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Locate and click your mouse on the Employee Information tab
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Next you will locate and click your mouse on the “Check History” link.
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Highlight the check date for the information you would like to review.

Now select the “Show Check” link.
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You should now see the breakdown detail for the check you selected. You can print out the information
from this screen.
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If you want to see Year to Date information you can select the “Show Check with YTD Amts.
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You can see the current and the Year to Date summary from this view. Print this information using the
“print” link.



