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HOW TO ADD AN INCOME CATEGORY  Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you are in the correct company.  
 
1. Click Company 
2. Click Income Categories 
3. Click Add 

 
 
 

 
 

Click Add 3 

Click Income Categories 2 

Click Company 1 

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


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

 

 
 
 

© Copyright Real Business Solutions. All Rights Reserved. 

 

 

 
 
4. Carefully read the alert information 
5. Click I understand 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Carefully read the alert 4 

Click I understand 5 
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6. Enter the Title for the income you are creating 
7. Select Type from the drop down 
8. Check the Taxes and Deductions that apply to the income 
9. Click OK 
 
 

 

 

 

 

 

 

 

Enter Title 6 

Click OK 9 

Check the Taxes and Deductions 
that apply to the income. 

Check Taxes and Deductions 8 

Select Type 7 
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10. The new income created is now added to the list of income categories available in the company 
 

 

 

 

 

 

 

 

 

 

New income created 10 
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Now you will need to apply the income to your applicable employees 
 
11. Click Employees  
12. Select an employee from the list of employee’s names 
13. Click Edit 
 
 
 

 
 
 
14. Welcome to the New Employee Wizard dialog will open, click Next  
 

 
 

Click Edit 13 

Click Employees 11 

Select an employee 12 

Click Next 14 
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Continue to click Next, until you reach the Incomes screen 
 
15. Check the income that was created (example: ‘My income category’) 
16. Click Next 
 

 
 
 

 

 

 

 

 

 

 

 

 

Note:  
Scroll down to locate the 
income you created 
appears, if necessary.    
 
Depending on the type of 
income (Per Year, Per 
Hour, etc.) you selected, 
you may also need to 
enter a corresponding 
value. 

Check the income created 15 
Click Next 16 
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Continue to click Next, until you reach the Finish screen 
 
17. Click Finish 
 

 

 

After adding the income to one employee, repeat these steps for each applicable employee. 

 

Congratulations. You have created an income category and applied it to applicable employee(s)! 
 

 

 

 

 

 

 

 

 

Click Finish 17 
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