O

Payroll Mate

HOW TO GENERATE A REPORT THAT LISTS STATE TAXES
AND TAXABLE WAGES

PLEASE REFER TO THE STEPS BELOW:

Payroll Mate reports can be found under the Reports section

; Note: All reports are based on
1. CI!Ck Reports PAY DATE, not the checks pay
2. Click State Taxes periods.
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Reminder: All reports are based on check pay date.
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| Click Report Options | 3 |

3. Click Report Options

i File Edit Tools Help OrderChecks and Supplies

Choose another General Report
State Taxes L
A
Report Options | I Export

This report lists all the employees who received checks in the
[] specified period, along with their State Unemployment, State
Withholding, and State Disability Insurance wages and taxes.

Click on "Report Options" button to change the period range, and
select the desired employees.

[ ] Click on "Export" button to export the created report.

1099 & Vendor

Tutorials

»

4. Select the Pay Date range you need to run the report
5. Select the employee or employees you need

6. Click OK
Repert Opti *
A A Select Pay Date Range | 4 |
BBgiI'I Pay Date | Month, XX, XXXX B | 0
End Pay Date | Month, xx, xxxx EE | | Advanced Date Selection... |4- - { Advanced Date Selection is available if needed ]
Employees who received Payroll Checks in the specified period:
] Smith, Wwfilson Select All <« - ---| Select Al if need to run for all employees
[ whitaker, Nelson
Select None to deselect your selections and
one | € ----| make changes to your selections
Select by <--- Select by Department if you have departments
Depariment created and need to run by department

Select Employee or Employees 5
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7. Click Export

| Click Export 7

i File Edit Tools Help OrderChecks and Supplies

Reports Choose another General Report
State Taxes
\ 4
| Report Options | | Export

This report lists all the employees who received checks in the
L] specified period, along with their State Unemployment, State
Withholding, and State Disability Insurance wages and taxes.

. Click on "Report Options" button to change the period range, and
select the desired employees.

ke [ ] Click on "Export" button to export the created report.

Company
1099 & Vendor

Tutorials

8. Select the Export Option of your choice
9. Click OK

Export Options >

Export Report To:

0 Microsoft Office Excel Workbook

Select the Export Option 8

() CSV (Comma delimited)

OK Cancel

a

Click OK 9
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10. Browse to the location you want to save the report
11. Enter a name for your report
12. Click Save

Browse to location to save 10
B Save As >
v o < Win., * My Stuff e ) Search My Stuff 0

Organize = Mew folder = - o

y Mame

s BS] TEST STATE TAXES

- Enter a name 11

o ﬁ ] /

File name: | TESTSTATE TAXEs ¥
Save as type:  Microsoft Office Excel Workbook (*.xls)

Save Cancel

# Hide Folders
y Y

| Click Save 12
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