How to Move Employees Between Companies

in Payroll Mate

1. Inside Payroll Mate Software, Click Reports from Shortcuts

2. Click Employees List

'3 Example Company - Payroll Mate (2018)
: File Edit Tools Help OrderChecks and Supplies

General Ledger

S

icken QIF — IIIE
QuickBooks IIF
Peachtree (Sage 50) % ?;3:?
W2 Mate T
Check Register State Taxes
Reminder: All reports are based on check gy date.
Click Reports | 1 Click Employees List | 2
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3. Click Report Options

i Eile Edit Tools Help

T3 Example Company - Payroll Mate (2018)
QroerChecks sndSurelies Click Report Options | 3

V4

Reports Choose another General Report

Employees List

[roewtwon ] [ o]

This report lists all the employees who received checks in the
specified period, along with their federal taxable wages, social
security numbers and addresses.

Click on "Report Options" button to change the period range.

Click on "Preview" button to preview, export or e-mail the created
report.

Click on "Print" button to print the report.

4. Select beginning and ending pay dates

5. Click OK

F Example Company - Payroll Mate (2018)

i File Edit Tools Help QOrderChecks and Supplies

Select Begin and End Pay Dates | 4

Choose another General Report

Employees List

I Report Options I | PTeview—ExpoﬂIl | Print

This report lists all the employees whjo received checks in the
specified period, along with their federal taxable wages, social
security numbers and addresses.

Click on H Report Options ‘ =5l range.
in Pay Dz A= 01, 2018 A
Click on g “="F/P=e FEEE 7 hecreated
report. End Pay Date April 17,2018 @~
Click on "A ok || cancel
/
Click OK | 5
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6. Click Preview-Export

[[5" Bxample Company - Payroll Mate (2018)
: Eile Edit Tools Help QrderChecks and Supplies

Click Preview-Export | 6

y 3
Choose another General Report
Employees List
| Report Options | I Preview — Export I | Print I

This report lists all the employees who received checks in the
®  specified period, along with their federal taxable wages, social
security numbers and addresses.

] Click on "Report Options™ button to change the period range.

® Click on "Preview" button to preview, export or e-mail the created
report.

®  Click on "Print" button to print the report.

7. Report Preview will open

Report Preview Page: 1/1

Employees List Report
Example Company
Begin Date: 01/01/2018 End Date: 04/17/2018

55N Employee Social Security Number

Employee Name SSN Address Federal Taxable Wages

Sample, Samuel 111-22-3333 456 Test 0.00

Chicago, IL 60605

Semple. Stuart § 123-22-3333 456 Test 0.00

Chicago. IL 60605

[Tester, Sally 999-93-9939 101 Main 0.00

Chicago. IL 60505

Tester, Tommy §98-83-5533 101 Main 0.00

Chicago, IL 60505
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8. In Preview window, Click File

9. Select Export To - CSV Document

Click File | 8 !

Page Setup... ‘,-)"H 4 » H||B@||_'a'§'|g

Print...

Print

Export To S B Eor / Select CSV Document

Send As 3 HTML Document
Text Document — Employees List Report
csv Docummt/ Example Company
MHT Decument Begin Date: 01/01/2018 End Date: 04/117/2018
Excel Document
Rich Text Document tmployee Social Security Number
Graphic Document Name ssh Address

‘Samgle, Samuel 111-22-3333 456 Test

Chicsge, IL 60505

‘Samgle, Stuart & 123-22-3333 456 Test
Chicage, IL 50605
Tester, Sally 995-33-3939 101 Main

Chicage. IL 60505

Tester, Tommy 998-59-9999 101 Main

Chicsge. IL 50505

10. Select location to save the CSV file

11. Click Save

ﬁ Select location to save CSV file | 10
@v Bl Desktop » v|‘,|[ Search Desktop ,O]

Organize ¥ New folder B @
F Favorites e g
B Desktop
8 Downloads
4l Recent Places
@ OneDrive

[ Libraries
Documents
J‘ Music
(=] Pictures —
B vVideos

1% Computer
& Windows (C)  ~ =

I =g ‘trafeport_EmployeesList.csv

Save as type: | CSV Document (*.csv) -

Click Save | 11 — o |

~ Hide Folders
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12. Open the CSV file inside a spreadsheet program such as Excel

13. Edit the employee data to the Payroll Mate format; Click links below to open a csv
spreadsheet import example and csv import column descriptions

CSV import example:
http://www.payrolltutorials.com/docs/pm-csv-import-columns.csv

CSV import column descriptions

http://www.payrolltutorials.com/docs/pm-csv-import-columns-description.doc

Note: The first row of the CSV is expected to include header information and NOT data. The
header should contain names corresponding to the fields (columns) in the file and should
contain the same number of fields (columns) as the records in the rest of the CSV file.

O = = Open csv flle XtraReport_Employeed
Insert Page Layout Formulas Data i i Help QuickBooks Q Tell me what you want to do
'Tj- ‘_?gc“‘ Calibri Y AN =E=E % ®wapTet General .
Paste = Copy ~ B I U-~- . &, A-l=== 3= M BCenter - $ ~ % * | %% &8 Conditional Fc
.~ Format Painter = - . = = D || S5 || EElen SIS e Formatting =
Clipboard [ Font I Alignment I Mumber IF1
Al v e Page:
A B € | D | E F G | H I J | K L M
1|page: | 1an
2 |Employees List Report
3 |Example Company
4 |Begin Date: 01/01/2018 End Date: 04/17/2018 Edit data to Payroll Mate format | 13 |
5 |S5N : Employee Social Security Number /
6 |Employee SSN Address Federal Taxable Wages
7 |Sample, S 111-22-33:456 Test 0
8 -
9 |Chicago, IL 60605
10 |Sample, 5123-22-33:456 Test ]
11
12_ Chicago, IL 60605
13 |Tester, Sa 999-99-99!101 Main 0
14 |
15 |Chicago, IL 60505
16 |Tester, To 998-99-99! 101 Main 0
17

18 |Chicago, IL 60505
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14. Save edited CSV file, then close the CSV file

File Home Insert Page Layout Formulas Review View

Help

E% I:% I:IEl D} I:B. FEI DShow Queries IT% @ Connections

H - D @ - Save edited CSV file | 14

QuickBooks & Tellm

NEl Y !

—_ E From Table )
From From From From Other Existing MNew Refresh z] Sort Filter
Access Web Text Sources~  Connections Query~ PG) Recent Sources All - Y.
Get External Data Get & Transform Connections Sort & Filter
G10 v S
A | B i | D E [ F G H I J | K
1 |Last Name First NamiMiddle NzSSN Address City State Zip Federal Taxable Wages
2 |sample Samuel 111-22-3333 456 Test Chicago IL 60605 0
3 |sample Stuart S 123-22-3333 456 Test Chicago |IL 60605 0
4 |Tester Sally 999-93-9999 101 Main Chicago IL 60505 0
5> |Tester Tommy 998-99-9999 101 Main Chicago |IL 60505 0
6

15. Inside Payroll Mate, Click File

16. Select Open Company

Click File

[4 'Company - Payroll Mate |
i| Eile | Edit Tools Help
New Company Choose
DOpen Company Emplo
Delete Company
Exit

Select Open Company
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17. Select the correct Company to import employees into
Note: If you do not currently have this company created inside of Payroll Mate you will need to
create the company prior to importing the data. See How to Create a New Company tutorial.

18. Click OK

Select Company | 17
Vi

Open Company )
Company Name:

Angie's Company
Califormia Compary
Company B

El Dablo

Florida Company
Happy Enterprses

Lamy's Landscaping and Garden Supply |
MNew York Company
Sample Company 2018
Teoras Company

The Personal Group

Click OK | 18
[cet—=1T

19. Click Tools

20. Select Import Employees

Click Tools | 19

Backup Company Database
Bestore Company Database

Select Import Employees | 20

N

Import Companies from Payroll Mate 2017

Generate Direct Deposit file

Print Blank (MICR) Checks

BEREL

Delete Multiple Checks
Export Payroll Data to:
Export W-2 Informati

=]
3

Impert Employees

Backup All Companies Database Files |

Restore Multiple Companies Database Files -
I Contact Name: [
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Payroll Mate Import utility will open

21. Click Step (1) Click here to Load a generic CSV file

Import Employees =]
) ) ) Help
Step (1) Click here to Load a Peachiree (Sage 50) "Employee List" CSV file...
OR
Step (1) Click here to Load a generic CSV file .. ClICk Step (1) tO Load CSV ﬂle 21
Step (2) Click here to Import the list of employees into Payroll Mate
Close
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22. Select CSV file saved in step 14

23. Click Open

" Open ~ Select CSV file
< )U I- Desktop »

Organize ¥ New folder S v @

P ~

4 Favorites
Bl Desktop
¥ Downloads
| Recent Places
¢& OneDrive

m

4 Libraries
3 Documents
Jﬁ Music
&=/ Pictures
E Videos

m

1% Computer
&, Windows (C:) — -
z g | T XtraReport_EmployeesList.csv
5 data (\\rbsserver] u 3 Microsoft Excel Comma Separate...
C®@ data (\\rbsserver, ~ -

386 bytes -
File name: XtraReport_EmployeesList.csv v [CSV (Comma delimited) (*.csv) v]

Click Open |23 ﬂomn |v] [ Cancel ]

24, Read the import information regarding importing employees

25. Click OK

[

Payroll Mate Read information | 24 =

Payroll Mate has successfully loaded the CSV file.

)

Please start by mapping all the required fields.

You can map any of the fields by clicking the column header at the top)
and then selecting the desired field from the menu.

Once you have mapped all the required fields please review the
employees’ information,

Once you have mapped all the required fields, you can alsc edit any of
the employees listed by double clicking the pointer on the left of the
employee row,

When you are ready to proceed with importing the employees, please
click the Import button below the employees list.

Click OK | 25
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26. Map each column

When mapping your columns, click the word “Unused” for each column and select the correct
column data description to use for mapping the column

Import Employees [
Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List” CSV file
OR
—== Map each column | 26
Step (1) Click here to Load a generic CSV file_.
nused 1 — e h‘ . . ed 6 Unused 7 Unused 8 | Unused 9
» !Last Name irst Name [Required] (Max 50 characters) Chate = Federal Taxsble
Sample Last Name [Required] (Max 50 characters) 200 L 60605 0
|Sample Addressl [Required] (Max 50 characters) Bo0 L 60605 0
|:|r:: City [Required] (Max 30 characters) x :t gﬁ g
State [Required] (Valid 2 character state abbreviation)
Zip [Required] (##38# or #7345 2857
SSN [Required] (#5%-#5-##8% or #¥5s8884)
Middle Name (Max 3 characters)
Address2 (Max 50 characters)
Email (Max 50 characters)
Phone (10 digit phone number Bx: #53-#53-333%)
Federal Filing Status (Single, Married, Head of Household)
Federal Allowances (Whole Number between 0 and 99)
Additional Federal Withholding (Number)
Withholding State (Valid 2 character state abbreviation)
Additional State Withholding (Number)
Pay Type (Hourly, Salary)
Pay Rate (Number greater than zero)
Step (2) Click here i i :
Pay Frequency (Daily, Weekly, Bi-Weekly, Semi-Monthly, Monthly)
Unused
Close .
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27. Click Step (2) Click here to Import the list of employees into Payroll Mate

Import Employees [t 3]
i ) ) Help
Step (1) Click here to Load a Peachtree (Sage 50) "Employee List" CSV file_ .
OR
Step (1) Click here to Load a generic CSV file...
Last Name First Name Middle Name ‘ SSN | Address1 | City State Zip Federal Allowance
b Last Name First Name Middle Name SSN Address City State Zip Federal Taxable
Sample Samuel 111-22-3333 456 Test Chicago L 60605 0
Sample Stuart 5 123-22-3333 456 Test Chicago IL 60605 o
Tester Sally 999-99-99%9 101 Main Chicago IL 60505 0
Tester Tommy 998-99-9999 101 Main Chicago L 60505 0

Click Step (2) Import | 27

/

Step (2) Click here to Import the list of employees into Payroll Mate

l Close

28. Imported Employee data is now visible inside this company
Employee data can be edited as needed

Imported Employees are now visible inside this company | 28

[¢ Ilinois Company - Payroll Mate (2018)
: File Edit Tools Help QrderChecks and Supplies

First Name Middle| Last Name | SSNumber | Phone Number | AddressT
Sally Tester 999-59-99339 101 Main
Samuel Sample 111-22-3323 456 Test
(® All Employees Stuart S Sample 123-22-3333 456 Test
Tommy Tester 998-35-9399 101 Main

% K Lal=cad 17312, 3133 GOTLC A Tadd

Payroll Mate® www.PayrollMate.com info@realtaxtools.com Page 11 of 11



http://www.payrollmate.com/
mailto:info@realtaxtools.com

