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Payroll Mate

HOW TO PRINT VENDOR MICR CHECKS

PLEASE REFER TO THE STEPS BELOW:

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
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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 Click here to REFRESH the List of Checks 5
Vendors Checks x

Step 1: Select the date range for the checks to view Step 3: Select one or more checks to view. print, or delete

Begin Pay Date || Month DD, YYYY B~ ] | Click here to REFRESH the List of Checks

EndPayDate | MonthDD, YYYY @~ | EditSelected Check | | Print Selected Checks | | Preview / Export Selected Checks | | Delete Selected Checks

| Date | Check# | endor | Amount

Step 2: Select one or more from the list of vendors below

| SelectMll || SelectNone

Vendors who received checks in the specffied period:

Culligan 1088 NEC
[ Heart Leasing 1098 MISC .
(] John's Boats  1098-Misc Fishing Boat Please start by specifying the values under steps 1 and 2 and
then click the REFRESH button to display the list of checks
Select a Vendor 4 that meet your criteria.
Cloze
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6. Select a check (or checks) to print
7. Click Print Selected Check

Click Print Selected Check 7

Vendors Checks *
Step 1: Select the date range for the checks to view Step 3: Select one or more checks to view, print, or delete
Begin Pay Date | Month DD, YYYY B | Click here to REFRESH the List of Checks
EndPayDate | Month DD, YYYY O~ | | EditSelectedCheck | | Print Selected Checks ﬂ | Preview | Export Selected Checks | | Delete Selected Checks
. | Date | Checks | Vendor | Amount
Step 2: Select one or more from the list of vendors below [ [ (MM/DD/YYYY 3 Culligan 1099 NEC 200.00
| Select All | | Select Mone | I_ IMM/DD/YYYY 4 Culligan 1093 NEC 500.00
Vendors who received checks in the specified period:
[] Culligan 1099 NEC
] Heart Leasing 1033 MISC
[ John's Boats  108%-Misc Fishing Boat Select a check 6

Close
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8. Select Print MICR information

Select Print MICR information 8

Check Printing Options it

e[| Print MICR information (Print on Blank Check Paper) Edit MICR Information

Move Printed Data Down by: (Hundredths of an Inch) (valid values: Dto 29) 0
(Works only when printing MICR information)

@ Frint Signature on Check (Works with Both Pre-printed and Blank Checks. Requires Option #4)

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

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_. |

| oK || Cancel |

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

Blank Check Printing Options *

Please fill out the information below

If you are not sure what a certain field means, please click here: Check Layout

Bank Information

Bank Name |Chase Bank \|
Bank Address1 |1234 Smith Avenue |
Bank Address2 | |
Bank Phane Number l:l — Enter or modify Bank information 9
Bank Routing Number 071000013
ABA Fraction
Company Account Number |111‘|‘|‘|‘|‘|‘|‘| -=L
v Click OK 10
| oK || conce |
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You will be taken back to this screen that will now have Print MICR information checked.

11. Click OK

Check Printing Options x
@ Print MICR information (Print on Blank Check Paper) Edit MICR Information
Move Printed Data Down by: (Hundredths of an Inch) (valid values: Oto 29) 0

(Works only when printing MICR information)

@ Frint Signature on Check (Works with Both Pre-printed and Blank Checks. Requires Option #4)

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

Payroll Mate iljoes.n t create its own copy o‘f l!‘IE Signature image file. Please make| Signature File Info.. ‘
sure you don't delete. move. or rename this file.

oK H —

Click OK 11
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12. Click OK

Print X
Printer
Name: Microsoft Print to PDF ~ Properties...
Status: Ready

Type: Microsoft Prirt To PDF
Where:  PORTPROMPT:

Comment: [ Print to file
Print range Copies
oA Mumber of copies: 1 =
Pages  from: 1 ta: 1
3 3
Selection JEJ JEJ
Click OK 12

Congratulations. You know how print a Vendor MICR check!
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