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HOW TO HANDLE OVERTIME (OT) PAY Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Payroll Mate has built in incomes. Overtime is one of those built in incomes. You can add this income 
when you set up your employee or you add it to an existing employee by editing their profile.  
 

Please note that Payroll Mate will not track you employee’s overtime hours.  
You must keep track of this outside of Payroll Mate.  
 
 
Add to an existing employee 

 
1. Click Employees 
2. Select the employee you need to edit from the list 
3. Click Edit 

 
 
 

 
 

Click Employees 1 Select the employee 2 

Click Edit 3 
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4. Welcome to the Modify Employee Wizard dialog box will appear.  Click Next 
 

 
 
Continue to click Next until you reach the Incomes screen 
 
5. Select the Overtime Hourly Pay box   
6. Enter the Overtime Rate for this employee  
7. Click Next 

 

 

Click Next 4 

Select Overtime Hourly Pay 4 

Enter the Overtime Rate 4 

Click Next 4 
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Click Next for each subsequent screen until you get to the Finish screen 
 
8. Click Finish 
 

 

 

 

 

 

 

 

 

 

 

  

 

Click Finish 8 
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