Payroll Mate New User Tour

Thank you for joining the Payroll Mate family we
strongly recommend you take this new user tour

Please continue




In this tour you will learn

How to create a new company

How to add a new employee

How to setup state unemployment tax

How to setup state disabllity insurance

How to custom add a new tax category

How to custom add a new income category
How to custom add a new deduction category
How to create your first payroll check

How to print your newly created payroll check




Creating a2 new company

E Sample Compary 2010 - Payroll Mate (2011)

Fax Mumber:

|]|] i Flle Edit Tools Help OrderChecks and Supplies

[ General information | Federal Tax Information State Tax Information
It is crucial that you create your SR Deduction Categorics
own company before using —
Payroll Mate, do not use the L
sample company. o
Click on file new company. As you -
can see, once you do that, a new |E—_— —
company wizard will come up as |I4INE Teleghone Number

seen in the following screen.

E-mail Address:




This is the new company wizard. Click
next to proceed to the second screen. [Eer

Welcome to the "New Company" Wizard!

This wizard will guide you through the process of setting up a new company.

To continue, please click "MNext™.




Fill in all the boxes. This information
will decide the company file name and
this company name will reflect on all
the forms and materials you print from

Payroll Mate, then click next. Company Name: ]
Addresst L ]
ddress? L ]
City: I

State:

Mew Company

General Information

Zip Code:

Caontact Name:
Telephone Number:
Fax Number:

E-mail Address:




Chose company type. Most
companies are 941 filers, you can
contact the IRS at 800-829-4933 to

determine if you are a 941 or 944 filer.

Enter employer Identification number
you received from the IRS.

Control number and establishment
number are numbers you create for
your own purposes then click next.

Mew Company
Federal Tax Information

Company Type: Regular (Fom 941) -

Tt e [

[” Round Federal Income Tax to the Nearest Daollar

W3 Information

Control Mumber:
Establishment Number:

(Other EIN Used This Year:




Enter State tax |I.D and unemployment
account number that you received from

your state tax authorities. New Company

State Tax Information
Enter state unemployment rate as was

provided to you by your state un- State ID: ]

employment agency. (this rate varies State Unemployment Account Number: ]
from one employer to another and from

one state to another)

. i Example: for 1.5% enter
State Unemployment Tax Rate (15t Quarter): 1.5 in this box

State Unemployment Tax Rate (Z2nd Quarter): I:I
State Unemployment Tax Rate (3rd Quarter): I:I

Example 1% rate just enter 1

Enter the wage base as determined by
your state (Cap amount Of Wages State Unemployment Tax Rate [(4th Quarter): I:I
earned per employee subject to State Unemployment Tax Wage Base: [ ]
unemployment tax as determined by First Fiscal Month: Gay -
your state authorities) Don’t enter Zero

[~ Round State Income Tax to the Nearest Dollar
Make sure you get the proper
information from your state tax
authorities

[~ Hide Employess Social Security Mumbers in Printed Paystubs and Direct Deposit Files




Click on State Tax information to

setup State disability insurance

Depending on your state their
might be a state disability
Insurance paid by the employer
or the employee or both you
need to get your disability
insurance from your state taxing
authorities. If employee rate is
1% enter 1 in the box by the
green arrow you also need to
enter the wage base (amount
earned subject to state disability
Insurance tax) by the red arrow

Use the lower two boxes if the
insurance is paid by the
employer

State |D:
State Unemployment Account Mumber:

Example: for 1.5%

State Unemployment Tax Rate (1st Quarter): enter 15 in this box

State Unemployment Tax Rate (2nd Quarter):
State Unemployment Tax Rate (3rd Quarter):
State Unemployment Tax Rate (4th Quarter):
State Unemployment Tax Wage Base:

First Fiscal Manth:

[T Round State Income Tax to the Nearest Dollar

[T Hide Employess Social Security Mumbers in Printed Paystubs and Direct Deposit Files

State Disability Insurance (Employes) Rate |:| -
State Disability Insurance (Employes) \Wage Base |:| -
State Disability Insurance (Employer) Rate |:|
State Disability Insurance (Employer) \Wage Base |:|




Congratulations you have finished the
basic company setup for your new
company. Click finish.

Wizard completed, please click "Finish” to update this company
information.

Click here to order Payroll Mate hi ; compatible checks and envelopes




Payroll Mate comes loaded
with most commonly used
Income categories.

You can custom add income
categories that fit your needs.

To add a new income
category click on company
then click on add and follow
the wizard as in the second
screen.

==

i Fle Edit Tools Help QOrderChecks and Supplies

Federal Tax Information | State Tax Information

Tax Categories | Deduction Categories

| Calculation |

LT

Regular Hourly Pay
Crvertime Hourly Pay
Yearly Salary

Bonus

Per Hour
Per Hour
Per Year
Variable

Tips Received Directly by Employee Variable

Tips Paid by Employer
Double-Time
Commission

Mileage

Fiece \Work

Fringe Benefits

“Varizble
Per Hour
Variable
Per Mile
Fer Fiece
Fixed

Life Insurance over 50,000 arigble

Sick Pay

Varnable




To custom add your income category
give it a name and abbreviation and
select the type from the pull down
menu.

Enter the proper W-2 box code and
abbreviation. If applicable, this applies
only to income categories that show
up on box 12 and 14 of the W2 forms.
You can find box 12 codes inside W2
forms instructions as provided by the
IRS.

Most income cateqgories do not require

codes.

Then check or uncheck the taxes and
deductions that apply or do not apply
to this newly created income category.

If you uncheck taxes that will have an
effect on your 941 and other forms.

Fill in other fields as needed.

Incame Details

Title:

Abbreviation: I:I

Type: Per Year -

W-2Bax 12Code: | |

W-2 Box 14 I:I

Abbreviation:

[” Reported tips (include in "Social security tips™ on form W-2)
[~ Omit from Net Pay

[T Inactive

Taxes Applied: Deductions Applied:

|| Federal Income Tax [w] 407K (Employes)
|w] Social Security (Employes) [ [w] 407K (Employer)
|w] Social Security (Employer) | ["] Health Insurance
] Medicare (Employee) 3
[w| Medicare (Employer)

[w| Fed Unemployment (Employe
[w| State Income Tax

[w] State Unemployment (Employ. =




Payroll Mate comes loaded
with most commonly used
Tax categories.

Only custom add tax
categories that are not built
in such as local and special
assessment taxes.

To custom add a tax
category click on Tax
categories then click on
Add. Follow the wizard on
the next screen.

| Caleulation

» |Federal Income Tax
| Social Security (Employes)
'tx:n..lal Security (Employer)
:‘ Medicare (Employes)
Medicare (Employer)
Fed Unemployment (Employer)
| State Income Tax
| State U nemployment (Empleyer)
| Local Income Tax
| State Disability Insurance (Employee)
| State Disability Insurance (Employer)
| New York City Tax

State Tax Iinformation

Deduction Categories




Name your custom added tax

category and define the calculation Tax Details

method. Setup the quarterly rates if

applicable. If this tax applies to Title: ]
income earned up to a certain amount Abbreviation ]

fill in the wage base other wise leave

wage base blank (don't enter zero in LT Percentage T

the wage base)' Quarterly Rates: I:I I:I I:I I:I
Chose whether this tax is paid by the VWagebase:

employer or employee. _
Paid by

Fill in the rest of the boxes if
applicable ( check with the tax
authorities for W2 options).

-2 Options

-2 Bowx 12 Code:

W-2 Box 14
Then C|iCk Ok. Abbreviation:

[ Use on Box 19 (Local income tax)

If you added income categories make
sure you go back and check if this tax
applies to that income category.

12/8/2011



Payroll Mate comes loaded
with some commonly used
deduction categories.

You can custom add the
deduction categories that fit
your needs, (for example
uniform, union dues).

To custom add your own
deduction category click on
deduction categories then
click on add and follow the
wizard to the next screen.

[ Sample Company - Payroll Mate (2011)
i Fle Edit Tools Help OrderChecks and Supplies

P |4D1K (Employee)
| 401K (Employer)
(

| Health Insurance

| Calculation
Percentage
Percentage
Fixed




Define your newly created
deduction and select calculation
method. Then determine whether
the deduction is paid by the
employer or employee ( most
deductions are paid by the
employee).

Define quarterly rates if
applicable then check or uncheck
taxes this deduction is exempt
from.

For example child support
deducted from the employee’s
check is most probably not
exempt from any taxes if that is
the case, then you should not
exempt this deduction from any
taxes.

Check with tax authorities to
determine what is subject to tax
and what is exempt from tax.

Deduction Details

Title: 401K (Employes) Calculation:

Abbreviation:  [401K (Emplay Paid by:

Default

Quarterly Rates:

[T Inactive

Exemptions |#]

Thizs ltem 'wfill Be Exempt From:

[w| Federal Income Tax

[ Social Secunty (Employee)

[ Social Secunty (Employer)

[] Medicare (Employes)

[] Medicare (Employer)

[] Fed Unemployment (Employer)
[w| State Income Tax

Percentage

Employee




To add your employees to N

i Flle Edit Tools Help QOrderChecks and Supplies
payroII mate or to add a i ffhNew (3%Edit [dDelete 42 Pay . Check History [ Pay Multiple Employees
new employee later, click on E E " First Name | Middie| Last Name ki | Phone Norlies. | fikiesal
the employee short cut at
the main screen, then click P
on new as seen by the

orange arrow.

Employees

) Inactive Employees

Follow the new employee
wizard in the following
screen.

To edit an existing
employee make sure the
employee from the list is
highlighted click on edit
instead of new and follow
the modify wizard.




Once this wizard appears click next.

Mew Employee
Welcome to the "New Employee” Wizard!

This wizard will guide you through the process of setting up a new employee.

To continue, please click "Mext™.




Enter employee general

Information as seen. This New Employee
General Information

information will reflect on all
material related to this

employee including Name:

paychecks and W2 forms. Address:
Address2:

Then click next. City:

State:

Zip Code:

Social security number:
Telephone Number:
Fax Number:

E-mail Address:

[ Inactive




Select type or types of

iIncome that apply to this et

employee then click next. Incomes

To add a new income ¥ Regular Hourly Pay [Per Hour]

category that doesn’t exist % Overtime Hourly Pay [Per Hourl

follow the instructions in add [T} et Sy [Per Year]

a new income category. ™ Double-Time [Per Hour]
[ Mileage [Per Mile]

You cannot add new income ™ Piece Work [Per Piece]

categories through this [~ Fringe Benefits [Fixed]

wizard. ™ Bonus [Variable]

[ Tips Received Directly by Employee [Variable]
[T Tips Paid by Employer [Variahle]
[T Commission [Warizble]

[" Life Insurance over 50,000 [Variable]




Select the taxes that apply to this

employee and uncheck the ones Modify Employee
that don’t apply. Taxes
If you added a new tax category
using add a tax category wizard M’ Federal Income Tax
it you should be able to see it in O ez ez aE
thIS I|St ¥ Social Security (Employer)
¥ Medicare (Employee)
You cannot add a tax category ¥ Medicare (Employer)
through thIS Wizard' ¥ Fed Unemployment (Employer)

2 ¥ State Income Tax
Then click next.

¥ State Unemployment (Employer)

¥ Local Income Tax

[~ State Disability Insurance (Employee)

[~ State Disability Insurance (Employer)

Carefully read any warnings
when un-checking tax categories.




Check the deductions that apply

to this employee. Modify Employes

If you need to add a deduction Deductions

category you should use the add

a deduction wizard. I~ 401K (Employer) ~ [Percentage]
_ [T Health Insurance [Fixed]

Then click next. [ 401K (Employee) [Variable]




Check this box if this employee is
paid by direct deposit, and then Modify Employee
fill in the rest of the information. Direct Deposit

If this employee is not paid by
direct deposit just click next. I Include in Direct Deposit Process

Banking Information

Account Type Checking

Bank Routing Number

Account Mumber




Click finish.
Maodify Employee

Finish

Wwizard completed, please click "Finish™ to update this employes
information.




To pay an employee and
create a new check click on
checks short cut then click
on new. The check detalil
screen will come up as in
the following screen.

Check Preview
Check Summary

Income Details -

Tax Details

Deduction Details




Select the employee you
want to pay from the pull
down menu.

Choose the pay date,
beginning date and ending
date.

Enter the number of hours
under quantity if the
employee is paid hourly.

If this is a salaried
employee the paycheck will
be populated as soon as
you select the employee
then click ok.

If you do not see any
Income categories you need
to go back to modify
employee wizard and select
income categories for this
employee (see page 19).

[FCReck Detaiks

General Information

Employse: George Orange

Pay Frequen . Weekly (52 Pay Periods)

~  Begin Date: I Tuesday , Movember 22, 21]11;'

Check#: [3 | PayDate| Tuesday . November 22,2011 »| End Date: | Tuesday . November 22, 2011 |

Income Details

Income: E Type: Quantity:

Per Hour 0.00
Per Hour 0.00

Reqular Hourly Pay
Crwertime Hourly Pay

Tax Details

Deduction Details

Recalculate

Tax:

Federal Income Tax
Social Security (Employee)
Medicare (Employes)
State Income Tax

Local Income Tax

Social Security (Employer)
Medicare (Employer)

Fed Unemployment (Employer)
State Unemployment (Employer)

Deduction:  Amount:

Check Summary

Total Incomes:
This Check: 0.00

¥TD: 0.00

Total Deductions:
0.00

0.00

MEMO:




To print a check you have
created earlier select
checks. Highlight the
desired employee and
select the check to be
printed. Then click print
selected check.

You can order high
quality Payroll Mate
preprinted compatible
checks as follows:

250 check for $65.00
500 Check for $90.00
1000 check for $130.00

y Eﬂ Sample tompany EDIB—Payroll Mate [2011}
{ Fle Edit Tools Help OrderChecks andSupplies
i = New LA Edit [} Delete

“ Print Selected Check| = Print Multiple Checks |&d Direct Deposit
Check Preview [11/22/2011]

Check Summary for "George B Orange"

Pay Period: From: 11/22f2011
Net Pay: £0.00

Income Details -

To: 111222011

Title: Type: Rate:
Regular Hourly Pay  PerHour 520,42
Overtime Hourly Pay  PerHour  530.00

Tax Datails

Title:

Federal Income Tax

Social Security (Employes)
Medicare (Employes)
State Income Tax

Local Income Tax

Social Security (Employer)
Medicare (Employer)

Fed Unemployment (Employer)
State Unemployment (Employer)
Deduction Details

Amount:
£0.00
£0.00
£0.00
£0.00
£0.00

50.00
50.00
50.00
50.00

Oty.

1
§0.00
§0.00
$0.00
$0.00
§0.00

§0.00
§0.00
§0.00
§0.00




