee 2
Checks
Employees < Click Employees 1
Forms
Reporis
Company
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4. Carefully Read the Delete Employee dialog information
5. Click OK

! File Edit Tools Help OrderChecks and Supplies
: [ New (5%/Edit [edDelete & Pay _JCheck History [J Pay Multiple Employees

First Name ' Middle| Last Name
Jamie Smith
Dennis Paotter
(¥ All Employses Joe Andrews
Cynthia Lopez
China Wnest
i Active Employees Robert Ford
Tammy Wilson
" Wlandy Fitznerald
Delete Employee X B
| This employee has payroll checks, You must delete all of these  |e Carefully Read 4

+ .| checks before you can delete this employee.
) '| You can make this employee inactive by running the "Modify
Employee’ wizard and then checking the ‘Inactive’ check box
in the "General Information’ section.
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Before deleting all the payroll checks for the employee, you want to delete, we highly
recommend performing a backup.

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.

To Back up a company:

6. Click Tools
7. Click Backup Company Database

Click Backup Company Database 7

Click Tools 6

{

File Edit | Tools | Help  Order Checks and Supplj
"4

=i New R Backup Company Database

Bestore Company Database

| File Edit | Tools l Help  Order Checks and Supplies

1 il New LA Backup Company Database
Checks Bestore Company Database /
Import Companies from Payrall Mate 2024 NO_TE: If you have more than one company
which you need to delete checks, you can

) All Checkd Generate Direct Deposit file either:
{23 This Mont Print Blank (MICR) Checks Backup All Companies Database Files
") This Quar] Delete Multiple Checks
() This Year Delete Checks for Multiple Employees Or
Export Payroll Data to: 3 Backup Company Database for each

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

Import Timesheet Data
Backup All Companies Database Files |

Restore Multiple Companies Database Files

Export -2 Information to W2 Mate
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8. A dialog 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.
9. Click OK

Browse For Folder X

- Desktop

> ¢ Home

E] Gallery

@ OneDrive
B Desktop

= Documents
4 Downloads == Browse to the location you want to save your backup 8
6 Music

> P Pictures
> u Videos
> RBS -

~ [l This PC

. Click OK 9 l
> e Windows (T
— |

WOOW W W W

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

Payroll Mate *

o Company Backup Completed Successfully.

Click OK 10
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Now you can proceed with deleting all of the payroll checks for the employee you want to delete

11. Click Tools
12. Click Delete Multiple Checks

Click Tools 11

: File Edit | Tools | Help  Order Checks and Supplies

=i/ New LA Backup Company Database

Checks Bestore Company Database

Import Companies from Payroll Mate 2024

® Ml Checkd Generate Direct Deposit file

{7 This Mont Print Blank (MICR) Checks /

) This Quar|___ Delete Multiple Checks 4~ |

1 Click Delete Multiple Checks 12

) This ear Delete Checks for Multiple Employees
Export Payroll Data to: 4
 — Export W-2 Information to W2 Mate
Em |mport Employees
|Import Timesheet Data
Forms
Backup All Compames Database Files
Restore Multiple Companies Database Files
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13. Specify Checks to Delete dialog box will open, Select the employee’s name you would like to
delete multiple checks for.

14. Select the date range for the checks to be deleted

15. Click OK

Specify Checks to Delete X

WARMING: It is highly recommended to backup your company database before
proceeding with this operation.

To backup your company, select "Backup Company Database” from "Tools™ menu.

This dialog will allow you to delete all the checks for the selected employes in the
specified date range.

Step1: Select the employee to delete the checks for

/ Select the employee’s name 13
Employee Name |Jone5 , Blex |:|'

Step2: Specify the date range for the checks to be deleted

NOTE: Use Pay Dates,

Begin Pay Date | E- not pay period for the
== Select the date range 14 date range.
End Pay Date ' E-
ok o || cancel |
Click OK 15

16. Carefully Read the attention dialog box information. The purpose for this is to confirm you want to
delete multiple checks within the date range and how many checks will be deleted.

17. Check the box confirming you want to delete these checks

18. Click Yes

Carefully Read 16

Attention >
\ 4

You are about to delete all the checks for "Wilson, James" in the date range: XXIXXIXXXX 1O XXIXXIXXXX

' [Number of checks to be deleted:2]

Check the box 17

é&s | want to delete these checks

Click Yes 18
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19. You will get a confirmation that the checks were successfully deleted, click OK

Payroll Mate >

o Checks were successfully deleted,
DK I

Now you can Delete the Employee

Click OK 19

20. Click Employees
21. Select the Employee to be deleted
22. Click Delete

Click Delete 22

't Rile Edit

L8 New

Tools  felp  Order Checks and Supplies

(8% Edit 4 Pay . Check History [ Pay Multiple Employess [

First Name | Middle| Last Name
» James Wilson
t Jim Smith
{*) &l Employees \ Melson A Whitaler
\ Rachel M Lewis
| | Thomas W Wt
) Active Employees \\ Wilson Smith

Select the Employee 21

|

Click Employees 20

Company
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23. Click Yes

: File Edit Tools Help OrderChecks andSupplies

: [ new (37 Edit [edDelete & Pay ) Check History [J] Pay Multiple Employees

Employees | First Name | Middle| Last Name

Delete Employee

o3 All Employees

l Are you sure you want to delete this record?

) Active Employees

Yes ] [ Ma
() Inactive Employess A

Click Yes 23

Company
1099 & Vendor

Tutorials

The employee should no longer appear in the employee list

: File Edit Tools Help OrderChecks and Supplies
i [fiNew [7%Edit [edDelete &= Pay ) Check History [E Pay Multiple Employess B

Employees First Name | Middle| Last Name |
Jamie Smith
Dennis Potter
&1 Al Employees Joe Andrews
Cynthia Lopez ‘
) China West
) Active Employees Robert Ford
Tammy ‘wilson |
i wendy Fitzgerald
() Inactive Employess George Orange
Checks Melson A Whitaker
Jim Smith
Em
ployees Thomas W it
Forms Wilson Smith
R ts » Rachel M Lewis
Company |
|
1099 & Vendor
Tutorials
B
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