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Payroll Mate

HOW TO CREATE A PAYROLL MATE DESKTOP SHORTCUT
IN WINDOWS 11

PLEASE REFER TO THE STEPS BELOW:

1. Click the Windows icon on you task bar

Click the Windows icon 1

== Q Search ﬂh a;auoe

2. Click the All button

Pinned ClEAl 2> >
Edge Excel PowerPoint Settings OneMote

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
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3. Locate the Payroll Mate icon for the year you want and Right Click
4. Click the More button and then click Open file location

Q Search for apps, settings, and documents

All Locate Payroll Mate icon — Right Click 3 ¢ Back

Payroll Mate (YYYY), ) : .
Click More — Open file location 4
LQ Payroll Mate (YYYY)
< Pinto Sta
= Payroll Mate (YYYY) Help )
j? More = > Pin to taskbar
bj F‘ayroll Mate (YYYY) an the Web @ UﬂinStﬂ” ﬁ Eun as adminigtratgr
o Uninstall Payroll Mate (vvyy) @ Open file location

5. A window will open with the Payroll Mate application icon selected > Click the Copy icon

Click the Copy icon 5

— O >
Payroll Mate (vyyy) * +
I & LJ > - Payroll Mate (yyvyy) Searct Q
|
® New - 3% @D (=2 T ses (L Preview
: A Home Marne Date modified
=5 Payroll Mate (YYYY) Hel 4/8/2025 11:33 AM
El Gallery r@ 4 g
‘,.51 Payrcll Mate (YYYY) on the Web A4/8/2025 11:33 AM
| i Payroll Mate (YYYY) 4/8/2025 11:33 AM
Deskto »
- : ﬂ Uninstall Payroll Mate (YYyy) 4/3/2025 11:33 AM

i Downloads
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6. Go to your desktop > Right Click > Click Paste

-

[@ 4= (G0 to Desktop > Right Click > Click Paste 6
Paste

58 View 5
Tl Sort by »

(:’,'1 Eefresh

[@ Paste shortcut

£ Undo Delete Ctrl+Z
® New >
(4 Display settings

4/ Personalize
>_|

Open in Terminal

g

Show more options

7. Payroll Mate icon shortcut will now appear on your desktop

Payroll Mate shortcut 7

Congratulations! You have created your Payroll Mate desktop shortcut.
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