How to Make an
Employee inactive in
Payroll Mate®

Start by Opening your
Payroll Mate

Program

www.PayrollMate.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

o


http://www.payrollmate.com/

Employees

{®) All Employees

(O Active Employees

2l o

First Name Middle Last Name

SSNumber | Phone Number | Address1

Go to EmIo ees
—re 2

........

el

Dana

Doe
—

Select employee
to edit

e www.PayrollMate.com (800)-507-1992

363-21-5658 (312) 566-4789 5252 s 76th St

32Nd AVE

Click -» Edit
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Modify Employee box

‘ will appear
| | ||!:Ii|i];l' ""_

Welcome to the "Modify Employee" Wizard!

This wizard will guide you through the process of modifying an existing employee.

To continue, please click "Next".

Click > Next

Cancel Back | ext > H
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General Information

Name: Dana Doe
' Address1: 5252 s 76th St
'l Address2: "
i Check the
State: box that says -
Zip Code: “Inactive”
Social security number:
Telephone Number: a1k
Fax Number: |

Click =» Next, until
finished appears

E-mail Address:
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Congratulations. You have made an employee inactive!

www.PayrollMate.com
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