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HOW TO PRINT A SIGNATURE ON A CHECK Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

In order to print a signature to your check you will need to purchase and enable optional feature Payroll 
Mate Option #4 (MICR Ink Check Printing) in addition to Payroll Mate Software.  

Once you make your purchase you will receive a code in your email, along with instructions on how to 
apply the code to enable Payroll Mate Option #4 (MICR Ink Check Printing). 

 

To add a signature:  

You will need to create a file with an image of your signature.  

You can use your favorite image editing or scanner software to create an image (picture) file with the 
following requirements:  

 1. Background color is white.  

 2. Width is approximately five time the height.  

 3. Save the resulting file as with .JPG, .BMP or .PNG 

 

Please do not contact our team for help on how to create a signature file, this is beyond the 
Payroll Mate technical support scope.  
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After you have created a signature file: 

1. Click Reports 
2. Click Check Printing  
 

 

 

3. Click Specify Checks to Print  
 
 
 
 

 
 

Click Reports 1 Click Check Printing 2 

Click Specify Checks to Print 3 

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. 

 

 

4. Specify Checks to Print dialog box opens, select the Begin Pay Date and End Pay Date  
for your check(s) 

5. Check the box Print Signature on Check 
6. Click Browse to navigate to the location of your signature file 
7. Select the Employee(s) you are printing a check for 
8. Click OK 

 
 
  

  
 
9. The Specify Checks to Print dialog box will close.  Click Print Checks 
 
 

 
 
 
 
 
 
 

Select Begin Pay Date and End Pay Date   4 

Click OK 8 

Click Browse to navigate to 
your signature file 
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Check the box Print Signature on Check   5 

Select the Employee(s) to 
print check(s) for 
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Click Print Checks 9 
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10. Select the printer you would like to print to from the drop down 
11. Click OK 

 

 
 
 
 
 

 

Select your printer 10 

Click OK 11 
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