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                                                  Client Job Aid


Creating “Live” CheckPro Checks / Manual Checks
The purpose of this document is to outline the steps in creating CheckPro and manual checks that will print a paycheck at ADP, or that will go to the employee’s direct deposit account.  

Steps:

	
	Activity Description

	1
	If the check needs to go direct deposit, the worksheet that the CheckPro/manual check processes with needs to be set up for direct deposit.  If the worksheet is not set up for direct deposit, a live paycheck will be created.

	2
	Create CheckPro check.

1. Go to Paydata ( Manual/Void Checks ( Create ( CheckPro
2. Select “C” for calendar check, or “S” for special check and click “OK”.
3. Select Paygroup, if applicable. 

4. Select payroll dates for calendar or special payroll.  

5. If you are using a special worksheet and the checks should go direct deposit, be sure to change the “Direct Deposit” field to “Y”.  This flag must be a “Y” on the CheckPro worksheet and the worksheet transmitted to ADP in order for the direct deposit to process.
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6. If you are using a calendar worksheet, the system automatically generates the CheckPro worksheet with the direct deposit flag as “Y”.  If you need to change the flag to “N”, right click on the employee’s name on the worksheet and select CHECK MASTER.  Update the DIRECT DEPOSIT flag to “N”.
7. Click “OK”.to confirm the payroll dates.

8. Select the appropriate employees.
9. Update the worksheet with pay/deduction information.
10. Click on “Calculate” and hit “Yes” to confirm calculation of checks.

11. Prior to saving the check, click on “Edit Chk #” and populate with “LIVE” and click “OK.”
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12. Click on “Select Tagged” to save check.


	3
	The LIVE option also works with manual checks.  To create a manual check:

1. Go to Paydata ( Manual/Void Checks ( Create ( Manual Checks
2. Select employee.
3. Update CHECK# to LIVE.
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4. Update check date and pay period dates.
5. Key in appropriate earnings, deductions and taxes.
6. Click “OK”..
7. Key in net amount of check.
8. Click “OK”..


	4
	Confirm check is set up to go live.  

· Go to Paydata(Manual/Void Checks(Edit(View All Checks.

· The “Type” should state “Live Chk”.
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	5
	Transmit check to ADP with a calendar or special worksheet.
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