How to Setup Vacation
and Sick Hours in
Payroll Mate®

Start by Opening your
Payroll Mate

Program

www.PayroliMate.com (800)-507-1992
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Check Preview [09/04/2013] - Check # [1]
Check Summary for "Leader Smith"
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{(® All Employees

(O Active Employees

(O Inactive Employees

Go to -» Employees 9

Click on =» employee to
set up vacation and sick
hours for
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AEmponees

{(® All Employees

(O Active Employees

O Inactive Employees

First Name

| Midde| Last Name

Click -» Edit

| SSNumber | Phone Number | Address1
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Modify Employee

Box will appear

Vacation / Sick Hours Settings

Vacation Hours Earned Per Check:

([Modity Employee
Welcome to the "Modify Empjoy

Sick Hours Earned Per Check:

Maximum Sick Hours Earned Per Year:

This wizard will guide you through the process

Click =» Next, until

Maximum Vacation Hours Earned Per Year:

Keep blank for unlimited hours per year;

fill with 0.00 for zero hours per year

Keep blank for unlimited hours per year;
fill with 0.00 for zero hours per year

Vacation/ Sick Hour
Settings box appears

To continue, please flick "Next™.
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Vacation / Sick Hours Settings

Vacation Hours Earned Per Check:

Keep blank for unlimited hou ;
Maximum Vacation Hours Earned Per Year: il with 0,00 for zero hours per year
Sick Hours Eared Per Check:

Keep blank for unlimited hours €ar;
Maximum Sick Hours Earned Per Year: fill with 0.00 for zero hours per 3:;!

In this screen you can
Enter the Vacation and
Sick Hours earned per

check
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Click =» Next, until
Finish appears
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Congratulations. You now know how to setup vacation and sick hours!
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