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Start by Opening your 

Payroll Mate 
Program 
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Go to → File → Open Company 
1 

Select a company 
to open 

2 

Click → OK 
3 
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Go to → Company  
4 Click→ Federal Tax Information 

Here is where you can enter a Trade name 
6 

5 

Click→ Update 
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www.PayrollMate.com 1-800-507-1992 

Congratulations. You now know how to add a Trade Name! 
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