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HOW TO USE MICR INK CHECK PRINTING Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 To use the MICR Ink Check Printing optional feature, Payroll Mate Option #4 (MICR Ink Check Printing) 
must be purchased and enabled in Payroll Mate.   
 
Make sure you are in the correct company.  
 
1. Click Reports 
2. Click Check Printing  

 

 
 

Click Check Printing 2 

Click Reports 1 
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3. Click Specify Checks to Print 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Specify Checks to Print 3 
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4. Check the box Print MICR information (if setting up MICR printing) 
5. Click Edit MICR Information 
 
 
 
 

  

 

 

 

 

 

Month DD, YYYY 

Month DD, YYYY 

Setting up MICR printing for 
the first time, you will need to 
check the box Print MICR 
Information. 
 
Editing MICR printing, the box 
will already be checked.   

Edit MICR Information 5 Click Print MICR information 4 
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6. In this screen you can edit the MICR information 
7. Click OK  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If Setting up MICR printing for 
the first time, you will enter 
the Print MICR Information. 

Edit MICR Information 6 

Click OK 7 
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You will be taken back to this screen.  
 
8. Click OK 
 

 
 

 

 
Congratulations. You now know how use MICR Ink Check Printing! 
 

 

 

 

Click OK 8 
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