
How to Add a Deduction to 
a User Defined Income 

Category in Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Select a company 
to open 

2 

Go to → File → Open Company 
1 

Click → OK 
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Go to → Company 
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Click → The User defined 
Income you created (You can 

refer to the “How to create an 
income tutorial”) 
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Click →Edit 
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Click → Income Categories 
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Income Details 
box will appear 
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Check the deduction that applies to the 
user defined income 

Click → OK 
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Go to→ Employees 
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Double Click on the employee 
the deduction is being applied to 
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Modify Employee box will appear 
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Click → Next, until Deductions appears 

14 

Click → Next, until Finish appears 
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Check the box of the 
deduction that was 

created 
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After you finish applying the deduction to the employees, check to 
make sure the deduction appears 

Click on → employee that 
has the deduction 

Click→ Pay 
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The Deduction is applied to 
the employee 

Once you see that 
the deduction is 
applied to the 

employee  
Click→ Cancel 
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*After checking the deduction under the user defined 

income for one employee, continue same steps for each 

employee it pertains to.* 
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www.PayrollMate.com 1-800-507-1992 

Congratulations. You have added a deduction to a user defined income! 
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