How to Update Sample Company to Correct
Company Name in Payroll Mate

Payroll Mate comes with a Sample Company already created inside the software. If you edited
the sample company file that comes with Payroll Mate instead of creating your own company

file, the database for your company will still show the name of Sample Company. To fix this you
will need to change the database file name to be the company name you want.

1. Inside Payroll Mate Software Click Edit

2. Select Preferences

3. Select General

(¥ Example Company - Payroll Mate (2018)

! File [ Eat 142 Checks and Supplies Click Edit | 1
| Preferences L4 ” General
ble Optional Features Passwor
Pakroll Mate Support Team Use  » rmation Tax Information State Tax Information
\ Company Name; |E"E|"'llJIE CUI'I'IPEII'G’\
Select Preferences | 2 z3ms Select General

Address2:

City:

State:

Zip Code:

Contact Name:
Telephone Number:

Fax Number:

E-mail Address:

|Chicago

|
3
|
|

IL =

60605 |
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4. Carefully note the text under "Companies Folder" section of the window. If the name is long,
it will end with (...), move your mouse over the name to display the full name so you can write it
down

5. Click Cancel

E] Example Company - Payroll Mate (2018)
: bile Edit Tools Help QrderChecks andSupplies

Company |

| General Information Federal Tax Information | State Tax Information
Incon "~ . - I_ ion Categories
Note Companies folder location | 4
Crnmnane hape- |Exﬂmde lDITIDHW |
Options e

ICompanies Folder: |c:\usas\PLuic\DocumemS\Pmu Mate 2018\Companies | Browse... |

| ok || Cancel
| \ClickCancel 5

Zip Code: |60605 |
Contact Name: [ |
Telephone Number. | |
U170 Fax Number: [ |
E-mail Address: |
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Close Payroll Mate
6. Right-click the Windows Start button

7. Select Open Windows Explorer

Select Open
6 Windows 7

Right-click on Start
Explorer

Properties

Open Windows Explorer

E]—@ =TT

8. Navigate to the Companies folder location you noted above

@\\;}uﬂ » Computer » Windows (C:) » Users » Public » Public Documents » Payroll Mate 2018 » Companies »
Organize v Include in library Share with « Burn Newlolda\ Na\”gate tO Companles fOIder
r Favorites MName Date modimied Iype SIZE
Bl Desktop | New York Company.PMD 4/5/2018 2:38 PM PMD File 1,012 KB
& Downloads | Angie's Company.PMD 4/5/2018 9:05 AM PMD File 2284 KB
1= Recent Places | Florida Company.PMD 47472018 3:36 PM PML File 284 KB
‘& OneDrive __| Example Company.PMD 4/3/2018 12:40 PM PMD File 284 KB
3 )18 4:50 PM PMD File 2,284 KB
4 Libraries 3 )18 12:04 PM  PMD File B
_*| Documents __| California Company.PMD AM  PMD File
& Music __| Happy Enterprises.PMD PMD Fil
&=/ Pictures | Sample Company 2018.PMD PMD File
B Videos | Company B.PMD PMD File
| Mingis Company.PMD PMD File
1M Computer .| Texas Company.PMD PMD File
IE Windows (C:) __| Payrell Mate Common Config File
# Data (\rbsserver) (Y File folder
File folder
€l Network
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In the Companies folder you should see one of the files named "Sample Company XXXX.pmd"
(where XXXX represents the year such as 2017). If you find more than one file named “Sample
Company XXXX.pmd” you will need to sort the files by modified date and select the file that was
most recently modified (assuming that the last company you had open in Payroll Mate is the
one you want to rename).

9. Right-click on the Sample Company XXXX.pmd file

10. Select Rename

Right-click on Company to rename | 9 Select Rename | 10

3 §
@(:Jﬂ . » Computer » Wind (C) » Users » Public » Public Documents » Payroll Mate J018 » Companies »

Organize = || Open Share ith « Burn New folder

=

<% Favorites Name Date modified Size
Bl Desktop Open
& Downloads [J Edit with Notefad++
| Recent Places _| Angids Company.PMD { @ Scan with Migfosoft Security Essentials...
& OneDri ifdkni .
neDrive __| Califgnia Company.PMD Share with N
__| Comgeny B.PMD
i ¥ Norton Se »
9 Libraries ) _
= Documents " Bemgle Company.£MD (3 Zip and Shere (WinZip Express)
&' Music | FloriddCompany.PMD @ WinZip 2
&= Pictures | HappyfEnterprises.PMD Restore grevious versions
B videos _| MinoisfCompany.PMD Send t N
__| New Ydrk Company.PMD
1% Computer __| Payroliflate Commeon Config | Cut
P- Windows (C:) | | Sample Company 2018.PMD ] Cop
Dati by X 1
=# Data (\vrbsserver) (Y || Texas Company.PMD Credke shortcut
D
€l Network
Rename
Properties
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11. Type the new company file name and press Enter

Note: If Windows prompts you to confirm that you want to rename the file, verify that you have
entered the new file name correctly and click Yes.

Do not delete the .pmd file extension

Close the database folder by clicking the X in the top right corner

Type Company Name | 11

& Downloads
| Recent Places
‘@& OneDnive

.| Flerida Company.H

4 Libraries
_:] Documents

£, windows (C:)
= Data (\\rbsserver) (Y

‘h MNetwork

Organize « || Open Share with = Burn
¢ Favorites e
Bl Desktop | New York Company fMD

__| Angie's Company.P

__| Example Company.PMD

__| Califernia Comjany.PMD

J* Music
[&] Pictures
B videos __| Company B.PMD
__| Mingis Company.PMD
1% Computer || Texas Company.PMD

| Payroll Mate Common Cenfig

MNew folder

Date de.iﬁEd

@Ov| .. b Computer » Windows (C:) » Users »jfPublic » Public Documents » Payroll Mate 2018 » Companies »

Type Size

4/5/2018 2:38 PM PMD File 1,012 KB
4/5/2018 9:05 AM PMD File 2,284 KB
4/4/2018 3:36 PM PMD File 2,284 KB
4/3/2018 12:40 PM PMD File 2,284 KB
3/29/2018 4:50 PM PMD File 2,284 KB
3/23/201812:04 PM  PMD File 2,284 KB
3/22/20189:11 AM  PMD File 1,020 KB
2/26/2018 1:05 PM PMD File 2,284 KB
1/2/2018 10:42 AM  PMD File 4,048 KB|
12/28/2017 %:57 AM  PMD File 2,284 KB
12/28/2017 9:57 AM  PMD File 992 KB
12/28/2017 9:57 AM  PMD File 992 KB
11/27/20171:02 PM  File 1KE
171172018 10:44 AM  File folder

12/28/2017 9:57 AM  File folder
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Open Payroll Mate

12. Click File

13. Select Open Company

Click File

12

Company Name:

Address1:
Address2:

City:

State:

Zip Code:

Contact Name:
Telephone Number:
Fax Number:

E-mail Address:

Federal Tax Information

| State Tax Information

Select Open Company

B

|E:E|rr‘1:ﬂe Company |
123 Main |
l |
Erices )
IL -

(60505 |

l

| |

[ l

|

Update
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14. Select the Company to open from the list (you should see the corrected name)

15. Click OK

F Example Company - Payroll Mate (2018)

Company

I General Information ’ Federal Tax Information State Tax Information
Income Categories Tax Categories Deduction Categories
Company Name; ‘Exanple Company |
Address1
Address2
City:
) Angie's Company
State: Calfomia Company
Company B
Zip Code:
Florida Company
Happy Entemprises
Contact Namel linois Company
New York Compa
REC T I NEVWNAME Sample Company 2018
(] ° Texas Company
&V 1 U Fax Number:
Click OK | 15
E-mail Addres|
[ ok Cancel
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16. Now Payroll Mate will open your company file with the correct name and will show the
correct name in the top title bar

K| NEWMNAME Sample Company 2018 - Payroll Mate (2018)
iLE BT T R e “~~ Company open inside Payroll Mate| 16

[company

General Information
Income Categories

Company Name:
Address1:
Address2:

City:

State:

Zip Code:

Contact Name:

Telephone Number:

Fax Number:

E-mzil Address:

| Federal Tax Information

Tax Categories

State Tax Information

Deduction Categories

|Sarrp|e Company

|1515 South Apple Drive

[Pople Gy

IL -

|9|132? |

|Mr. Peach

[1123) 4556799 |

[(123) 4556789 |

|Fead'| @fruitland.com
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