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HOW TO CREATE A NEW COMPANY IN PAYROLL MATE Question 
 

 
 
   

PLEASE REFER TO THE STEPS BELOW: Answer 
 

  
1. Click File 
2. Click New Company 

 
 
 
 

 
 
 
 
 

Click New Company 2 

Click File 1 
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3. Welcome to the New Company Wizard dialog will open, click Next 
 

 
 
4. Fill in the company’s General Information    
5. Click Next 

 

 
 
 

Fill in General Information 4 

Click Next 5 

Click Next 3 
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6. Fill in the company’s Federal Tax Information 
7. Click Next 

 

 
 
 
8. Click Finish 
 

 
 
 
 

Click Finish 8 

Fill in Federal Tax Information 6 

Click Next 7 
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The company you created will appear at the top of Payroll Mate and the Company screen. 
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