
How to Make an 
Employee inactive in 

Payroll Mate® 
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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 
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Click → OK 
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Go to → Employees 
4 

Click → Edit 

Select employee 
to edit 
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Modify Employee box 
will appear 
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Click → Next  
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Check the 
box that says 

“Inactive”  

9 

Click → Next, until 
finished appears 
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Congratulations. You have made an employee inactive! 
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