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Payroll Mate

HOW TO OVERRIDE CALCULATIONS ON FORM 941

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Forms
2. Click 941 (Employer’'s Quarterly Federal Tax Return)

Click 941 2

: File Edit Tools Help OrderChecks and Supplies

Click Forms 1 || \W/zge and Tax Statement Employer's Quarterly Federal Tax Return

944

Employer's Annual Federal Unemployment (FUTA) Employer's ANNUAL Federal Tax Return

940

ELES

State Reporting Annual Fed. Tax Return for Agricultural Employees
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3. Attention window will appear with important information for you to Read Carefully
4. Click OK

: File Edit Tools Help Order Checks and Supplies

Choose snother Federsl Form

Form 94 1-First Quarter

‘ Change Quarter | | Preparer / Design | | Preview || Print || Override Calcula

If you click "Preview" and you still can't see the preview window, please look at the bottom of your

", "o show the previe
Attention X P
~ N ' ",
1. Payroll Mate has automatically populated all the fields in this form except for the ones Y 520 click the "(
labeled in red.
2. Payroll Mate will automatically save the changes you do to any of the boxes labeled in
< red, which means that these changes will be available next time you use this fom_ >_ Riean CaEly 3
1 2
3. Any changes you doto the boxes thatare NOT labeled in red wll be lost if you leave
this form.
™ “6  [995001
Checks
| OK H Click OK 4 1 100668
Emol . 00668
Forms 4 Im If no wages, tips, and other compensation are subject to social security
or Medicare tax Check here and go to line 6
Reports
Company E Taxable social secunity wages ¥ 124 = ba 128252
1099 & Vendor
m Taxable social security tips 0.00 X 124= bb 0.00
Tutorials
- I b Medicars mnes 2 e 1NVAR 16 v naoa_ R~ NN nA
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5. Click Override Calculations

File Edit Tools Help OrderChecks and Supplies

M | Click Override Calculations | 5 |

-irst Quarter

A
ZI | Preparer / Design | | Preview || Print | | Override Calculations |

review" and you still can't see the preview window, please look at the bottom of your screen, you
|a gecond icon for the form (next to Payroll Mate icon). Maximize it to show the preview window.

: that this form is for the [1st Quarter] (January, February, March). You can click the "Change
Quarter” button to select a different quarter.

e questions for this quarter.

employees who received wages, tips, or other compensation for 1 5
riod including: Mar. 12 (Quarter 1)

Checks ) —
. and other compensation |  Quick note about this box 2 5950.0

Employees
Forms |pzome tax withheld from wages, tips, and other compensation 3 (06.63

ges, tips, and other compensation are subject to social secunty
Company lficare tax Check here and go to line &
1099 & Vendor _ _

ocial security wages 10346.16 X 124 = ha 1282 52
Tutorials

SRR [ N T S, nonn r - | = nonn

>
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6. Warning dialog box will appear. Carefully read the information, Check the Box to place a checkmark and
acknowledge that you are making changes at your own risk.
7. Click OK

Warning x

After clicking this button you will be able to override the values for the boxes shown on this screen.

& The form you print out from inside Payroll Mate will reflect your changes, but these changes will not
be saved in the program.

Please also note that these changes will not be reflected an any other tax forms such as W-2 or Ww-3.
All numbers generated by this form are compiled from checks you have created during the year.

Changes made to this form will cause discrepancies with other forms you may have generated or will
generate using Payroll Mate.

By checking this box you acknowledge that you are making changes at your own risk
O and understand that you might be required to submit corrected tax forms in the future.

| K | | Cancel

Check the box | 6 |
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8. Click Print, after entering changes
9. Click Enable Calculations Again (when finished overriding the calculations)

File Edit Tecls Help OrderChecks and Supplies

| cickprint | 8 | | ciick Enable calculations Acain | 9 |

ﬂ Preview Print Enable Calculations Again

an't see the preview window, please look at the bottom of your screen, you
orm {next to Payroll Mate icon). Maximize it to show the preview window.

he [1st Quarter] (January, February, March). You can click the "Change
ﬁr‘ter" button to select a different quarter.

er.

red wages, tips, or other compensation for

(Quarter 1) 1 |E |
tion | Quick note sbout this box 2 |11}EI'51}.1}1 |
T —
Checks wages, tips, and other compensation 3 |'|ﬂ'|]'E.EE |
Employees
pensation are subject to social security
Forms Ind gotoline &
i 10246.16 | X .124= 5a [128292 |

Company
1099 & Vend [0.00 | X .124=  5b 000 |
Tutorials [10346.16 | X .029= 5c  [300.04 |

1%
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10. Click Yes

: File Edit Tools Help OrderChecks and Supplies

Forms

ﬂ | Preview || Print | | Enable Calculations Again

an't see the preview window, please look at the bottom of your screen, you
orm (next to Payroll Mate icon). Maximize it to show the preview window.

he [1st Quarter] (January, February, March). You can click the "Change
rter” button to select a different quarter.
er
Payroll Mate
iré

{

values for the boxes shown on this screen, Are you sure you

o After clicking this button Payroll Mate will recalculate the

want to continue?

| Click Yes | 10 |
Checks {

[

Employees

pensation are s social security
Forms go to line 6
Reports

X 124= ba 1282.92

10346.16
Company
— SRR
10346.16 X 029= 5S¢ “

Tutorials

S

LR

Congratulations. You have edited the calculations on Form 941!
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