HOW TO RUN A DEPOSIT REQUIREMENT REPORT

O

Payroll Mate

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Reports

2. Click on the report you want to generate
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3. Click Report Options

Click Report Options 3
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Choose another General Report /
\d
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Report Options Preview — Export | | Print

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 lists the cash required to fund the payroll, with subtotals for net
P pay, Form 941 taxes, and each other tax and deduction that appears on pay
checks in the specified period range.

[ ] Click on "Report Options" button to change the period range.

L) Click on "Preview" button to preview, export or e-mail the created report.

. Click on "Print" button to print the report.
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4. Select a Begin and End Pay Date for the report
5. Click Select All (or select an employee or employees) you need included in the report

6. Click OK
Select Begin and End Pay Date 4
i File Edit Tools Help OrderChecks and Supplies /
Reports Choose another General Report
Deposit Requirement
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Cl jport preview window.
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7. Click Print

Click Print 7
i File Edit Teools Help OrderChecks and Supplies l
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Report Options | | Preview — Export | | Print |

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 seea
second icon for the report (next to the Payroll Mate icon). You can maximize it to show the report preview window,

This report lists the cash required to fund the payroll, with subtotals for net

° pay, Form 941 taxes, and each other tax and deduction that appears on pay
checks in the specified period range.

] Click on "Report Options" button to change the period range.

® Click on "Preview" button to preview, export or e-mail the created report.

L Click on "Print" button to print the report.
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Congratulations. You know how to run a deposit requirement report!
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