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HOW TO HANDLE PAYROLL FOR MULTIPLE STATES Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 First consult your tax adviser to ensure you are meeting all state obligations. Once you have been 
advised please review the tutorial listed below.  
 
Payroll Mate supports multi-state payroll as long as the same employee works in the same state for 
the whole entire year.   
 
Please also consider the following:  
 

1. If one of your employees moves to another state during the year then before you change their 
setup inside Payroll Mate you need to print their W2 form, generate / save the “State Taxes” report 
for this employee (year to date) and print the Payroll Journal detail for this employee (year to date). 
This information will help you with any state reporting requirements and with generating the W2 
form for this employee at the end of the year.    

 
2. State income tax withholding is setup at the employee level, so it does not require any special 

handling. Please remember that there is no state income tax withholding for the states of Alaska, 
Florida, Nevada, South Dakota, Texas, Washington, and Wyoming. 

 

 

In the employee setup you 
specify the state for income 
tax withholding   
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3. For State unemployment tax (SUTA), since the software comes with only one built-in tax, you will 
need to create a custom SUTA tax for each additional state (other than the home state) and apply 
to the employees from that state. You will also need to UN-check the built-in “State 
Unemployment (Employer)” tax from the employee setup for the employees in the additional 
state(s).  
 
Please see this tutorial on how to create a custom tax:  
http://www.payrolltutorials.com/2014/06/30/create-tax-category/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. If you have SDI (state disability insurance) for any of the additional states (other than the home 
state) then you also need to create a custom tax as in the case of SUTA. Please see tutorial below 
on how to create a custom tax: 
 
http://www.payrolltutorials.com/2014/06/30/create-tax-category/  

 
 
 

Un-check the built-in State 
Unemployment (Employer) 
tax   

Check the custom SUTA tax 
created for the additional 
remote state  
(Example: California SUTA) 
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5. To create reports for a specific state you need to select the employees in that state ONLY. 
 
 

 
 
 
  

 

 

 

 

 

 

 

 

Month dd, yyyy 

Month dd, yyyy 

If you want to create a report that 
shows the totals for IL, and Nelson 
Whitaker is the only employee in 
IL, then select that employee in 
this screen 
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6. If the additional state(s) (other than the home state) have personal income tax withholding then you 
also need to override the W2 forms at the end of the year to have the correct state tax id and state 
name in the state boxes. This step does NOT apply if the additional state is one of the states that 
do not have individual income tax (Alaska, Florida, Nevada, South Dakota, Texas, Washington, and 
Wyoming). 

 
 
 

 
 

 
 

 

 

 

 

Click Override Calculations 1 
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Upon clicking Override Calculations, a Warning message dialog box will appear. 

Read the Warning very carefully, check the box to acknowledge that you are making changes at your 
own risk and understand that you might be required to submit corrected tax forms in the future.   

 

 

 

 

 
 
 
 

Click OK 3 

Enter the correct State 4 

Enter the correct State ID # 5 

Check the box 2 

Click Next 6 
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Upon clicking Next, the W-3 Page will appear.  Make the next selection you need from this page. 
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