How to Add a Deduction
in Payroll Mate®

Start by Opening your
Payroll Mate

Program

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



http://www.realtaxtools.com/

Tutorial Company - Payroll Mate (2013

Go to - File - Open Company LalE) S

U

Check Preview [09/04/2013] - Check # [1]

Select a company

Click -» OK o

to open

0. nged By: Date Check Summary for "Leader Smith"
Exit Pay Period: From: 09/01/2013 To: 09/03/2013
TR =) September . )
(O This Month = Open Company
O This Quarter Company Name:
(O This Year Sample pany 2012
Tutorial

2/

m

® www.PayrollMate.com (800)-507-1992

Garnishment $1.80 $1.80

L Wi
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[3 Tutorial Company - Payroll Mate (2013) - el E) S

i File Edit Tools Help OrderChecks and Supplies

Company
General Information | Federal Tax Information | State Tax Information
I Cat . | .

Title i

1 4 401K (Employee) Percentage
401K (Employer)
Hezlth Insurance Fixed
Garnishment Percentage

l Click =» Deduction Categories !

{ Click-> Add !:

Delete

Edit

e www.PayrollMate.com (800)-507-1992
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Deduction Details box will appear

Name the Deduction. For
example; you can enter child

Deduction Details

support, housing allowance,
Simple IRA and garnishment

Deduction Calculation:

Paid by:

‘Title:

Abbreviation:  {Deduction

Default
Quarterly Rates:

Cutoff:

[ Inactive
—W-2 Options
[~ Use on Box 10 (Dependent Care Benefits)
[~ Use on Box 12
[~ Use on Box 14 (Other)

Exemptions |¥)

0K Cancel

Per Mile
Percentage of Deduction

Choose a
Calculation for
the deduction

e www.PayroliMate.com (800)-507-1992
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Deduction Details

—

Title: Deduction Calculation:  Percentage v
Abbreviation:  |Deduction Paid by:
Default
Quarterly Rates: off:
I Inach Choose whether the deduction
b is paid by Employee or
~\4-2 Options I Employer ~
[~ Use on Box 10 (Dependent Cay~
Enter in amount of
[ Use on Box 12 deduction, depending
[~ Use on Box 14 (Other) on what calculation was
chosen
0K Cancel
e www.PayrollMate.com (800)-507-1992 ® 5
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. —— . a—— - o )
Deduction Details - L ﬂ

Title: Deduction Calculation:  Percentage v
Abbreviation:  [Deduction Paid by: Employee il
Default

Quarterly Rates: 0.500(( |0.500(| (0.500(| |0.500( Cutoff 7000

I Inactive -

Check the boxes if you want

-2 Options ' the deduction to appear on
Use on Box 10 (Dependent Care Benefits) the W2s

Use on Box 12
Use on Box 14 (Other)

e www.PayrollMate.com (800)-507-1992 ® 6
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c - - . A— R R - '
Deduction Details - g

Title: |Deduction | Calculation:  Percentage v

Abbreviation:  [Deduction | Paidby: Employee x

Dot |o 500c| |o 500c| |o sooc| |o sooc| |7ooo /

Quarterly Rates: L : : : Cutoff. Check the taxes from which

I™ Inactive this deduction will be exempt.
2 Ouic The t:;lxal:l){le Y\ﬁlﬁes f(:jr an;(li t;lx

™ Use on Box 10 (Dependent Care Benefits) you check wi e reduce : y

the amount of this deduction,
[~ UseonBox 12 ) .
which results in lower tax.

[~ Use on Box 14 (Other)

Exemptions (]|  This Item Will Be Exempt From:

["] Medicare (Employee)

["] Medicare (Employer)

["] Fed Unemployment (Employer)
[ ] State Income Tax

[ ] State Unemployment (Employer)

™) Local Income Tax
[ ] State Disability Insurance (Employee)

e www.PayrollMate.com (800)-507-1992
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5 oo corpry oyt e 25

Company

(2| @ o

’ State Tax Information

Deduction Categories

401K (Employee)
401K (Employer)
Health Insurance
Garnishment
Deduction

The deduction you created will
appear in deduction

categories

Edit

Delete

e www.PayrollMate.com (800)-507-1992
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[ Tutorial Company - Payroll Mate (2013)

! File Edit Tools Help OrderChecks and Supplies
! [ Mew (3% Edit [edDelete &2 Pay . CheckHistory [ Pay Multiple Employees

(> |Happy
| 8 Leader
i) Al Employees Trouble

Employees | Middle| Last Name

Helper
Smith
Question

=l

| SSNumber | Phone Number | Address1

463-34-6313  (646) 165-4654 2345 Kind Ln
456-45-6546  (456) 453-4264 4561 Helper Lane
4B6-45-6REE  (45B6) 4B6-BRR4 46456 Problem Dr

i Active Employees

i Inactive Employess

Go to-» Employees

ﬁ\

Double click on the employee
the deduction is being applied to

17
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l Modify Employee box will appear h

Modify Employee A

Modify Employee

[~ 401K (Employee)
[~ 401K (Employer)

[~ Health Insurance

[~ Garnishment

Welcome to the "Modify Employee” Wizard!

Click =>Next, until Deductions appears

This wizard will guide you through the process of modifying an existing emplofee.

[Percentage]
[Percentage]
[Fixed]

[Percentage]

Check the box of the
deduction that was
created

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

Click = Next, until finish appear

e 10
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* After you finish applying the Deduction to the employees, check to make sure the Deduction appear on the check*

Tutorial Company - Payroll Mate (2013) E. Ry ™ 5 dia A » el

463-84-6319 (646) 165-4654 2345Kind Ln
456-45-6546 (456) 453-4264 4561 Helper Lane
456-45-6565 (456) 456-6654 46456 Problem Dr

Click the employee that
has the deduction

Click-» Pay
l
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Check Details =~ % pom s 000

General Information

Pay Frequency: Weekly (52 Pay Periods)

] Employee: Leader Smith ~  Begin Date: | Thursday . September 05, 2013 v |
Recalculate
Check #: [3 Pay Date:| Thursday . September 05,2013 ¥|  End Date: | Thursday . September 05, 2013 ~ |
Income Details Vacation / Sick Hours
Income: Rate: Type:  Quantity: Amount: YTD: Amount: YTD:
Vac. hours used 0.00 0.00
Sick hours eamed 0.00 0.00
Sick hours used 0.00 0.00
Tax Details
Tax: Amount: YTD:
Federal Income Tax 0.00 0.00
Social Security (Employee) 0.00 0.00
Medicare (Employee) 0.00 0.00
State Income Tax 0.00 0.00
Local Income Tax 0.00 0.00 . . .
State Dicabilty Insurance (Employee)  0.00 0.00 : The Deduction is applied to
hiu — ’“"l‘q the employee
Once you see that
Social Securty (Employen) peRiEEan
Medicare (Employer) the deduction is
FaedU"eﬂv'Wmed(E"ﬂoyef) applied to the in
ate Unemployment (Employer’ . -
2 ) employee just
Check Summary cli ké C |
Total Incomes: e 2ace b) Total Deductions: Net Pay:
This Check: 0.00 0.00 0.00 0.00

YTD: 0.00

0.00

MEMO:

e www.PayrollMate.com

(800)-507-1992
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Congratulations. You created your own deduction category!

1-800-507-1992

www.PayrollMate.com
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