How to Delete an Employee in
Payroll Mate®

Start by Opening your
Payroll Mate

Program

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



http://www.realtaxtools.com/

. Tutorial Company - Payroll Mate (2013

Check Preview [09/04/2013] - Check # [1]
Check Summary for "Leader Smith"

Delete Company  [nged By: Date

| — Ext B Seotembe Pay Period: From: 09/01/2013 To: 09/03/2013
= ptember - .
(O This Month Open Company g
] O This Quarter Select a company
Company Name: to open
O This Year Samole Company 2012
Tutorial 2

Click -» OK

Garnishment $1.80 $1.80

® www.PayrollMate.com (800)-507-1992
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3 s oy ey I i
s Help OrderChecks and Supplies
| CheckHistory [} Pay Multiple Employees i
| Middle| Last Name | SSNumber | Phone Number | Address1
Helper 463-84-6319 (646) 165-4654 2345 Kind Ln

Employees First Name
Happy

{(®) All Employees

(O Active Employees

(O Inactive Employees

Go to -» Employees 9

l Click on > Employee to be Deleteqo

® www.PayrollMate.com (800)-507-1992
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‘Employees

() Active Employees

O Inactive Employees

® www.PayrollMate.com (800)-507-1992

First Name

Click =» Delete

|M|dde| Last Name | SSNumber | Phone Number | Address1

Happy
Leader

Hdper 463-84-6319 (646) 165-4654 2345Kind Ln
456-45-6546  (456) 453-4264 4561 Helper Lane
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: File Edit Tools Help QOrderChecks and Supplies

@ New (37/Edit [dDelete & Pay _JCheckHistory [ Pay Multiple Employees

2 O EES First Name

3 Tl Compary - oyt it 515 N -

Happy The Delete Employee Box will appear if

Leader the selected employee has payroll checks
® Al Employees [ 7

I (O Active Employees

Delete Employee

2345Kind Ln
4561 Helper Lane

26 Froblem

(O Inactive Employees

/ This employee has payroll checks. You must delete all of these checks
before you can delete this employee.
You can make this employee inactive by running the 'Modify
Employee' wizard and then checking the 'Inactive’ check box in the
‘General Information' section.

2013

Click = OK
8
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First you have to Delete all the payroll checks for the employee you want to delete
(¥ Tutorial &

(O All Checks
(O This Month
(O This Quarter
{(®) This Year

: File Edit Tools Help OrderChecks and Supplies
: i/ New .AEdit '] Delete * Print Selected Check & PrintMultiple Checks [ Direct Deposit

Check Prview [09/05/2015] - Check # 2]

Arranged By: Date

(=) September
09/05/2013
Trouble Question

09/13/2013
Leader Smith

09/13/2013
Trouble Question

Go to -=» Checks

09/13/2013
Leader Smith

09/13/2013
Leader Smith

Check Summary for "Trouble Question”

Pay Period: From: 09/05/2013 To: 09/05/2013

Net Pay: $147.02

Income Details

Title: Type: Rate:
Regular Hourly Pay Per Hour  $9.00
Bonus Per Year  $10.00

Tax Details

Title:

Federal Income Tax

Sodial Security (Employee)

Medicare (Employee)

State Income Tax

Local Income Tax

State Disability Insurance (Employee)
Trainer Tax

Social Security (Employer)
Medicare (Employer)
Deduction Details

Qty.
20.00

Amount:
$14.00
$11.16
$2.61

$0.00
$3.60
$1.80

$11.16
$2.61

Amount:
$180.00
$0.19

Ym:
$14.
$11.16
$2.61
$0.00
$0.00
$3.60
$1.80

$11.16
$2.61

YTD:
$180.00
$0.19

m
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[¢ Tutorial Company - Payroll Mate (2013) ]
: File Edit | Jools Jfsip==t -

Go to -» Tools - “Delete Multiple Checks”

Backup Company Database

® www.PayrollMate.com (800)-507-1992

i i New .2 ltiple Cifecks ke Direct Deposit
Checks oo s ecif Preview [09/05/2013] - Check # [2]
Import Companies from Payroll Mate 2012 k gimmary for "Trouble Question”
O All Checkq [ Generate Direct Deposit file pfiod:  From: 09/05/2013  To: 09/05/2013
S fay: $147.02
; Print Blank (MICR) Checks y
O This Mon . e Details
O This Qua Delete Multiple Checks : Type:  Rate:  Oty. Amount:  YTD:
. ar Hourly Pay Per Hour  $9.00 20.00 $180.00 $180.00
Export Payroll Data to: »
© This Year ZDOXCT TN Loa by s PerYear  $10.00 €0.19 €0.19
Export W-2 Information to W2 Mate
USTTI20T3
Trouble Question Tax Details
09/1372013 Title: Amount: YTD:
Leader Smith Federal Income Tax $14.00 $14.
Sodal Security (Employee) $11.16 §11.16
Ezgdz?gim Medicare (Employee) $2.61 $2.61
State Income Tax $0.00 $0.00
Local Income Tax $0.00 $0.00
State Disability Insurance (Employee) $3.60 $3.60
Trainer Tax $1.80 $1.80
Sodal Security (Employer) $11.16 §11.16
Medicare (Employer) $2.61 §2.61

Deduction Details

==X

-~

m
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= Specify Checks to Delete box appear

Speci VChecks to Delete

WARNING: It is highly recommended to backup your company database before
proceeding with this operation.

i —— i il

To backup your company, select "Backup Company Database” from "Tools" menu.

This dialog will allow you to delete all the checks for the selected employee in the
specified date range.

Select =» Employee to Delete Checks

—Step1: Select the employee to delete the checks for - @

Employee Name | Trouble Question -

|Happy Helper
) Leader Smith
—513923 SDeley U Trowthle Quiestion

Begin Pay Date | Tuesday . January 01,2013 ~

End Pay Date Tuesday . December 31,2013 ~«

OK Cancel "

® www.PayrollMate.com (800)-507-1992 o3
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Specify Checks to Delete

WARNING: It i1s highly recommended to backup your company database before
proceeding with this operation.

To backup your company, select "Backup Company Database” from "Tools" menu.

This dialog will allow you to delete all the checks for the selected employee in the
specified date range.

—Step1: Select the employee to delete the checks for

Employee Name Trouble Question v
[ Select Begin and End Date

—Step2: Specify the date range for the checks to be deleted

Begin Pay Date || Tuesday . January 01,2013 ~ '
»

End Pay Date || Tuesday . December 31,2013 ~|

OK Cancel

-~

® www.PayrollMate.com (800)-507-1992

that all the checks fall under
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[d Tutorial Company - Payroll Mate (2013) L

(2| E i)

: File Edit Tools Help OrderChecks and Supplies
i =/ New .AEdit '] Delete * Print Selected Check = PrintMultiple Checks [ Direct Deposit

Checks

Check Preview [09/05/2013] - Check # [2]

Arranged By: Date
Check the box
O All Checks @ Seneotion “Yes | want to Delete these checks”
C2 T Moviks 09/05/2013 Income Details
Th rt PR p— b ol N Tromms L2 T P 1o t YTD:
ke Tro Attentid ——— ) e — g0
(® This Year 091 — — b @ 19'
Lex You are about to delete all the checks for “Trouble Question” in
09/1 A the date range: 01/01/2013 to 12/30/2013
Troy [Number of checks to be deleted:2]
091 -
Leac
09/1 }
v Click = Yes
[V Yes | want to delete these checks =
60
80

$11.16
$2.61

Deduction Details

$11.16

$2.61
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[3 Tutorial Company - Payroll Mate 2013)

: Eile Edit Tools Help OrderChecks and Supplies
i ~/New .AEdit [} Delete " Print Selected Check & PrintMultiple Checks [gd Direct Deposit

Arranged By: Date

Check Preview [09/05/2013] - Check #[2]
Check Summary for "Trouble Question”

All Checks Pay Period: From: 09/05/2013 To: 09/05/2013
= _ = September NetPay:  $147.02
Bl 09/05/2013 Income Details
O This Quarter Trouble Question Title: Type:  Rate:  Oty. Amount: = YTD:
| ® This Year 091272013 Regular Hourly Pay Per Hour  $9.00 ‘ 20.00 $180.00 $180.00
Leader Smith  Payroll Mate ——— X $0.19 $0.19

09/13/2013
Trouble Questi

09/13/2013
Leader Smith

09/13/2013
Leader Smith

Checks were successfully deleted.

Click - OK

>

m

$1.80

Sodal Security (Employer)
Medicare (Employer)
Deduction Details

$11.16
$2.61
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[3 Tutorial Company - Payroll Mate (zi Now you can Delete the Employee L e ) S

[—

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

Dieém L

(O Active Employees

O Inactive Employees

Go to = Employees

l Select an employee to delete .

® www.PayrollMate.com (800)-507-1992 ®12
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Click = Delete

Tutorial Company - Payroll Mate (2013)

| Phone Number | Address1

| Middle| Last Name

Employees | SSNumber
Happy Helper 463-84-6319 (646) 165-4654 2345 Kind Ln
Leader 456-45-6546  (456) 453-4264 4561 Helper Lane
-—___

{® All Employees »

(O Active Employees

Delete Employee

O Inactive Employees

A Are you sure you want to delete this recdrd?

® www.PayrollMate.com (800)-507-1992 ®13
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Employees

© All Employees

O) Active Employess

O nacive Emloyecs

o

i

® www.PayroliMate.com

The Employee should no
longer appear under the
employee list
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Congratulations. You now know how to delete an employee!
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