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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 
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Go to →Company 

4 
Click→ Deduction Categories 
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Select a Deduction to edit 
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Click → Edit 
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Here is where you can edit the Deduction category that was created. 
 Once you are done editing click ok! 
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Congratulations. You have edited a deduction category! 
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