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' 3% Edit edDelete & Pay _J CheckHistory [ Pay Multiple Employees [ import Employees ,
En]ployees | First Name Middle| Last Name SSNumber | Phone Number | Address1 |

Leader / Smith 456-45-6546  (456) 453-4264 4561 Helper Lane

(o) All Employees

O Active Employees Select an employee

(O Inactive Employees

Go to =» Employees
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Modify Employee

elcome to the "Modify Employee" Wizard!

This wizard will guide you through the process of modifying an existing employee.

-
|

Modify Employee Wizard will appear
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[ Click=» Next, until Tax Setup appears

To continue, please click "Next".

—Federal Income Tax Setup —W-2 Options
Filing Status: Single - [~ Statutory Employee
Number of Allowances: 1 - [~ Retirement Plan
- Pay Pad v This employee receives
Pay Freguency: Weekly (52 Pay Periods) r Advocs BIE
[ Concel ][ Kowe3 [l | Acditons! Federal withholding: 000 |
i — State Income Tax Setup

State: IL -
Additional State Withholding: [1.20 |
IL-W4 Line 1: 0 |
IL-W4 Line 2: 0 |
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Tax Setup
—Federal Income Tax Setup | [—W-Z Options
Filing Status: Single Choose Pay Frequency
Number of Allowances: 1 _ .. I Retirement Flal e
Pay Freguency: Weekly (52 Pay Periods) H r Eifae‘m“:léi(l:ee l’eoeivt&s
Additional Federal Withholding: Wa E,:,!,s)
Semi-Monthly (24 Pay Periods)
— State Income Tax Setup onthly (12 Pay Periods
State: IL v
Additional State Withholding: 1.20

IL-W4 Line 1:

IL-W4 Line 2:
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Finish o

Wizard completed, please click “Finish® to update this employee
information.

Click=» Finish
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Congratulations! You now know how to change an employee’s pay frequency.
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