
How to Create a Separate Check – WEB

For this example, we will be paying “Smith John” regular hours on one check

and vacation hours on a separate check. 

1. Go into the payroll you are working on.

2. Enter the regular hours for the employee you want to pay, then click “Add Check”:

3. Wait for the pop up to come up...



4. Search for the employee you want to create the separate check for, then click the check box

next to their name, then click “Create Check(s) for Selected EEs”:



5. Now you have two checks for this employee:

6. Enter the vacation hours on the separate check:

7. Continue entering payroll as normal.




