How to Edit a
Deduction Category in
Payroll Mate®

Start by Opening your
Payroll Mate

Program

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



http://www.realtaxtools.com/

Inged By: Date

Check Summary for "Leader Smith"

O This Month
(O This Quarter
(O This Year

=) September
= Open Company

Company Name:

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

Sample
Tutorial

pany 2012

Click - OK
3

Cancel

® www.PayrollMate.com (800)-507-1992

Select a company
to open

m



http://www.payrollmate.com/

Order Checks and Supplies

Company
General Information

Income Categories

Title | Calculation
401K (Employee) Percentage
401K (Employer) Percentage

'centage

Go to =»Company

l Click=» Deduction Categories !

e www.PayrollMate.com (800)-507-1992 - e3



http://www.payrollmate.com/

¢ File Edit Tools Help OrderChecks and Supplies

Company

General Information ] Federal Tax Information | State Tax Information

income Categories |~ TaxCategories ||  Deduction Categories

Title | Calculation
401K (Employee)
- .. a olle -

" L E

Select a Deduction to edit
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Here is where you can edit the Deduction category that was created. Once you are done
editing click ok!

Title: deduction Calculation:  Percentage v

Abbreviation:  [deduction Paid by: Employee v

Default
Quarterly Rates:
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Congratulations . You have Edited a Deduction category!
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