O

Payroll Mate

HOW TO ADD A NEW EMPLOYEE IN PAYROLL MATE

PLEASE REFER TO THE STEPS BELOW:

Make sure you have the correct company open inside Payroll Mate

1. Click Employees
2. Click New

! File Edit Tools Help OrderChecks and Supplies

(57 Edit [odDelete % Pay . Check History [ Pay Multiple Employees E

EII'I'DII}‘FEES First Name | I"-I'Iidl:llf=| Last Name |
» James ‘wilson
Jim (Inactive) Smith
(23 All EmployeXg Nelson A Whitaker
Rachel (Inactive) M Lewis
_ Tom Lee
() Active Employees Wilsen Smith
i Inactive Employees ) Click New | 2

Click Employees 1
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3. Welcome to the New Employee Wizard dialog will open, click Next

MNew Employee *
Welcome to the "New Employee" Wizard!

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

To continue, please click "Mext™.

Click Next 3

Cancel || « Back || Mext > ||

4. Enter Employee General Information
5. Click Next

New Employes *
General Information

—
Name: |New | | | |Emp|u','ee |
Address1: [111 Sample Street |

Address2: | |

City / State / Zip Code: [Sample | L -

Social security number: |111-11-1111 |

====| Enter employee general information 4

Date of Birth [T |
(MM/DDIYYYY)

Phane / Fax | Email: | | | | | |

Employee |D: | |

Department: - | View/Edit Departments...
[] Inactive

Memao: Click Next 5
‘/

Cancel || <Back_|| Nm>‘ﬂ4‘
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6. Enter Employee Tax Information
7. Click Next

New Employes x / \

Tax Setup NOTE:

Pay extra attention to the
Federal Income Tax Setup =N\ “Tax Se_tup" screen, whe!'e
Filing Status:  Single - [ Usenew -4 (2020 & beyond) you define the employee’s
filing status, allowances and
pay frequency.

- J

# of Mllowances: ( » [ [e5e) Step3(Dependents) §:

Pay Frequency: Weekly (52 Pay Periods) = Step 4a (Other Income) &
Additional Fed. \Withholding: Step 4b (Deductions) §:
W-2 Options

[ Statutory Employee [ | Retirement Plan [_] This employes receives Advance EIC payment

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

Enter employee tax information 6

State Income Tax Setup

State: IL -
Additional State \Wwithholding: |ﬂ.ﬂ'|} |

IL-\/4 Line 1: 0
IL-\4 Line 2 0

-

Click Next 7
T e

8. Select and enter one or more employee incomes

<Back |

| Cancel |

9. Click Next
New Employee . X
Incomes Hawi to Create an Income Categary
@ Regular Hourly Pay [Per Hour]
(] Owvertime Hourly Pay [Per Hour]
(] Yearly Salary [Per Year]
(] Double-Time [Per Hour] [p.00
] Mileage [Per Mile]  [p.00
(] Piece Work [Fer Piece] 10.00 >. Select and enter employee income(s) 8
[T Fringe Benefits [Fixed] 0.00
[C] Vacation Pay Hourly [Per Hour]l [p.00
] Sick Pay Hourly [Per Hour] (0.00
(] Bonus [Variable]
[ Tips Received Directly by Employee [Varizble]
[] Tips Paid by Employer [Warizble] S

Click Next 9

Cancel || < Back || Mext =
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10. Select employee applicable taxes
11. Click Next

New Employee >

Taxes How to Create 3 Tax Categony

Can't see the Tax you are looking for?

B Federal Income Tax

B Social Secunity (Employee)
B8 Sccial Security (Employer)
B Medicare (Employes)

B Medicare (Employer)

B Fed Unemployment (Employer) :

B stete| . Select employee applicable taxes 10
tate Income Tax

@ State Unemployment (Empleyer)
@ Local Income Tax

@ State Disability Insurance (Employes]

B State Disability Insurance (Employer) Click Next 11

@ My own tax category [Per Hour]

[ cancel |[ <Back || Next:;L—ll—'

12. Select and enter applicable employee deductions
13. Click Next

Mew Employee *
Deductions How to Create a Deduction Categon,

B 401K (Employes) [Percentage)]
B: [Percentage]
[] Health Insurance [Fixed] i
Select and enter employee deductions 12
] Child Suppart [Percentage]
[] Test Deduction [Percentage of Net Pay]
[ Supplemental Life Ins [Fixed]

Click Next

13

Cancel | | < Back

Live Chat | Support@RealTaxTools.com | www.RealTaxTools.com

© Copyright Real Business Solutions. All Rights Reserved.



https://www.realtaxtools.com/livechat/
mailto:Support@RealTaxTools.com
http://www.realtaxtools.com/

O
Pﬁrall Mate

NOTE: Payroll Mate Option #2 (Direct Deposit) is required in addition to purchasing the standard Payroll
Mate Software to use the Direct Deposit optional feature. This screen will not be available or applicable if
you have not purchased and enabled Payroll Mate Option #2 (Direct Deposit).

14. Place checkmark Include in Direct Deposit Process if employee is included in Direct Deposit
15. Complete the employee banking information
16. Click Next

New Employee *

. . Skip 14 & 15 if employee is not
Direct Deposit P ploy

included in Direct Deposit

Q Include in Direct Deposit Process

Bank Routing Number Complete banking information 15

Pocoun Type

Account Number |

Place checkmark to include in Direct Deposit 14

Click Next 16

Cancel || <Back |[ Mew>
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17. Select method of calculating vacation/sick hours and enter hours earned, if applicable
18. Click Next

MNew Employee X

Vacation / Sick Hours Settings Skip 17 if employee does not

accumulate vacation or sick hours

Method of Caleulating Vacation and Sick Hours: () Per Check N
() Per Total Hours on Check
Wacation Hours Earned Per Check:
S S Eﬁﬁtﬁl%?gof?éru;gr?m :-;O;.r:r 5:; ;;ear; == Select method of calculating and enter hours earned 15
Sick Hours Earned Per Check:
Maximum Sick Hours Earned Per Year :]( ﬁgﬁtﬁl?f[l)‘[)f?orru;grri;ﬁ r':’;.r;r .E::g ;f'ea 5
—

Click Next 18

| Cancel || < Back || de:sil Finish

19. Click Finish

New Employes >

Finish

‘wizard completed, please click “Finish™ to update this employes
information.

Click Finish 19

Cancel || < Back || ext > || Finish
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The new employee is now included in the list of employees

: File Edit

Tools

Help Order Checks and Supplies
: [fiNew (37 Edit [edDelete & Pay J CheckHistory [ Pay Multiple Employees ]

First Mame | I"-I'Iid-l:lle| La=t Mame
4 Fred Harris
James Wilzon
(&3 All Employees Jim (Inactive) Smith
Justine Heeney
o MNelson A Wwhitaker
Employees MNew Employee
Forms Fachel (Inactive) M Lewis
Stella Ann Smith
Reports Test User Smith
Company Tom Lee
Wilson Smith
1 1099 & Vendor
Tutorials
I -
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