
How to Create a Tax 
Category in Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Go to → File → Open Company 
1 

Click → OK 
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Select a company 
to open 
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Go to→ Company 
4 

http://www.realtaxtools.com/


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

Click → Add 
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Click → Tax Categories 
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Tax Details box will appear 

Name the Tax that’s 
being created 
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Click → The down 
arrow to pick the 

type of calculation 
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Depending on the 
Calculation that 
was chosen enter 
in the Rates or 
the Amount. 

If there is a Wage 
base, enter it here. 

(Wage base is 
the maximum 
dollar amount 

that is subject to 
the tax) 

Click → OK 

Select if the Tax is 
paid by Employee or 

Employer 
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Click → Employees Select an Employee 
to apply the tax to 

Click → Edit 

14 
15 

16 

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

http://www.payrollmate.com/


9 

Modify Employee box will appear 

Click → Next until 
you get to Taxes 

Taxes will appear 

Click →  Next (until 
Finish appears) 
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Scroll down until the Tax 
created appears (Make 

sure to check the Tax that 
was created) 
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*After checking the tax under one employee, do 

the same steps for every employee it pertains to.* 
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Congratulations. A tax category has been created! 
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