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HOW TO PRINT A SINGLE CHECK OR MULTIPLE CHECKS Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you are in the correct company.  
 
* Single Check 
 
1. Click Checks  
2. Select a Check to print 
3. Click Print Selected Check 
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[ MM/DD/YYYY ] 

Click Checks 1 

Click Print Selected Check 3 

Select a Check 2 
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4. Click OK 
 

 
 
 
5. Select your printer  
6. Click OK 
 
 
 

 
 
 
 

 

Select your printer 6 

Click OK 4 

Click OK 6 
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* Multiple Checks 
 
1. Click Checks  
2. Click Print Multiple Checks 
 

 

 

 

 

 

 

 

 

Click Print Multiple Checks 2 
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Click Checks 1 
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3. Click Specify Checks to Print 
 

 

 

   

 

 

 

 

 

 

 

 

 

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. Select pay date range  
5. Select sort order or additional print options for printed checks (as needed) 
6. Select employees 
7. Click OK 
 

 

 

 

 

 

 

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

Select sort order or additional print options 5 Select Pay Date Range 4 

Click OK 7 

Select Employees 6 
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8. Select your printer  
9. Click OK 
 

 

 

 

 

 

 

 

 

 

 

 

 

Select your printer 8 

Click OK 9 
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