
How to Setup Vacation 
and Sick Hours in 

Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 

http://www.realtaxtools.com/


Go to → File → Open Company 
1 

Select a company 
to open 

2 

Click → OK 
3 

2 
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Go to → Employees 
4 

Click on → employee to 
set up vacation and sick 

hours for 
5 
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Click → Edit 
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Modify Employee 
Box will appear 
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Click → Next, until 
Vacation/ Sick Hour 
Settings box appears 
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Click → Next, until 
Finish appears 
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In this screen you can 
Enter the Vacation and 
Sick Hours  earned per 

check 
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Congratulations. You now know how to setup vacation and sick hours! 
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