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HOW TO ADD A NEW EMPLOYEE IN PAYROLL MATE Question 
 

 
 
   

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you have the correct company open inside Payroll Mate  
 
1. Click Employees 
2. Click New 

 

 
 
 
 

Click Employees 1 

Click New 2 
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3. Welcome to the New Employee Wizard dialog will open, click Next 
 

 
 
 
4. Enter Employee General Information    
5. Click Next 

 

 
 

Click Next 5 

Enter employee general information 4 

Click Next 3 
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6. Enter Employee Tax Information 
7. Click Next 

 

 
 

8. Select and enter one or more employee incomes          
9. Click Next 

 

 
 

NOTE: 
Pay extra attention to the 
“Tax Setup” screen, where 
you define the employee’s 
filing status, allowances and 
pay frequency. 

Enter employee tax information 6 

Click Next 7 

Click Next 9 

Select and enter employee income(s) 8 
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10. Select employee applicable taxes 
11. Click Next 

 

 
 

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

 
 

Select employee applicable taxes 10 

Select and enter employee deductions 12 

Click Next 11 

Click Next 13 
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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  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Skip 14 & 15 if employee is not 
included in Direct Deposit 

Click Next 16 

Place checkmark to include in Direct Deposit 14 

Complete banking information 15 
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17. Select method of calculating vacation/sick hours and enter hours earned, if applicable 
18. Click Next 
 

 
 
 

19. Click Finish 
 

 
 
 
 
 

Click Next 18 

Skip 17 if employee does not 
accumulate vacation or sick hours 

Select method of calculating and enter hours earned 15 

Click Finish 19 
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The new employee is now included in the list of employees 
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