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Question: | need to temporarily stop a direct deposit for one employee. Also, | want to run a bonus payroll with live

checks only. How do | do that?

Temporarily stop a direct deposit for one employee

Click on the “no” or “yes" in the override column next to the employee’s name when you are in the pay grid. In this

example itis a “no.”
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Select “Off for this Check” next to Turn Direct Deposit and hit Save.
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Stop direct deposit for entire pay run

When you enter the pay run you have the option to stop the direct deposit for that particular run. You can also go back
to this screen at any point while the pay grid is open — simply select “Set Pay Run Options” in the left menu. Step 3 of the
submission process will also display the same screen, giving you another chance to turn the direct deposit off (or back

on, if conditions changed).
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Setup

Pay Group:

Check Date:

Period Start Date:
Period End Date:
Starting Checlk Number:

Pay Grid:

Check Stub Message *
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REPORTS

Options

Stop Direct Deposit

Use Supplemental Tax Rate:
End Of Month:

End of Quarter:

End of Year

* Printed on all employee checks in this pay run, Limited to 200 characters.
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