
Using Viceroy’s Direct
Deposit Reporting

System is as easy as
1-2-3-4!

Follow these four easy
steps to select the formand
envelope you will need for

Easypay software:

1. Determine how you will
distribute pay reports to
your employees.

2. Select the envelope you
wish to use.

3. Determine the printer
you will be using.

4. Determine the type of
report you wish to print.

Now select the report form
that is right for you, using

this convenient chart. 

No envelope

HAND OUT
(with

confidentiality)

or

MAIL

or

COURIER

Plain faced
Envelope PE001

Reversed flap
Envelope DE029

Single window
Envelope SE025

Double window
Envelope DE026

Preformed envelope
Speedy Mailer CS096

Step 3
What type of printer
will you use to print

reports?

Step 4
What type of report do you wish

to print?

Non-Detailed or  Detailed

Step 2
Choose the type of
envelope you will

use.

Step 1
How will you

distribute reports to
your employees?

CP091(A)

CS091(A)

CS091(B)

CS091(B)

CP091(B)

LP093(A)

LS093(A)

LP093(B)

LS093(B)

LP093(B)

LS093(B)

CS096CS096

CP091(B)

Viceroy Business
Forms
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www.vicforms.com

Non-Detailed report
shows total pay and

itemized deductions for
current pay period only.

Detailed report
shows time worked, pay
rate, total pay itemized

deductions for Current pay
and Year-to-date periods.

HAND OUT
(without 

confidentiality)

HOW TO SELECT
THE FORMS YOU NEED

to use
VICEROY’S DIRECT

DEPOSIT REPORTING
SYSTEM

Hand out
or

Mail
with

confidentiality

CS091(C)

Laser printer

Continuous
printer

Continuous
printer

Continuous
printer

Laser printer

LS093(C)

LS095(C)

Note: 
C - continuous form, L - laser form
P - imprinted form, S - stock form

LP093(C)


