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HOW TO PRINT VENDOR MICR CHECKS Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 In order to use this feature, you must purchase and enable Payroll Mate Option #4 (MICR Ink Check 
Printing) and Payroll Mate Option #6 (Vendor & 1099 Center). 
 
Make sure you are in the correct company.  
 
1. Click 1099 & Vendor  
2. Click Manage Checks  

 

  
 

Click Manage Checks 2 

Click 1099 & Vendor 1 
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3. Select a Begin Pay Date and End Pay Date for the check you need to print 
4. Select a Vendor 
5. Click on Click here to REFRESH the List of Checks 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Begin Pay Date & End Pay Date 3 

Month DD, YYYY 

Month DD, YYYY 

Click here to REFRESH the List of Checks 5 

Select a Vendor 4 
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6. Select a check (or checks) to print 
7. Click Print Selected Check 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Month DD, YYYY 

Month DD, YYYY 

Select a check 6 

Click Print Selected Check 7 

MM/DD/YYYY 

MM/DD/YYYY 
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8. Select Print MICR information  
 
 
 

 
 
9. Enter or modify Bank information if needed 
10. Click OK 
 

 
 
 

Select Print MICR information 8 

Click OK 10 

Enter or modify Bank information 9 
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You will be taken back to this screen that will now have Print MICR information checked.   
 
 
11. Click OK 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click OK 11 
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12. Click OK 
 
 

 
 
 
 
 

Congratulations. You know how print a Vendor MICR check! 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click OK 12 
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