How to Set Up Washington Sick Pay 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.
Make sure you have the correct Company open inside Payroll Mate

1. Click Employees from shortcuts menu

El Example Company - Payrell Mate (2018)
! File Edit Tools Help Order Checks and Supplies
 [fiNew (37 Edit [LdDelete &5 Pay _JCheckHistory [J Pay Multiple Employees [ import Employees

=8 EoB 5

» Samuel Sample 111-22-3333

(¥ Ml Employees Stuart S Sample 123-22-3333
Tommy Tester 958-95-9%52

() Active Employees

() Inactive Employees

= Click Employees | 1

Company
1099 & Vendor
Tutorials

¥

En]pl[)yees First Name | Middle| Last Name SSNumber | Phone Number | Address1
Sally Tester 959-99-9999 101 Main

456 Test
456 Test
101 Main
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2. Select employee to edit

3. Click Edit

Test

Tester 998-93-9999 101 Main
one Click Edit | 3 Select employee | 2

This will open the Modify Employee Wizard

4. Click Next

M

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
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5. Click Next

Modify Employee

General Information

— ]
X

MName: [Samuel | | | [sample
Address1: |45.5 Test |
Address2: | |
City: [Chicago |
State: IL =
Social security number: 111-22-1133
I —
Pt —
Email Address: | | Click Next | 5
[ Inactive v i
Mema: /
Cancel || <Back  |[ het> ]| ;
6. Click Next
[
Modify Employee [l
Tax Setup
Federal Income Tax Setup W-2 Options
Filing Status: Single . [7] Statutory Employee
Number of Allowances: 0 - [7] Retirement Flan
. Wi 52 Pay Pedod - — This employee receives
Pay Frequency: eekly (52 Pay s) B s e

State:

IL-W4 Line 1:
IL-W4 Line 2:

Payroll Mate® www.PayrollMate.com

State Income Tax Setup

Additional Federal Withholding:  [0.00

Set the following Taxes to zero on the check
|| Federal Income [ State Income  [| 5S. & Med. (Employee)

Additional State Withholding:

[] S5. & Med. (Employer)

IL -
|n_m
0
Click Next | 6
| Cancel ” < Back Next > ” |
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7. Click Next

e

m

Medify Employee
Incomes
7] Regular Hourly Pay [Per Hour]
"] Overtime Hourly Pay [Per Hour]
7] Yearly Salary [Per Year]
] Double-Time [Per Hour)
[] Mileage [Per Mile]
] Piece Work [Per Piece]
| Fringe Benefits [Fixed]
(] Vacation Pay Hourly [Per Hour]
(] Sick Pay Hourly [Per Hour]
[ Bonus [Variable]
] Tips Received Directly by Employes  [Varizble]
IF] Tips Paid by Employer [Variable] Click Next | 7
7] Commission [Varizble]
Cancel ||  <Back Next> ||

8. Click Next

Ir
Modify Employee
Taxes

Federal Income Tax

Social Security (Employese)

Social Security (Employer)

Medicare (Employee)

[V] Medicare (Employer)

[¥] Fed Unemployment (Employer)

[¥] State Income Tax

State Unemployment (Employer)
Local Income Tax

State Disability Insurance (Employee)
State Disability Insurance (Employer)

[ N Disability [Percentanc) Click Next | 8
[¥7] Chicage City Tax [Percentage]
Cancel || <Back |[ Mems ][ Fow
9. Click Next

Payroll Mate® www.PayrollMate.com

info@realtaxtools.com

Page 4 of 7


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

[
Medify Employee ==
Deductions

] 401K (Employes)  [Percentage]

[] 401K (Employer) [Percentage]

[T Heslth Insurance [Fixed]

Clecizdse  [Pecentae

Click Next |9
Cancel || <Back || Next > H Er

10. Click Next

Modify Employee =

Direct Deposit

[] Include in Direct Deposit Process

Account Type [ Checking -~

Bank Routing Number |

Account Number I

Click Next | 10

Cancel || <Back Next > ||
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11. Select Per Total Hours on Check

12. Enter 0.0250 for the rate (WA Employees will accrue one hour of paid sick leave for every 40
hours worked) Note: Rate may be subject to change

13. Enter Maximum Sick Hours earned if applicable

14. Click Next
[ Madify Employee . 1
Vacation / Sick Hours Settings
Select Per Total Hours on Check
Method of Calculating Vacation and Sick Hours: I Per Check
@ Per Total Hours on Check

acation Hours Earned Per Total Hours on Check D
Maxamum Vacation Hours Earned Per Year mpﬂbéannfz:?;gliggﬁ:ph;ﬁz;ﬂ e
Sick Hours Earned Per Total Hours on Check Enter 00250 12
Maximum Sick Hours Earned Per ‘:e-a'r-'.‘,--' Eﬁ"ﬁéﬁ.ﬂijﬁ;‘ 'Eﬂfﬁ;“;ﬂf S
Enter Maximum Click Next | 14
sick hours earned /
if applicable p— ot ¥
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15. Click Finish

Modify Employee (25|
Finish

Wizard completed, please click “Finish™ to update this employee information.

Click Finish | 15

[ concel || <Back || ] Finish |

16. When creating a new payroll check for this employee, the earned sick hours will now
populate based on the number of work hours entered

Check Details [t
General Information Pay Frequency: Weekly (52 Pay Periods)
Employse: Sample, Samuel ~ BegnDate: Apil 03,2018 B+
Recalculate
Check #: PayDate: Apil 16,2018 M~ EndDate: Apil 20,2018 o~
Income Details Vacation / Sick Hours
Income: Rate. Type.  Quantity Amount.  YTD: Amount.  YTD:
Regular Hourly Pay 23,0000 Per Hour 92000 363400 o imrmeered T 10D
Vac. hours used 0.00 0.00
[Sick hourseamed  1.00 | 1.00

Si urs used 0.00 0.00

Tax Details Deduction Details
Tax: Amount. mn: | Deduction; Amount; YT
Social Securty (Employee) 57.04 57.04 3
Medicare (Employee) 13.34 13.34
Federal Income Tax 108.66 108.66
State Income Tax 4554 4554 i
e eome 7= s P . Earned Sick hours | 16
State Disability Insurance (Employee)  0.00 0.00
NY Disabiity 0.60 0.60
Chicago City Tax 092 0.52
Cook County Tax 66.70 66.70 R
Social Security (Employer) 57.04 57.04
Medicare (Employer) 13.34 13.34 -
Other Optional Details Check Summary
Hours Worked 0.00 118.00 This Check: 920.00 252.80 0.00 627.20
Weeks Worked 0.00 3.00 YTD: 3634.00 292.80 0.00 320
MEMO:
OK | [ cencel
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