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Payroll Mate

HOW TO CREATE A NEW COMPANY IN PAYROLL MATE

PLEASE REFER TO THE STEPS BELOW:

1. Click File
2. Click New Company
Click File 1
l Click New Company 2
:| File | Edit Tools p  Order Checks and Supplies
| New Company 4# Pay ) CheckHistory [Z Pay Multiple Employees E
E Open Company First Name | Middle| Last Name |
Delete Company | |Fred Harris
Exi | |James ‘Wilson
ut Jim (Inactive) Smith
Justine Hesney
. Melzon A whitaker
i1 Active Employees New Employes
Rachel (Inactive) M Lewis
. Stella Ann Smath
(3 Inactive Emplayees Test User Smith
Tom Les
Wilson Smith
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3. Welcome to the New Company Wizard dialog will open, click Next

Mew Company bt
Welcome to the "New Company" Wizard!

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

To continue, please click "Next™.

Click Next 3

| Cancel || < Back || Mext = ||

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

Mew Company >
General Information

Company Name:

Address1:

_J

|
|
Address2: |
|

City:

State: AK -
>' Fill in General Information 4

Contact Name: |

Foxunber. ]

E-mail Address: | |-/

Click Next 5

Cancel || < Back || Next > K |
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6. Fill in the company’s Federal Tax Information
7. Click Next

New Company X
Federal Tax Information

Company Type: Regular (Form 941) -

Employer ldentification Number: | |

Trade Name (if any): | |

[[] Round Federal Income Tax to the Nearest Dollar > Fill in Federal Tax Information 6

W23 Information

Control Number: | |

Establishment Mumber: | |

Other EIN Used This Year: | |

Click Next 7

| Cancel | | < Back | | de:s{: nish |

8. Click Finish

New Company X

Finish

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

Click here to order Payroll Mate high securitw compatible checks and envelopes

H youwould like to import your | from other soft

(After you finish creating this company)

Click "Tocls™ from the top menu and then select “Import Employees™

OA Go to the Employees window and then click the toolbar item “Import Employees™

/ Click Finish 8

Cancel || <Back || texi- || Finish 4
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The company you created will appear at the top of Payroll Mate and the Company screen.

B MNew Company - roll Mate
pany - Pay

: File Edit Tools Help OrderChecks and Supplies

- O
| General Information | Federal Tax Information | State Tax Information
Income Categories | Tax Categories | Deduction Categories
Company Name: [New Company |
Address1: [123 Sample Street |
Address2: | |
City: [Louisville |
State: KY -
Zip Code: |B5485 |
Contact Name: |Lisa Wiliams

Telephone Number:

|{555} 121-2121 |

|Iwi||iam5 @newcompany.com

B\Payroll Mate Data 2025\New Company. PMD

B Show Company Details in the "Open Company” and "Delete Company” dialogs.

Fax Number:
— e .
E-mail Address:
Employees Company File Path:
(read-only)
Forms
Reports
Company | Wiew/Edit Departments... |
1099 & Vendor
Tutorials
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