How to Add a New Employee in Payroll Mate

Make sure you have the correct Company open inside Payroll Mate
1. Click Employees from the shortcuts menu

2. Click New from second menu bar

=

L4 Example Company - Payroll Mate (2018) E ]
i File Edit Tools Help OrderChecks and Supplies

; (74 Edit [odDelete f& Pay JCheckHistory [ Pay Multiple Employees [#import Employees !
En]pl[“-ees | First Name | Middle| Last Name | SSNumber | Phone Number | Address1

_ |Stuart 5 Sample 123-22-3333 456 Test
Samuel Sample 111-22-3333 456 Test
{#) All Employee » Stacy Smile 123-12-3123 123 Happy PI
|Tommy Tester 998-9%-9999 101 Main
Sally Tester 999-93-9939 101 Main

() Active Employees

) Inactive Employees

Click New | 2

Click Employees | 1
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The New Employee Wizard will open

3. Click Next

rNew Employee
Welcome to the "New Employee" Wizard!

This wizard will guide you through the process of setting up a new employee.

To continue, please click "Next™. CII Ck Next

Cancel < Bach
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4. Enter employee general information

5. Click Next

MNew Employee

General Information gnter employee general information

I( ==
|

Payroll Mate® www.PayrollMate.com

Name: |Fn=.d
Address]: 2980 Blank Rd
Address2: | ]
City: [Chicago l
State: IL -
Zip Code: [60505 |
Social security number: [33&5&2222 ]
Telephone Number: [ |
Faox Number: | |
E-mail Address: |
[ Inactive
Memo:
Click Next | 5
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Note: Pay extra attention to the “Tax Setup” screen, where you define the employee’s filing
status, allowances and pay frequency

6. Enter employee tax information

7. Click Next
[ Mew Employee |
Tax Setup Enter employee tax information | 6
Federal Income Tax Setup / W-2 Options
Filing Status: Single - ] Statutory Employee
Number of Allowances: 0 - | Retirement Plan
jency W Pav Period - This employee receives
Py Freq ’ coky {52 Poy Pesiods) O Advance EIC payment
Additional Federal \Withholding: (0.0 |
Set the following Taxes to zero on the check
[] Federal Income [ ] State Income [ | S5. & Med. (Employee) [T] S5. & Med. (Employer)
State Income Tax Setup
State: IL -
Additional State \withholding: [0.00 |
IL-W4 Line 1: 0 |
IL-W4 Line 2 0 |
Click Next
Cancel = Dach Mext =
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8. Select and enter one or more employee incomes

9. Click Next
[ MNew Employee ] )
Incomes Select and enter employee income(s) | 8
7] Regular Hourly Pay [Per Hour] o
[ Overtime Hourly Pay [Per Hour]
[ Yearly Salary [Per Year] (0,00
[7] Double-Time [Per Hour]
] Mileage [Per Mile]
[] Piece Work [Per Fiece] =
[] Fringe Benefits [Fixed]
[] Vacation Pay Hourly [Per Hour]
[ Sick Pay Hourly [Per Hour]
] Bonus [Varizble]
[7] Tips Received Directly by Employee [Varizble]
[] Tips Paid by Employer [Vanable]
[[] Commission [Vzrizble] Il
Click Next
Cancel < B3 MNext =
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10. Select employee applicable taxes

11. Click Next

Mew Employee

[¥7] Federal Income Tax

[#] Social Security (Employes)

[¥] Social Security (Employer)

[¥] Medicare (Employee)

[¥] Medicare (Employer)

[¥] Fed Unemployment (Employer)

[¥] State Income Tax

[#] State Unemployment (Employer)

[#] Local Income Tax

[V] State Disability Insurance (Employee)
[V] State Disability Insurance (Employer)

Taxes Select employee applicable taxes ‘ 10

m

[¥] NY Disability [Percentage]
[¥] Chicago City Tax [Percenizge]
Click Next | 11
Cancel < Ea

Mext =
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12. Select and enter applicable employee deductions

13. Click Next
[ New Employee . «
Deductions Select and enter e!ppllcable 12
employee deductions :l

[¥] 401K (Employes) Percentzgs]

[] 401K (Employer) [Percentage]

[#] Health Insurance [Fixed] 25.000000

[#] Box 12 data [Percentzge]  [1.500000

Click Next | 13
Cancel < Back Mext >
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14. Checkmark if employee is included in Direct Deposit Process, then complete the banking
information

15. Click Next

[ Mew Employee @
Direct Deposit

[7] Include in Direct Deposit Process

Account Type Checking

Bank Routing Number |

Account Number | |

Checkmark and complete banking information [~
. . L ) 14
if employee is included in direct deposit E—

Click Next
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16. Select method of calculating vacation/sick hours and enter hours earned if applicable

17. Click Next

’New Employee L
Vacation / Sick Hours Settings

Select method of calculating and enter hours
. . 16
earned for vacation and/or sick hours

Method of Calculating Vacation and Sick Hours: / @ Per Check

) Per Total Hours on Check

Wacation Hours Earned Per Check

lank fi i h rear; fill
Maximum Vacation Hours Earned Per Year Eﬁ?-lpﬁl_:n%nfnrzreg; g&ﬁ:p;u;zap;er}ear I
Sick Hours Earned Per Chack

m Keep blank for unlimited hours per year; fill

Maximum Sick Hours Earned Per Year with 0.00 for zero hours per year

Click Next | 17

Cancel < Back Mext =
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18. Click Finish

New Employee -
Finish
Wizard completed, please click “Finish” to update this employee information,
Click Finish
Cancel < Back Finish
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19. New employee is now included in the list of employees

}] Pa iple Employees

| Phone Number | Address1

Employees i | Middle| Last Name | SSWumber
| Fred Deaux 888-55-2222 8920 Blank Rd
Stuart 5 Sample 123-22-3333 456 Test

(® Al Employees Samuel Sample 111-22-3333 456 Test

» Stacy Smile 123-12-3123 123 Happy PI

Tommy Tester 998-95-9999 101 Main

() Active Employees Sally Tester 999-95-9999 101 Main

() Inactive Employees

m New employee is now included in list of employees| 19
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