How to Print Normal Paycheck

1. Click Paychecks from Payroll module.
2. Select paycheck from the grid.
3. Click Open toolbar button.

New | Open

8 Layout  Q |Filter Records (F3) 128 records (1 selected)
Payecheck Mo Emplayee Mo First Mame Last Name Pay Date Period From Period To Gross Pay Deductions Taxes | Company Tawes
PCHK-130 CLOWE Carol Lowe /812016 143172016 2132016 1,280.00 38.40 196.22 LT
PCHK-128 RRLAURENCE  Ruth Laurence /812016 143172016 2132016 1,200.00 36.00 23115 04
PCHK.128 RKBERENDS Rebecea Berends 6/8/2016 143172016 21342016 1,720.00 33.60 215.22 97
PCHK-127 RHORTIZ Ramona oniz /852016 143172016 241342016 1,280.00 38.40 196.22 Rl
PCHK-126 MCMORALES  Mary Morales /852016 143172016 241342016 88000 26.40 162.48 7%
PCHK-125 IDPATRICK Julia Patrick /812016 143172016 2132016 1,280.00 38.40 25037 1
PCHE.724 LIOBRIEN Linda Obrien 6/9/2016 143172016 21342016 1,200.00 36.00 23280 104
PCHK.123 TGLEE Travis Lee 6/9/2016 143172018 21342016 80000 24.00 14491 [}
PCHK-122 LDTURMAN Lucy Turman /852016 143172016 241342016 800,00 24.00 144.81 6
PCHK121 KTRICHTER Keisha Richter /812016 143172016 2132016 83000 26.40 162.48 7%
PCHK-120 ACIOHNSON Amy Johnson /812016 143172016 2132016 1,200.00 36.00 232.80 04
PCHK.119 WYGONZALES William Gonzales 6/8/2016 143172016 21342016 gE0.00 26.40 162.49 8
PCHK-118 IMEICKEL James Bickel /852016 143172016 241342016 88000 26.40 162.48 7%
PCHK-117 TACRUZ Thomas cruz /012016 13172016 241342016 112000 3360 215.22 o

170,422.50 4,699.28 35,386.97 14,810.20

4. Selected paycheck's screen will be opened.
5. Click Print toolbar button.

Paycheck - PCHK-128

New Save Search Delete Undo | Brint, Post Bankinfo Employe culate Recap  Clo
Employee Mot | RKEERENDS Name: |Rebecca K Berends PayPeriod: | Bi-weekly Payeheck No: | PCHK-128
Bank Account. 12152015 ~ PayDate:  6/9/2016 [ Period From: | 1/31/2016 [ PeriodTo: 21372016 G| CheckNo: | To be princed
Detalls | Summary  Timesheer  History  Amachments{oy
Earnings Employee Texes
+ Add X Remove + add % Remove
Earning D Department Haurs Rate Amaunt Tai 1D Deseription Amount
REG 8000 1400 112000 FICAMED Employee FICA Me dicare Employee 1575
FICA 55 Employee FICA Social Security Employee 736
FT Federal Income Tas 13211
NET. 587118 Hours: 80 Gross: 112000 Tatal: 5215.22
Deductions Company Taxes
+ Add X Remove + add % Remove
Deduction 1D Caleulation Type Amount Tax 1D Deseription Amount
401K Percent EXY sUTA State UnEmployment Tax 576
FUTA Federal UnEmployment Tay 859
FICA MED Company FICA Medicare Company 1575
FICA 55 Company FICA Social Security Company 736
Total 53360 Total: 597,56
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@ Unposted paychecks will automatically be posted when Print toolbar button is clicked before proceeding into printing it.

6. Process Payments screen will be displayed.
7. Click Print Check toolbar button.
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Process Paycheck

PrincCheck | Close

Details
Bank Account | 12152015

Process Payments | Archive File

Bank N

SelectAll [] ClearAll  Exporty 83 View~  Filter (F3)
ToProcess  Date Record No Payes
07/31/2018  PCHK-T46 Gisele W Tesch

lame: | Commerce Bank

Check No

1 record(s) (1 selected)

Auto-assigned. Click to change.

[Next Check No 00000343 | ® Checks A

Transaction Type Amount | Hold | Hold Reason

Payeneck 290576

(D The record displayed in the screen should be the selected paycheck only.

The checkbox of the selected paycheck is automatically checked.

The Next Check No is also automatically generated and cannot be edited.

8. Report Preview screen will be displayed.

9. Click the Print icon

[ Report

=

i K 4 Page 1 o[ 1| » || M| B E| Psk ~
[Employee Name [ EmployeeID | CheckNo | PayDate | PayPeriod | Period From | Period To
FobeooaK Berends | rezraps | owoomsr | oswemois | Biweeky | OiGlsts | oaramois
Eamings Taxes Deductions
Current| YD Current | ¥TD
Description Hows|  Rate| Amount | Description Amount [ Amount | Description Amourt | Amount
REC 8 400 112000 FICAMED Employ 1575 7008]a01K 60 14952
FICASS Employee 6736 29975
AT A E0sE0
Titme Off Fiours
Description | Used] Accrusd] _Balance
Summary] Gross Pay| Taxes| [ Net Pay|
Current Pay :| 1,12000] 21522 3360] 87115
Year to Date Pay ;| 4,584.00] E2 149.53] 3,556.84]
00000087
DATE: 0610912016
] Eight Hundred Seventy-One and 18/100 7 ¥ ¥ == e v s e ssrxnasssrsranssasys $ 57118
0610912016 ~B71.18 ©
19 © O = Reagy

10. Proceed to print and commit the paycheck/s.
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Paychecks are displayed in Archive tab.

Process Paycheck

Generate Positive Pay  Reprint Check  Close

Details

Bank Account 12152015 Bank Name: | Commerce Bank File Format v @ Checks
Process Payments | Archive File
Export~ S8 View= | Filter (F3) 336 record(s) &
Date Record Mo Payee Reconciled? | Date Reconciled | Check o Email Sent | Transaction Type Amourt | Notification |

[CNot yet generated

03/27/2018  PCHK- Jacob B Costa 00000342 Paycheck 3,369.85 Print

v 07/31/2018  PCHK-746 Gisele W Tesch 00000343 Paycheck 230576 Print

[DBatch Log ID: 85 - 03/21/2018 - 5_PositiveConfirmation 2018_03 21 092859.csv

0119/2018  PCHKT25 Christy Lee Smith 00000341 Paycheck 17850 Print
01/19/2018  PCHK.724 Mark Williams 00000340 Paycneck 1,44000 Print
01/19/2018  PCHK.T2 Anne Hathoway 00000339 Paycheck 157325 Print
01/19/2018  PCHK.720 Gisele W Tesch 00000338 Paycneck 1,893.47 Print

[DBatch Log ID: 84 - 03/21/2018 - 5_PositiveConfirmation_2018_03 21_092834.csv

01/24/2018  PCHK711 Christy Lee Smith 00000333 Paycheck 367128 Print

[Cnatch Log I: 83 - 03/21/2018 - § PositiveCanfirmation 2018 03 21 092754.csv

Q | Ready

12. Committed normal paychecks will reflect their check numbers in the column.
13. Void toolbar button will replace the Post/Unpost toolbar buttons and other buttons will be disabled.

Paycheck- PCHK-128

New Search Vaid | Bankinfo Emy
Employee No:  REBERENDS MName: Rebecca Kk Berends Pay Period: Bi-Weekly Paycheck Moi  pCHK-128
Bank Account: 12152015 Pay Date:  £/0/2016 Period From: | 1/21/2016 Period Tor 27132016 Check Mo 00000087
Dewsils | Summary  Timesheer Histons  Atachments (0}
Earnings Employee Taxes
Earning ID Department Hours Rate Amount Tax 1D Description Amount
REG 8000 14.00 112000 FICA MED Emplayee FICk Medicere Emplayee 1575
FICA S5 Employee FICA Sodial Security Emplayee 736
FT Federal Income Tax 120
NET: 587118 Hours: 80 Gross: 0112000 Tatal: 121522
Deductions Compeny Texes
Deduction 1D Caleulation Type Ameunt Tan 1D Description Amount
01K Percent EERY suTa State UnEmployment Tax 575
FUTA Federal LinEmployment Tax B
FICA MED Company FICA Medicre Company 1575
FICA 55 Company FICA Social Security Company 736
Toral: 33360 Toral: 38756
Page e

1. Click Paychecks from Payroll module.
2. Select paycheck from the grid.
3. Click Open toolbar button.

9 Layout Q. |Filter Records (F3) 129 records (1 selected)
Paychack No Employes No. | First Name Last Name Pay Date Feriod From Period To Gross Pay Deductions Taxes | Company Taxes
PCHK.130 CJLOWE Caral Lowue 6/8/2016 143172016 21342016 1,280.00 38.40 196.22 1
PCHK-120 RRLAURENCE  Ruth Laurence 6/9/2016 1312016 241342016 1,20000 38.00 23115 104
PCHE-128 RKBERENDS Rebecca Berends /972015 143172016 211342016 1,120.00 33.60 215.22 w7
PCHE-127 RHORTIZ Ramona artiz /972015 14312016 21342016 1,280.00 3840 196.22 m
PCHK.126 MCMORALES Mary Marales 6/8/2016 143172016 21342016 gE0.00 26.40 162.49 8
PCHK-125 IDPATRICK. Julia Patrick 6/9/2016 1312016 241342016 1,280.00 38.40 250.37 m
PCHK-124 LIGBRIEN Linda Obrien 6/9/2016 1312016 241342016 1,20000 38.00 232.80 14
PCHE-123 TGLEE Travis Lee /972015 14312016 21342016 Bon.00 24.00 142.91 ]
PCHE.122 LDTURMAN Lucy Turman 6/8/2016 143172016 21342016 80000 24.00 14491 [}
PCHE.121 KTRICHTER Keisha Richter 6/8/2016 143172016 21342016 gE0.00 26.40 162.49 8
PCHK-120 ACIOHNSON Amy Johnson 6/9/2016 1312016 241342016 1,20000 38.00 232.80 14
PCHE-119 WVGONZALES  William Gonzales /972015 14312016 21342016 8a0.00 26.40 162.49 7%
PCHE-118 IMBICKEL James Bickel /972015 14312016 21342016 8a0.00 26.40 162.49 7%
PCHK.117 TACRUZ Thomas Cruz 6/8/2016 143172016 21342016 1,720.00 33.60 215.22 97
‘ o o - - .. . PR . . -
170,422.50 4,689.28 35,386.97 14,870.29

4. Selected paycheck's screen will be opened.
5. Click Print toolbar button.
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Paycheck - PCHK-128

New Save Search Delete Undo | PAnt, Post Bankinfo Employee Recalulate Recap

Close

Employee No: | RKEERENDS Name: Rebecca K Berends

Bank Account 12152015 ~ PayDarei  6/9/2016 1 Perind From:

Detail:  Summary  Timesheer History  Attachments{t}

Earnings

+ Add X Remove

Eaming ID Department Hours Rate Amount
REG 000 400 1,120.00
NET: 387118 Hours: 80 Gross: 1.12000
Deductions
+ Add X Remove
Deduction 1D Caleulation Type Amount
a0k Percent 3380
Total: 13360

@ © U [ Ready

113112016

Pay Periad:

[ Period To:

Employee Texes
+ Add X Remove
Tax D
FICAMED Employee
FICA 55 Employee

AT

Company Taxes
+ Add X Remove
Tax D
sUTA
FUTA
FICAMED Compary

FICA S5 Campany

Bi-Weekly

21372016

Description
FICA Medicare Emplayee
FICA Social Security Employee

Federal Income Tax

Description
State UnEmployment Tax
Federal UnEmployment Tax
FICA Wedicare Company

FICA Saclal Security Company

Page

Payche ck No:

[ Check No:

PCHK-128

To be print=d

Amount
1575
736

1321

Total: 51215.22

Amount
576

1
1575

.36

Total: 597.56

1| o1

(‘D Unposted paychecks will automatically be posted when Print toolbar button is clicked before proceeding into printing it.

6. Process Payments screen will be displayed.

7. Click Preview toolbar button.

Process Payments

Preview| Close
Details

Bank Account 12152015

Cherck Formet

Paycheck Middle

Check Printing Options
 Print Company Mame
+/ Print Vendor Hame
| Print Check No,

o Print Memo

@ O QO H Ready

Bank Mame:  Commerce Bank

Process Type Process Payments
® Checks Selectal [ Clearall 85 Layour

ACH ar NACHA ToProcess | Date Recard No. Payee
© Positive Pay /92016 PCHK-128

Rebecca K Berends

Q |Fifter Records (F3)

Check No

Auto-assigned. Click to chan

Mext Check No: 0000007

Transaction Type

Paycheck

Amount

57118

@ The record displayed in the screen should be the selected paycheck only.
The checkbox of the selected paycheck is automatically checked.

The Next Check No is also automatically generated and cannot be edited.

8. Report Preview screen will be displayed.




9. Click the Print icon

[ Repore

B M 4 Page 1 o1/ [» || K| B E| Psk ~

[Employee Name [ EmployeelD | CheckNo | PayDate | PayPeriod | PeriodFrom | Period To

Febescal Berends | reerenes | cowconr | oemamets | Bvwews | oviaots | canacere

Earnings Taxes Deductions

Current YTD Current YTD

Description Hows| Rate| Amount|Description | Amount| Amount | Description | Amount | Amount

REG B0 1400 1,120.00] FICAMED Employ 75 70oa[40iK 3E0 14857

FICASSEmployee 6738 29975
AT 1@ 606
Time Off Hours
[Description | _Usen [ Accrued| _Balance |

Summary] Gross Pay| Tazes| Deductions| Net Pay|

Current Pay i 1.120.00| 21522 3360 #7115

Year to Date Pay :| 438400 875.64] 1452 3 58,64
00000087

DATE: 06092016

Eight Hundred Seventy-One and 18/100 * % # 7 ¥ ¥ ¥ ¥ 22282z s s s razssssss $ =B71.18

06/09/2016 87118 °
@ @ O = Ready
10. Proceed to print the paycheck/s.

11. Return to Print Check Verification screen.
12. Click Commit toolbar button.

Print Check Verification

Commit Close

Details

Printed Checks
Fail Al [] Fail None

Fail  Reason

Record Mo Date Check Na. Payee

Amount
PCHK.128 6/9/2016 00000087 Rebeccs K Berends

Enter reason wihy the check failed to print

871.18

@ @ U Ready

(D If the check failed to print, the reason must be entered in the Reason column and checked before hitting Commit toolbar button.

13. A confirmation message will be displayed.
14. rClick Yes button.

iRely i21

Are you sure to commit the printed and failed chaclk numbers?

15. Committed normal paychecks will reflect their check numbers in the column.



16. Void toolbar button will replace the Post/Unpost toolbar buttons and other buttons will be disabled.

fch Delete Undo Print

Employes Moi | RKBERENDS Mame: |Rebecea k Berends Pay Periodi | Bi-Weekly Paycheck Noi  pCHi128
Bank Account 12152015 PayDate:  6/9/2016 Period From: | 1/31/2016 PeriodTor 21372016 Check Mo 00000027
Details  Summary  Timesheet  History | Attachments (o)
Earnings Employee Texes
Earning ID Department Hours Rate Amount Tax 1D Description Amount
REG B0.00 14.00 112000 FICA MED Employee FICA Medicare Employee 1575
FICA 55 Emplayee FICA Social Seaurity Employee 736
[ Federal Income Tax 1321
NET: 587118 Hours: 60 Gross: 112000 Total: $215.22
Deductions Company Taxes
Deduction 1D Calculation Type Amount Tax 1D Description Amount
antk percent 360 sUTA State UnEmplayment Tas 576
FUTA Federal UnEmployment Tax a69
FICA MED Company FICA Medicare Company 1575
FICA 55 Campany FICA Social Security Company 36
Total: 13360 Total: 59756
@ © O 4 Posted Page 1 ot

1. From the Employee Paycheck screen which is not yet posted, click the Print toolbar button.
2. Print Checks screen will be shown.
& Print Checks

BEE
Bank Account: |18 | Bank Name: |Bank of America Next Check No: 00000007
Electronic Bank Services Print Checks
@ None Select All [] Clear All | Filter: x
ToPrint  Date + Record Ho. Payee Check No. Transaction Type Amount
[ 07/15/2015  PCHK-12 Jamie D Barry Auto-assigned. Clickto cha..._Paycheck 5,754.56

Check Format
Paycheck Top
Paycheck Middle
Paycheck Bottom

« I

‘Check Printing Options
Print Company Name
Print Vendor Name

Print Check No.

Print Memo

@ & ) | Ready

a. Select the Paycheck transaction to be printed

b. Select the report from the Check format section

c. The Paycheck Check No. to be generated should be coming from the Next Check No field.
3. Click the Preview toolbar button to preview the paycheck report
4. The paycheck report will be dlsplayed in the Report Viewer screen showing the Paycheck Details.

Five Thousand Saven Hundred Fifty-Four and 56/100

07152015 575456
Jamie D Barry
1020 Washington BoulevardDetrot, M 48226

Eplo7ee D [Check No | Py Doe_[Pay Period | _PeriF
Jamis 0By 0By 07572015 [BiWeekly

I Eamigs Taes
o]
[Descrition Hours| _Rate| _Amount| pescripton lbes
FOUR T Rt SO0 ] FICA MEDE DI mw 101K 2550
PAIDTIMEOFF U oNW ow|FessE | sea S22
HOUR SICK 8 5000 40000 [FIT Wn 2ma
HOUR VAC 5 5000 4000

.
i, — 1 G m—
= P ZEsn ST

Curentpay
YeartoDatepay: | 885000]

wrrats

Deductons

[EFoee e | Emplojee D [Check No | Py Dte_| Py Period|_Peri Fram
Jamie D Bary By 67152016 [BiwWesky | 071012015
o Tares

Curren] 1D
|Descripion Hours| _Rate| _Amount|pescripton Amount| _Amount|De
FOUR

TG S0 [FGANEDE)  fzide 1204 ET3 2550
PAIDTIMEOFF 0 5000 5000 [FICASS () 5224
HOUR SICK 8 5000 40000 [FIT P

HOUR VAC 5 5000 4000

Veartoate pay |

5. Click the Print the report or Print the current page button to print the paycheck report.


http://help.irelyserver.com/display/DOC/How+to+create+Employee+Paycheck

6. Once it printed, the Print Check Verification screen will be shown.

) Print Check Verification EYES
Commit | Close

Printed Checks
Fail Al [] Fail None
Fail Reason

Record No. Date Check No.

00000007

Payee Amount

[0] Enter reason why the check failed to print. PCHK-12 07/15/2015 Jamie D Barry 5,754.56

|l iRely i21 X

Are you sure to commit the printed and failed check numbers?

L2 IO

7. Click the Yes button to commit the printed paycheck.

) Paycheck - PCHK-12

0
New Search
Employee No:
IDBa

Details | Summary

Earnings

[ EarningIp

[ Hour

[] | PamTIMECFF
[[] HOUR sICK

[ | Hour vac

NET: 5,754.56

Deductions

[F] Deduction D
[ s

Ready

y g = 2 =y
AN @
Unpost  BankInfo  Employee
Pay Date: Period From: Period To:
7) 2( 7) 2 7/14/2015
History | Attachments
Hours Rate Amourt
15000 s0.00 800000
o0 s0.00 50.00
a0 s0.00 200.00
a0 s0.00 400.00
Hours: 176.00 Gross: 855000

Calaulation Type

percent

Amount

26550

Total: 265.50

No

]
A =|

Timesheet Recap

Bank Account:

Employes Taxes

[ Tam

[l FicameD(E)
[ Acass@
A fr

Company Taxes.

0 Tam
SIELY
0 Fa
[ Feared(c)
[ Feass©

(I

Close

Check No:
00000007

Paycheck No:
PCHK-12

Page

2)@x

Amunt
12048
s3224

217322

Total: 2,829.94

Amount
240
S6.00

12448
224

Total: 755.12

1| ef1

In the paycheck screen, it showed the generated Check No. and it will automatically posted.
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