How to Set Up Tips inside Payroll Mate

This tutorial is for information purposes only. It is your responsibility to make sure the payroll
setup is correct. Consult your accountant or tax advisor if you are unsure how a certain
payroll item or your payroll in general should be set up.

Payroll Mate Software has 2 tip income categories built into the software.

Tips Received Directly by Employee (Cash Tips) — these tips will be excluded from net pay and
will be taxed as income

Example of Cash tips: A tip was left in cash and the server already has the funds in hand. The
employer only needs to report the amount so it is taxed as income.

Tips Paid by Employer (Paycheck Tips) — these tips will be included in net pay and taxed as
income

Example of Paycheck tips: A tip was left by credit card and the employer needs to pay this tip
amount out to the server on their regular paycheck.

If either of these income categories do not apply to you, then you may add a new tip income
category. See the tutorial How to Add an Income Category
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You will need to apply the tip income to each employee as needed

1. Click Employees from Shortcuts

2. Select an employee from the list of employee’s names

3. Click Edit

g Example Company - Payroll Mate (2018) E‘]-

i File Edit Tools Help OrderChecks and Supplies

i 0% New| (37IEdit el Delete 4 Pay ) CheckHistory [ Pay Multiple Employees [ import Employees

E“]pl oyees First Name | Middle| Last Name | SSNumber | Phone Number |Mdress1

» Fred Deaux 888-55-2222 8980 Blank Rd

Sally Tester 999-95-9999 101 Main

(®) All Employees | Samuel Sample 111-22-3333 456 Test
Stacy Smile 12312123 123 Happy Pl
Stuart S Sample 123-22-3333 456 Test

©) Active Employees 998-95-9999 101 Main

(D) Inactive Employees

Click Edit | 3

Click Employees

| Tommy \ﬁur

Select Employee | 2
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The Modify Employee Wizard will appear on the screen

4. Click Next

Modify Employee
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 | 4

Cancel | | I I
5. Click Next
Modify Employee
General Information
Name: [Fred | [ | [Deaux
Address1: [2980 Blank Rd |
Address2: [ |
City: [Chicago |
State: L -
Social security number:
Telephone Number: l:l
Fax Number: l:l
E-mail Address: )
T Click Next |5
emo \ '
Cancel || <Back|\Neaﬂ> || Finisn
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6. Click Next

Modify Employee
Tax Setup
Federal Income Tax Setup W-2 Options
Filing Status: Single - 7] Statutory Employee
Number of Allowances: 0 - | Retirement Plan
Pay Frequency: Weekly (52 Pay Periods) - al This employee receives

Advance EIC payment

Additional Federal Withholding:  (0-00 |

Set the following Taxes to zero on the check
[T] Federal Income ] State Income  [] SS. & Med. (Employee) [T SS. & Med. (Employer)

State Income Tax Setup

State: IL -

Additional State WWithholding: [o_m ]

IL-W4 Line 1: IP |

IL-Vi4 Line 2: Click Next | 6} ]
]

| Cancel || < Back Next > || |

7. Checkmark to select tip income as applicable

8. Click Next

Modify Employee | |

Incomes
7] Regular Hourly Pay [Per Hour] =
[*] Overtime Hourly Pay [Per Hour] [0.00
[T Yearly Salary [Per Year] [0.00
[7] Double-Time [Per Hour]
[] Mileage [Per Mile]
[[] Piece Work [Per Piece] [0.00 2

Vacation Pay Hourl [Per Hour] o Q

] [:' H°”'] select tip income| 7
[] Sick Pay Hourly ‘er Hour, mr .
. . as applicable

Tips Received Directly by Employee
Tips Paid by Employer [Variable]
[] Commission [Variable] Click Next 8

[ comcel ][ <Back |[ Mews [ Foen ]
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9. Click Next

Modify Employee o]
Taxes

Federal Income Tax —

Medicare (Employee)
Medicare (Employer)

Fed Unemployment (Employer)
State Income Tax

m

[¥] State Unemployment (Employer)

[#] Local Income Tax

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

[¥] NY Disability (Percentzge] — Click Next | 9
[#] Chicage City Tax [Percentage] il
Cancel || < Back | Next > || F
10. Click Next
i e 55
Deductions

[¥] 401K (Employes) [Percentage]
[¥] 401K (Employer) [Percentage]

Heszlth Insurance [Fixed]
Box 12 data [Percentage]

Click Next | 10

Cancel || < Back Next > ||
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11. Click Next

Modify Employee
Direct Deposit

[ Include in Direct Deposit Process

Banking Irfomation

Account Type | Checking

Bank Routing Number |

Account Number |

Click Next | 11

12. Click Next

Modify Employee
Vacation / Sick Hours Settings

Method of Calculating Vacation and Sick Hours:

Wacation Hours Earned Per Check
Maximum Vacation Hours Earned Per Year
Sick Hours Earned Per Check

Maximum Sick Hours Earned Per Year

@ Per Check
() Per Total Hours on Check

Keep blank f limited ho il
withpU.DEI}orc:eEg II'II:Lrs peru;sear:a yesed

Click Next | 12 [gie foors pervesc il
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13. Click Finish

Note: Your information will not be saved if you do not click Finish

Modify Employee i

Finish

\wizard completed, please click "Finish® to update this employee information.

Click Finish | 13

Finish

Repeat steps 1-13 for each applicable employee
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14. When creating a new payroll check for the employee the new income categories will be

visible

Enter the amount of tips to record for this paycheck in the Rate columns

General Information Pay Frequency: Weekly (52 Pay Periods)
Employee: Deaux, Fred v BegnDate: Apil 16,2018 )
Recalculate
Check #: PayDate: Api 20,2018 @~ EndDate: Apil 20,2018 @~
Income Details Vacation / Sick Hours
Income: Rate: Iype:  Quantity: Amount  YTD: Amount:  YTD:
r Hourly Pay 20.0000 Per Hour 0.0000 0.00 0.00 Vac: homseomed: B 0.00
Tips Received Directly by Employes 50,0000 Variable N/A 5000  50.00 o mei g’)} S
Tips Paid by Employer 100.0000 Variable N/A 10000  100.00 SR i T 50
Sick hours used 0.00 0.00
Tax Details Deduction Details
Federal Income Tax 7.28 75.72 | 401K (Employee) 6.00 34.00
Social Security (Employee) 9.30 52.70 Health Insurance  25.00 50.00
Medicare (Employee) 218 12.33 \\Box 12data 225 12.75
State Income Tax 713 4039
Local Income Tax 0.00 0.00 B (Employer)  3.00 17.00
State Disability Insurance (Employee)  0.00 0.00
NY Disabity 0.60 120 : 2
Chicago Cty Tax 0.15 0.85 Tip Income Categories | 14
Cook County Tax 10.88 6163 |
Social Security (Employer) 9.30 52.70
Medicare (Employer) 218 1233 | j
Other Optional Details Check Summary
Hours Worked 0.00 00 This Check: 150.00 3752 3325 2923
Weeks Worked  0.00 00 YTD 150.00 24482 96.75 -24157
MEMO:
oK | [ cancel
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