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HOW TO PRINT THE EMPLOYEE PAY STUB Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

 

 
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 
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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 Pay Stubs Only 
6. Select the Employee(s) you to print pay stub(s) for 
7. Click OK 

 
 
  

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

 
 
 
 
 
 
 
 

Select Begin Pay Date and End Pay Date   4 

Click OK 7 

Check the box Print Pay Stubs Only   5 

Select the Employee(s) to 
print pay stub(s) for 

6 

Click Print Checks 8 
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9. Select the printer you would like to print to from the drop down 
10. Click OK 

 

 
 
 
 
 

 

Select your printer 9 

Click OK 10 
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