How to Edit the Payroll
Period on a Check in
Payroll Mate®

Start by Opening your
Payroll Mate

Program

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

Delete Company  |nged By: Date

Go to - File - Open Company LalE) S

U

Check Preview [09/04/2013] - Check # [1]
Check Summary for "Leader Smith"

Pay Period: From: 09/01/2013 To: 09/03/2013

Select a company

Exit
b =) September
(O This Month = Open Company
(O This Quarter Company Name:
(O This Year Sample pany 2012
Tutorial
Click =» OK o

to open
(2,

m

® www.PayrollMate.com (800)-507-1992

Garnishment $1.80 $1.80

L Wi


http://www.payrollmate.com/

[d Tutorial Company - Payroll Mate (2013)

§ N N ! wenluE)s

: File Edit Tools Help OrderChecks and Supplies

Arranged By: Date

i = New A Edit I} Delete *: Print Selected Check & PrintMultiple Checks [ Direct Deposit

Check Preview [09/04/2013] - Check # [1]
Check Summary for "Leader Smith"

From: 09/01/2013
$146.83

To: 09/03/2013

come Details
itle: Type: Rate:
eqular Hourly Pay PerHour  $9.00

Qty.
20.00

Amount:
$180.00

8

© All Checks (=) September
(O This Month

09/04/2013
(O This Quarter Leader Smith
(O This Year j

Go to->» Checks

(

Tax Details

Title: Amount: YTD:

Federal Income Tax $14.00 $14,

Sodial Security (Employee) $11.16 $11.16

Medicare (Employee) $2.61 $2.61

. .00 .00

Select a check to edit g.oo 300

State Disability yee) $3.60 $3.60

Social Security (Employer) $11.16 $11.16
Medicare (Employer) §2.61 §2.61
Fed Unemployment (Employer) $1.08 $1.08
Deduction Details

Title: Amount:  YTD:

Garnishment $1.80 $1.80

m
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[3 Tutorial Company - Payroll Mate (2013) ™ i N E=REE X

: Eile Tools Help Order Checks and Supplies
: it i Delete * Print Selected Check ¥ Print Multiple Checks & Direct Deposit l
Check Preview [09/04/2013] - Check # [1]
Arranged By: Date Check Summary for "Leader Smith"
- Pay Period: From: 09/01/2013 To: 09/03/2013
' September Net Pay: $146.83

©) This Mon 09/04/2013 Income Details

QO This Qua Leader Smith Title: Type: Rate: Oty.  Amount: YTD:

O This Year Regular Hourly Pay PerHour  $9.00 20.00 $180.00 $180.00

Click=» Edit

Tax Details
1 == Amount:  YTD: -
Federal Income Tax $14.00 $14.00 F
Social Security (Employee) §11.16 $11.16
Medicare (Employee) $2.61 $2.61
State Income Tax $0.00 $0.00 A
Local Income Tax $0.00 $0.00 -
State Disability Insurance (Employee) $3.60 $3.60
Sodal Security (Employer) $11.16  $11.16
Medicare (Employer) $2.61 $2.61 T
Fed Unemployment (Employer) $1.08 $1.08 .
Deduction Details
Garnishment $1.80 $1.80
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Now you can

Check D_e_talls r change the pay — ! u
General Information period < guency: Weekly (52 Pay Periods)
Employee: Leader e \m Sunday . September 01,2013 ~ |
Recalculate
Check #: 1 | Pay Date: 0910472013 Tuesday . September 03, 2013 7
Income Details Vacation / Sick Hours
Income: Rate: Type:  Quantity: Amount: YTD: Amount: YTD:
Regular Hourdy Pay 9.00 Per Hour 20.00 180.00 180.00 Ui azriad BLO.00 0.00
Vac. hours used 0.00 0.00
Sick hours eamed 0.00 0.00
Sick hours used 0.00 0.00
Tax Details Deduction Details
Tax: Amount: YTD: Deduction:  Amount: YTD:
Federal Income Tax 14.00 14.00 Gamishment 1.80 1.80
Social Security (Employee) 11.16 11.16
Medicare (Employee) 261 261
State Income Tax 0.00 0.00
Local Income Tax 0.00 0.00
State Disability Insurance (Employee) 3.60 3.60
Social Security (Employer) 11.16 11.16
Medicare (Employer) 261 261
Fed Unemployment (Employer) 1.08 1.08
State Unemployment (Employer) 1.80 1.80
State Disability Insurance (Employer) 360 360
Check Summary ]
ToffTncomes: Click - OK Total Deductions: Net Pay:
This Check: 180p0 ; o 1.80 146.83
YTD:; 1800 31.37 1.80 146.83
MEMO:
E—
.PayroliIMate.com (800)-507- ® 5
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[3 Tutorial Company - Payroll Mate (2013)

: File Edit Tools Help OrderChecks and Supplies

i ~ New _AEdit '} Delete * Print Selected Check & PrintMultiple Checks [ Direct Deposit

Arranged By: Date

© All Checks (=) September
(O This Month

09/03/2013
(O This Quarter Leader Smith
(O This Year

Check Preview [09/03/2013] - Check # [2]
Check Summary for "Leader Smith"

Income Details
Title: Type: Rate: Amount:
Regular Hourly Pay PerHour  $9.00 $180.00

You can see the new

:-::m"s Pay Period
Federal Income Tax

Social Security (Employee) §11.16 $11.16
Medicare (Employee) $2.61 $2.61
State Income Tax $0.00 $0.00
Local Income Tax $0.00 $0.00
State Disability Insurance (Employee) $3.60 $3.60
hiu $0.59 $0.59
Social Security (Employer) §11.16 §11.16
Medicare (Employer) $2.61 $2.61
Deduction Details

m
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Congratulations. You now know how to change the pay period!
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