HOW TO PRINT A CHECK ON PREPRINTED CHECKS

O

Payroll Mate

PLEASE REFER TO THE STEPS BELOW:

Click Checks

1.
2. Click on the check from the list of checks that you want to print (it will display in the Check Preview

window)
3. Click Print Selected Check

Click Print Selected Check 3

Click Checks 1 Click on the check
: File] Edit Tools Help] OrderChecks and j
2 A Edit | Delets
ged By: Date
{#) Alf Checks = July
) THis Manth
X L XXIXXIXXXX
() This Guarter Smith, Jim
D THis Year XXIXXIXXXX
whitaker, Nelson
XXIXXIXXXX
Lewis, Rachel
XXIXXIXXXX
Smith, Jim
XXIXXIXXXX
Wwhitzker, Melson
XXIXXIXXXX
Lewis, Rachel
XXIXXIXXXX
‘witt, Thomas
[ER—.1.1.11L1TE N—
Checks & June
Employees
Forms
Reports
Company
1099 & Vendor
Tutorials
>

*: Print Selected Check 2 Print Multiple Checks [ Direct Deposit

Check Preview | yxy/xx/xox

Check Summary far "Jim Smith"

Pay Period: From:  xx/xx/xxxx

MNet Pay: £3175.54

Income Details

Title: Type: Rate:

‘Yearly Salary PerYear  $120000.0000
Bonus Variable 50,0000

Tax Details

Title:

Federal Income Tax

Sodial Security (Employee)

Medicare (Employee)

State Income Tax

Local Income Tax

State Disability Insurance {Employee)

Social Security (Employer)
Medicare (Employer)

Fed Unemployment (Employer)
DeductionDetails

]- Check #[1]
XXIXXIXXXX
Oty Amount: iD=

£4615.38 £4615.38
£0.00 &0.00

Amount: YTD:

£373.54 £373.54

§286.15 §286.15

266,92 266,92

£232.496 £232.96

£0.00 £0.00

20,00 20,00

£286.15 £286.15

866.92 866.92

£27.69 £27.69

Title: Amount: ¥TD:
401K (Employee) $230.77 $230.77
Health Insurance £250.00 £250.00
401K ({Employer) £46.15 £46.15
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4. Select the printer you would like to print to from the drop down
5. Click OK

Print -

Printer /
Mame: Microsoft Print to POF s Properties...

Status: Ready

Type: Microsoft Print To POF

Where:  PORTPROMPT:

Comment: ("] Prirt ta file

Select your printer 4

Print range Copies
(s 1] Mumber of copies: 1 =

() Pages  from: 1 to: 2

Collate

. 2|31 213
Selection 1 1 Click OK 5
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