O

Payroll Mate

HOW TO PRINT A SINGLE CHECK OR MULTIPLE CHECKS

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

* Single Check

1. Click Checks
2. Select a Check to print Click Print Selected Check | 3
3. Click Print Selected Check

i File Edit Tools Help OrderChecks and Suppli
f ~ij New 1A Edit B Del “ Print Selected Check [# Print Multiple Checks a Direct Deposit ]

R M ok Preview DO YYY ] ~Check # [16]

GIEe 2 B Check Summary for "Tutorial Employee”
i3 &Il Checks ) Pay Period: ~ From: mMwmmDD/YYYY —To:  MWM/DD/YYYY
_ = April Met Pay: £909,20
(2 This Month MM/DDIYYYY <= Income Details
(2 This Quarter Employee, Tutorial Title: Type: Rate: Oty.  Amount:  YTD:
() This ¥ MM/DDAYYYY Yearly Salary  Per Year  £60000.0000 £1153.85 £5769.25
is ear
Employes, Tutorial
& March Tax Details
Title: Amount: ¥1D: 4
[ February Federal Income Tax £99,26 £496,30
Click Checks 1 Sodal Security (Employee) §71.54 §357.70
Medicare (Employee) 516,73 £33.65
[#l January State Income Tax 857.12 £285.60
Local Income Tax &0,00 50,00
State Disability Insurance (Employee) £0.00 £0.00
Select a Check 2 My own tax category £0.00 £0,00
Checks
Social Security (Employer) £71.54 £357.70
Employees Medicare (Employer) £16.73 £33.65 .
- DeductionDetails
Reporis
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Payroll Mate

4. Click OK
Did you know ? x

For more check printing options, please use the “Check Printing” Repaort where yvou can:

* Frint Blank MICR checks.

* Print multiple checks at once.

* Frint checks in the middle.

* Print Paystubs anly.

* Sortchecks.

* Show / Hide vacation and sick hours on printed checks.

* Print checks in reverse order.

N

(O] Don’t show this message again

Click OK | 4

5. Select your printer

6. Click OK
Select your printer 6
Print *
Printer
MName: Microsoft Print to PDF e Properties. ..
Status: Ready

Type: Microsoft Print Ta PDF
Where: PORTPROMPT:

Commert: [ Print e file
Print range Copies
[« I Number of copies: 1 =
Pages  from: 1 tor 1
3 3
Selection _I)EJ _I)EJ
oK Cancel
Click OK 6
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* Multiple Checks

1. Click Checks
2. Click Print Multiple Checks Click Print Multiple Checks | 2

: File Edit Tools Help OrderChecks and Supplies v

£: _iNew _AEdit 1] Delete  Print Selected Check [ 2 Print Multiple Checks | & Direct Deposit ]

R B heck Preview [ MMIDDIYYYY ] - Check # [16]

G 2E DA Check Summary for "Tutorial Employee”
{3} All Checks ) Pay Period: From: MM/DD/YYYY To: MM/DD/YYYY
_ = April Net Pay: $509.20
© This Month MM/DD/YYYY Income Details
(2 This Quarter Employee, Tutorial Title: Type: Rate: Oty.  Amount:  YTD:
3 This ¥ MM/DDIYYYY Vearly Salary Per Year  $50000.0000 £1153.85 £5769,25
is Year MM/DD/YYY
Employee, Tutorial
1+ March Tax Details
Title: Amount: ¥1D: 4
® February Federal Income Tax £99,26 £496,30
Click Checks 1 Sodial Security (Employee) £71.54 £357.70
Medicare (Employee) 516,73 £33.65
[#l January State Income Tax 857.12 £285.60
Local Income Tax &0,00 £0.00
State Disability Insurance (Employee) £0.00 £0.00
My own tax category &0,00 &0,00
Checks
Social Security (Employer) £71.54 £357.70
Employees Medicare (Employer) 516.73 £33.65 .
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3. Click Specify Checks to Print

Click Specify Checks to Print 3

: File Edit Tows Help OrderChecks and Supplies

Choose another General Report

Check Printing
Specify Checks to Print | | Preview — Export Checks | | Print Checks | | Related Tasks

If you click the Preview button and you still can't see the preview window, please look at the bottom of your
screen, you should see a second icon for the report (next to the Payroll Mate icon). You can maximize it to show
the report preview window.

This report shows all the payroll checks issued for the selected
employees in a specific period range.

° Click on " 8pecify Checks to Print" button to change the period
range, and select the desired employees.

o [ ] Click on "Preview" button to preview, export or e-mail the

Employees checks.

Forms

Reports L Click on "Print" button to print the checks.

Company .

— ) You can use the MICR feature to prln_t checks on blank check
. paper (eliminates the need for pre-printed checks).

Tutoria

1%

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

© Copyright Real Business Solutions. All Rights Reserved.



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

O
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4. Select pay date range

5. Select sort order or additional print options for printed checks (as needed)
6. Select employees

7. Click OK

7

[ Pay special attention to the Pay Date, not Pay Period ] Recommended default sort order is Check Number ]

.
\ T

\ ]
\ 1
\\ Select Pay Date Range 4 1 Select sort order or additional print options 5
\ ,’
) 1
Specif_\,’\'\[:hecks to Print v / X
\ - .
A £l L0 [_] Print Checks in Reverse Order
Begin Pay Date| January 01, 2025 ks © Check Number 8 Frint Vacation and Sick Hours on Pay Stubs
[_] Don't Print Mema Line Edslt Vlfﬁati{:n
i - ick Hours
End Pay Date | April 01, 2025 ] () Employee Last Name [] Prink Incowse Type on Fay S Captions
| Advanced Date Selection... (") Employes First Name [ Don't Print Employee Address on Check

[(] Print MICR information
{Print on Blank Check Paper)

(These options are not available when printing MICR information)
(] Print Checks in the Middle of the page
(] Print Pay Stubs Only

(Works only when printing MICR information)
Maove Printed Data Up Down by O Hundredths of an Inch {valid values: 0to 23) Dont Print "VOID AFTER 50 DAYST Line
@ Frint Signature on Check  (Works with Both Pre-printed and Blank Checks. Requires Option #4)

Signature File Path: (Max 100 characters) C:\Sandy'signature 2 bmp

Payroll Mate doesn’t create its own copy of the Signature image file. Please
make sure you don’t delete. move. or rename this file.

| Signature File Info_ |

Employees who received Payroll Checks in the specified period:

(] Coco, Justine Select All

] Employes, Tutorial

0o e
[ Lee, Tom o

[ Wilson, James

Select by
Department

Select
Select Employees 6 Employee

Range

Click OK 7
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8. Select your printer

9. Click OK
Select your printer 8
Print x>
Prirter
Mame: Microsoft Print to POF - Properties. ..
Status: Ready
Type: Microsoft Print Ta PDF
Where:  PORTPROMPT:
Commert: (] Print to file
Print range Copies
O Al Mumber of copies: 1 =
Pages from;: 1 boe 1
3 3
Selection JEJ JEJ
Click OK 9
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