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YOUR PAYROLL DEPARTMENT

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. Gointo the payroll you are working on.
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2. Enter the regular hours for the employee you want to pay, then click “Add Check”:
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3. Wait for the pop up to come up...



Add Checks

Select a Check Type

Regular

Search for employee(s)
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Y First Name
Janette
John
Joe
Mary

Janette

Find and Select the Employees to use when creating checks. One
check will be created for each Employee you select.

Check Creation Options
I Standard Hours: No

U Salary Pay: No

Y Middle Initial h g

Use this Template

—Salact-

Status

Terminated

Terminated

Active

Seasona

Terminated

CREATE CHECK(S) FOR SELECTED EES

T

Organization Level
1 => Officer
1 »= Office Wages

1 »= Gross Wages

1 »= Direct Labor

1 »= Gross Wages

h

38 items

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”:
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5. Now you have two checks for this employee:
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6. Enter the vacation hours on the separate check:
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7. Continue entering payroll as normal.






