[image: image1.png]iewChoice - Enter Password

Fleass enter password

—
Changepasswad
[e=])

Cancel




 ViewChoice - Payroll Document Viewer

Operating Instructions

1. Download the ViewChoice Viewer from 
http://www.beyondpay.com/downloads/ViewChoice.exe  and it will default to your C:\program files subdirectory.  (You can save this viewer to any location on your pc). This will create a folder called ViewChoice.

2. When you double click on the Viewer icon, and it will then prompt you for a password, the password must be at least 6 characters. 
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3. When you receive a file via email, double click the attachment which should open ViewChoice.
4. You will be presented with a selection box to choose between Payroll Reports, Payroll Checks (optional), & Check Stubs. Quarterly Reports, Check History, W2s & 1099s are not available via email. Click on the report group you wish to view/print, then ‘OK’.
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To familiarize yourself with the functions of this program, place your cursor over each icon at the screen top and read the ‘tool tips’ notes.

The large blue arrows will move you forward and backwards through the currently displayed report.

[image: image7.png]


[image: image8.png]P e i H
[ ooy o So0oe ™= %o O W W

Fa —or  —mm i —em]





The printer button allows you to print the current page, report or all pages.
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The binocular button allows you to search for any employee, report name or text string.
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The magnifying glasses +/- allows you to drill up or down to enlarge or reduce the print image.
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The vertical and horizontal arrows allow you’re to toggle between a max width view and max height.
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And the little door button exits you from the program.

6. Looking at the two pull down lists in the upper left corner of the window, you will see that the top list reflects the report group for each payroll. Clicking on the first entry in the top list will pop up the selection window to choose another report group. 
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Select this to go to another report group…
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7. The second (bottom) pull down list, displays each report or employee check/voucher detail that was printed with that payroll process and in the order it was printed. Dragging down and clicking on any report/check/return will instantly display that item in the view window.
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8. This Payroll Checks feature is optional, once the checks have been printed, the file will automatically be deleted for security purposes.  In order to print the checks again, you will need to have your service bureau send another email w/ the attachment.

9. The Payroll Check Stubs are a screen print of the employees pay stub, this feature can be reprinted as many times as you would like.  Check Stubs do not get deleted.
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As you receive a new email viewchoice attachments from your service bureau, they will not overwrite the existing files in your Viewchoice folder.  You will be able to view all files the reside in that folder.
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