
PAY-NET 
 

How Use The Employee Memo Field 
 
 
Situation:  Did you ever wish that you had some way to remind yourself during payroll entry that 
some type of special consideration was necessary for a particular employee?  Do you clutter your 
monitor with “sticky” notes to remind yourself? 
 
If this is the case, M3 can help remind you of any special situations by using the Employee 
Memo Field!!  This document will describe how to setup the Employee Memo and where it 
appears on the screen during Payentry. 
 

(1) On the Employee Master > Miscellaneous tab, there is a field called “Memo” and 
there is a check box titled “Show In Pay Entry”.  Any information can be entered into 
the “Memo” field, and if the box “Show in Pay Entry” is checked, the memo will 
appear on the pay entry screen!  Here’s a sample on an employee: 
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(2) This is the appearance of the Payentry screen after the Memo field has been entered.  
Notice that the Memo field appears under the “Employee Memo” section, and it will 
appear with RED lettering: 

 

 
 
 
We hope that this information will help you with your payroll process by making things 
easier for you. 
 


