How to Update State Unemployment Insurance
Tax in 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.

1. Inside Payroll Mate Software, Click Company from Shortcuts

2. Click State Tax Information tab

[§ Example Company - Payroll Mate (2018) [o] &) ==a]
: File Edit Tools Help OrderChecks and Supplies

General Information Federal Tax Information ‘ [ State Tax Information
Income Categories Tax Categories Deducti egories
State ID: [36-1234567 |
 §
State Unemployment Account Number: |12345 ‘ I

Example: foR 1.5%

State Unemployment Tax Rate (1st Quarter): enter 1.5 in this box

State Unemployment Tax Rate (2nd Quarter):

State Unemployment Tax Rate (3rd Quarter):

State Unemployment Tax Rate (4th Quarter): I@

State Unemployment Tax \Wage Base: Leave Blank forjlo
\"age Base

First Fiscal Month: January 7

m [7] Round State Income Tax to the Nearest Dollar

[7] Hide Employees Social Security Numbers in Printed Paystubs and Direct Deposit Files
[} Print Company State ID on Paystubs Select State Tax Information | 2

State Disability Insurance (Employee) Rate :]
State Disability Insurance (Employee) \Wage Base
P — L —
Checks State Disability Insurance (Employer) Rate :]
Employees State Disability Insurance (Employer) Wage Base :]
_vl'wms
—
Ce -
pam % Click Company 1
1099 & Vendor
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3. Edit the State ID as needed

4. Edit the State Unemployment Account Number as needed

5. Edit the tax rate for each quarter as needed (the rate may be the same for each quarter) *

6. Edit the tax wage base as needed (the maximum dollar amount subject to the tax) leave
blank if no wage base *

*If you are unsure what your tax rate and wage base are you will need to contact your state
department of employment

7

. Click Update

General Information Federal Tax Information | State Tax Information
Income Categories Tax Categories Deduction Categories
St 152 i — Edit State ID
State Unemployment Account Number: 122112211 ¢ .
Edit State Unemployment
; : Example; for 1.5% p y
State Unemployment Tax Rate (1st Quarter): 3.500000 anter 1.5 in this box Account Number

State Unemplayment Tax Rate (2nd Quarter):

Stte Unemployment T Rate (3 Quates): ——— i
tote Unemployment Tax Rete (3rd Quarter Edit Each Quarterly Rate
State Unemployment Tax Rate (4th Quarter): 1.500000

State Unemployment Tax Wage Base: Leave Blank for No
‘/age Base
First Fiscal Month: January <
[] Round State Income Tax to the Nearest Dollar Edlt Wage Base
() M [#] Hide Employees Social Security Numbers in Printed Paystubs and Direct Deposit Files
|| Print Company State ID on Paystubs
State Disability Insurance (Employee) Rate I:l
State Disability Insurance (Employee) \Wage Base l:
State Disability Insurance (Employer) Rate l:
State Disability Insurance (Employer) \Wage Base l:
Update .
Click Update
8. Click Yes
’E,I =2 o th hlasract | Lodlgr
Confirm Update = |
ol 1 _
5 Click Yes | 8

| El
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J Il‘\ Are you sure you want to update?

Payroll Mate® www.PayrollMate.com info@realtaxtools.com Page 2 of 3



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

The above edits will affect the checks created going forward. The edits will not apply to checks

already created inside Payroll Mate. If edits have been implemented you may need to delete
and recreate the checks.

If you need to delete and recreate payroll checks you will need to recreate each of the checks in
the correct chronological order. We recommend recreating one or two checks or just recreate
checks for one employee and then pull a state taxes report to verify you have state
unemployment setup correctly. For additional information see tutorial “Recreate a Payroll
Check in Payroll Mate”.

Please refer to the document below “State Unemployment Insurance Common Questions” for
common questions and answers regarding SUI:
http://www.payrolltutorials.com/docs/sui-common-questions.pdf
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