
How to Add a Deduction 
in Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Click → OK 
3 

Go to → File → Open Company 
1 

Select a company 
to open 

2 
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Go to→ Company 

Click → Deduction Categories 4 
5 

Click→ Add 
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Deduction Details box will appear 
7 

Name the Deduction. For 
example; you can enter child 
support, housing allowance, 
Simple IRA and garnishment 

Choose a 
Calculation for 
the deduction 

8 
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Choose whether the deduction 
is paid by Employee or 

Employer 

Enter in amount of 
deduction, depending 

on what calculation was 
chosen 
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Check the boxes if you want 
the deduction to appear on 

the W2s 
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Check the taxes from which 
this deduction will be exempt. 
The taxable wages for any tax 
you check will be reduced by 
the amount of this deduction, 

which results in lower tax. 

Click → OK 
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The deduction you created will 
appear in deduction 

categories 
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Double click on the employee 
the deduction is being applied to 
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Go to→ Employees 
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Click →Next, until Deductions appears 

19 

Check the box of the 
deduction that was 

created 
20 

Click → Next , until finish appear 
21 

Modify Employee box will appear 
18 

http://www.payrollmate.com/


11 www.PayrollMate.com   (800)-507-1992 

Click the employee that 
has the deduction 

22 

Click→ Pay 
23 

*After you finish applying the Deduction to the employees, check to make sure the Deduction appear on the check* 
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The Deduction is applied to 
the employee 

Once you see that 
the deduction is 
applied to the 
employee just 
Click→ Cancel 
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Congratulations. You created your own deduction category! 
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