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HOW TO CREATE A TAX CATEGORY

PLEASE REFER TO THE STEPS BELOW:

Payroll Mate gives users the ability to create a custom tax category if the tax category does not already
exist in the software.

To create a tax category:

Make sure you have the correct company open.

The following is a step-by-step guide to adding a tax category:
1. Click Company

2. Click Tax Categories
3. Click Add

Click Tax Categories 2

: File Edit Tools Help OrderChecks and Supplies

Company
General Information | Federal Tay Information | State Tax Information

Title | Calculati
Federal Income Tax

Social Security (Employee)

Social Security (Employer)

Medicare (Employee)

Medicare (Employer)

Fed Unemployment (Employer)

State Income Tax

State Unemployment (Employer)
Lecal Income Tax

State Disability Insurance (Employes)
State Disability Insurance (Employer)
Mew York City Tax

Click Company 1

Test Percentage
My own tax category Per Hour
Personal Expense Fixed
Check
Empldyees
formy Click Add | 3
Company How to Create a Tax Category
1099 & Vendor Add Edit
Tuterials
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4. Carefully read the disclaimer to make sure you understand it.
5. Once you have carefully read and understand the disclaimer, click | understand

Carefully read the disclaimer 4

Attention o4

i ': You are about to custom add a new tax category.

Flease remember that this newly created category will directly affect your tax forms and reports.
You may need to seek tax advice from your tax professional before creating this new categony.
< Once you have finished creating this tax category and before you start creating real checks, we strongly >
recommend that vou create one or more dummy checks and confirm that all related incomes, taxes and
deductions are properly reflected on all tax forms and reports.

Cince yvou start creating actual payroll checks it will be very difficult to fix any errors you may have
overlooked at this point.

- J

| understand r— Click I understand 5

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
F'ar-nll Mate

6. Name the tax that is being created
7. Select the Calculation you need from the dropdown
8. Select the Paid by you need form the dropdown (choose Employee or Employer)
9. Click OK
Tax Details >
bb | )
. Abbreviation populates
Title: || Name the tax 6 automatically but you can
o | I‘_ ______________________ make your own
Abbreviation: abbreviation if needed. y
Caleulation: Percentage ~ G Select the Calculation 7
N
Quarterly Rates: | | | | | | | |4 ----------- Depending on the Calculation that was
chosen enter in the Rates or the Amount.
Leave Blank for Y,
‘Wagebase: | - Mo \W/age Base ~
TTe—o N If there is a Wage base, enter it here.
Max Amount per Check: | | Leave Blank if No _ _
Max (Wage base is the maximum dollar amount
that is subject to the tax) )

Paid by: Employee - \

W-2 Options

W-2 Box 12 Code: [ ]
W2 Box 14 I:I
Abbreviation:

[ Use on Box 19 (Local income tax)

(] Inactive / Click OK 9

0K 4 Cancel

Select the Paid by 8

You have now created your custom tax category.
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After creating the custom tax category, you may now apply it to your employee(s).

10. Click Employees
11. Select the Employee you need to add the newly created custom tax category to.

12. Click Edit
Select the Employee 11
¢ File Edit Tools Help Order Supplies .
': B New [dDelete % Pay / Check History [ Pay Multiple Employees [ Import Employees [ ]Import Timesheet Data !
En\pl[}yeeg Fwame | Middle| Last Mame | SSMumber | Phone Number | Address1
ames wilzon £54-82-5559 23 Henderson Ct
Jim (Inactive) Smith 364-82-6854 894 \Westwood Lane|
{23 All Employees Melson A \Whitaker 294-58-1212 658 5 Urban Street |
Rachel (Inactive) M Lewis B45-32-74598 321 State Strest
] Tom Lee 4553-87-6518 SB7 Wwolf Road
(0 Active Employees '\ |yyjison Smith 546-84-1351 1458 Jefferson

1 Inactive Employees
Click Edit 12

/ Click Employees 10
| E—TLLLILLLE—
Checks

Company
1099 & Vendor

Tutorials
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13. The Welcome to the Modify Employee Wizard will appear, click Next

Modify Employee X
Welcome to the "Modify Employee” Wizard!

This wizard will guide you through the process of modifying an existing employee.

To continue, please click "Next™.

Click Next 13
| Cancel || = Back || Mext = Finish

Continue to click next until you reach the Taxes screen
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14. Select the Tax Category you just created (Example: Test)

15. Click Next
Madify Employee X
TEXES How to Create & Tax Category

B Federal Income Tax

@ Social Security (Employes)
B8 Sccial Security (Emplayer)
B Medicare (Employes)

B Medicare (Employer)

€ Fed Unemployment (Employer) | Selectthe Tax Category you created 14

@ State Income Tax

@ State Unemployment (Emplayer) (Example: Test)

@ Local Income Tax

B State Disability Insurance (Employ
B State Disability In

] Test

mployer)

[Percentage]

Click Next 15
| Cancel || < Back || MNext = | Finish

Continue to click next until you reach the Finish screen

16. Click Finish

Madify Employee

Finish

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

Click Finish 14

| Cancel | | < Back | | ext > | | Finish /

You have now applied your newly created custom tax category to that one employee.

You may proceed with applying it other employees, if needed.
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