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HOW TO PAY MULTIPLE EMPLOYEES Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you are in the correct company.  
 
1. Click Employees 
2. Click Pay Multiple Employees 

 
 
 

  
 
 

Click Pay Multiple Employees 2 

Click Employees 1 
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Check Details window will appear for the first employee 
 
3. Select Pay Date 
4. Select Begin Date and End Date 
5. Fill in check information for first employee (if salary will auto populate as shown below – see hourly on 

next page) 
6. Click Create Check & Go to Next Employee 
 
 
 

 
 
 

 
 

 

Month DD, YYYY 

Month DD, YYYY 

Month DD, YYYY 

Select Pay Date 3 

Fill in check information 5 

Click Create Check & Go to Next Employee 6 

Select Begin Date and End Date 4 

For Hourly Employees, 
enter the hours in the 
Quantity field 

https://www.realtaxtools.com/livechat/
mailto:Support@RealTaxTools.com
http://www.realtaxtools.com/


Live Chat | Support@RealTaxTools.com | www.RealTaxTools.com 

 

 
 
 

© Copyright Real Business Solutions. All Rights Reserved. 

 

 

 

7. Repeat this process until all payroll checks have been created 
 

 

 

 

 

 

 

 

 

Month DD, YYYY 

Month DD, YYYY 

Month DD, YYYY 

Repeat steps 3-6 for each employee 7 

For Hourly Employees, 
enter the hours in the 
Quantity field 
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8. Once you have created all of the checks, you will receive a message indicating the number of checks 
that have been created.  

9. Click OK 
 

 

 

 

Congratulations. You now know how to pay multiple employees! 

 

 

 

 

 

Number of checks created 8 

Click OK 9 
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