How to Add Additional Federal
or State Withholding to an
Employee in Payroll Mate®

Start by Opening your
Payroll Mate

Program

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

o]


http://www.payrollmate.com/

Inged By: Date

Check Summary for "Leader Smith"

O This Month
(O This Quarter
(O This Year

=) September
= Open Company

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

Company Name:
Sample pany 2012
Tutorial

Click -» OK
3

Cancel

® www.PayrollMate.com (800)-507-1992

Select a company
to open

m
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-Employees

| Middle| Last Name | SSNumber | Phone Number | Address1

(&) All Employees

() Active Employees

(O Inactive Employees

e Go to- Employees

E

JErEE—
P —

Hdper 463-84-6319  (646) 165-4654 2345 Kind Ln
456-45-6546  (456) 453-4264 4561 Helper Lane

e www.PayrollMate.com (800)-507-1992
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3 Tl Company - Poyrol e 2019 S, e
: File Edit I;H: Order Checks and Supplies

. Lid Newll © elete %2 Pay ) CheckHistory [3) Pay Multiple Employees =

Employc. -s First Name Middle| Last Name
Happy Helper 463-84-6319 (646) 165-4654 2345 Kind Ln
Leader 456-45-6546  (456) 453-4264 4561 Helpel' Lane

{® All Emplo

O Active Employees Select an employee to
add additional Federal or
O Inactive Efpployees state withholding to

Click -» Edit

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

Modify Employee box
will appear

. —Federal Income Tax Setup —W-2 Options
Click =»Next, N
) Filing Status: Single - [~ Statutory Employee
until Tax Setup i

Number of Allowances: 0 - ™ Retirement Plan

appears i This employee receives
Pay Frequency: Weekly (52 Pay Periods) - r Hhielelisos
Additional Federal Withholding: [0.00 |

—State Income Tax Setup

State: CA -

Additional State Withholding: (0.00 |

Filing Status: Single =

Allowances:

Additional Allowances:

To continue, please click "Next”™.
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In this screen you can Add
Additional Federal or State
withholdings

Modify Employee

Tax Setup

—Federal Income Tax Setup —W-2 Options
Filing Status: Single ™ Statutory Employee
Number of Allowances: 0 [~ Retirement Plan

Pay Freguency: Weekly (52 Pay Periods) I Ei?a&d&eepa;wngs

Additional Federal Withholding: {0.00

— State Income Tax Setup

State:

Additional State Withholding:

Filing Status: Click =» Next,
until Finish
appear

Allowances:

Additional Allowances:
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Congratulations. You now know how to add additional federal or state withholdings
for an employee!

1-800-507-1992

www.PayrollMate.com
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