HOW TO PAY MULTIPLE EMPLOYEES

O

Payroll Mate

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Employees
2. Click Pay Multiple Employees

Click Pay Multiple Employees

i File Edit Tools Help OrderChecks and Supplies J

y

! [ New (7% Edit [edDelete &% Pay \J Check History | [ Pay Multiple Employees

| SSNumber |

First Name | Middle| Last Name
S Example Person
Katie Smith
(23 All Employees ; Tutorial Example

i1 Active Employees

i Inactive Employess

Click Employees 1

111-11-1111
123-45-6785
111-11-1000
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Check Details window will appear for the first employee

3. Select Pay Date

4. Select Begin Date and End Date

5. Fill in check information for first employee (if salary will auto populate as shown below — see hourly on
next page)

6. Click Create Check & Go to Next Employee

Select Pay Date 3 Select Begin Date and End Date 4
Check Details >
General Information Pay Frequency:fsemi-Manthly (24 Pay Periods)
Employee; |Example, Tutorial Begin Date: [ Month DD, YYYY [~
' Recalculate
Check # Pay Date: | Month DD, YYYY [~ | EndDate: | MonthDD, YYYY B
Income Details Vacation [ Sick Hours
Income: Bats: Type: Quantity: Amount.  YTD: Amount.  YTD:
Yeary Salary  32250.0000 Per Year M/ A 134375 134375 Vac. hours eamed 0.00 0.00
For Hourly Empl Vac. hours used 0.00 0.00
or Hourly Employees, '
Fill in check information 5 enter the hours in the Sfd{ e U L
Quantity field Sick hours used 0.00 0.00
Learn how to rollover hours from last year
Tax Details DeductionDetails
Tax: Amount: YTD: Deduction: Amount: YTD:
Federal Income Tax 0 76.31 76.31
Social Security (Employee) 8313 833
Medicare (Employee) 15.48 19.48
State Income Tax 66.52 66.52
Local Income Tax 0.00 0.00
State Disability Insurance (Employee) 0.02 0.02
Social Security (Employer) 833 833
Medicare (Employer) 1548 19.43
Fed Unemployment (Employer) 8.06 8.06
State Unemployment (Employer) 2638 26.88
State Disabilty Insurance (Employer) 0.02 0.02
Other Optional Details Check Summary
Amount: YTD: Total Incomes: Total Taxes: Total Deductions: Met Pay:
Hours Worked 0.00 00 This Check: 134375 24564 0.00 109811
Weeks Worked 0.00 00 ¥TD: 134375 24564 0.00 1093.11
MEMO:
Create Check & Go to Next Employee ‘ ‘ Skip Employee ‘ | Quit Creating Checks Employee 1of 3

I

Click Create Check & Go to Next Employee 6
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7. Repeat this process until all payroll checks have been created

Repeat steps 3-6 for each employee 7
Check Details >
General Information Pay Frequency: Semi-Monthly (24 Pay Periods)
Employee: | Person, Example - | Begin Date: | Month DD, YYYY B~ |
Recalculate
Check #: Pay Date: | Month DD, YYYY [+| EndDate: | Month DD, YYYY B~ |
Income Details Vacation / Sick Hours
Income: Rate: Type: Quantity: Amount:  YTD: Amount:  YTD:
Regular Houdy Pay  32.5000 Per Hour  30.0000 - 260000 2600.00 Vac. hours eamed 200 200
RN Vac. hours used 0.00 0.00
S~ For Hourly Employees, )
~J enter the hours in the Sick hours eamed  1.00 100
Quantity field Sick hours used 0.00 0.00
Learn how to rollover hours from |ast vear
Tax Details DeductionDetails
Tax: Amount: YTD: Deduction: Amount: YTD:
Federal Income Tax ﬂ 175.09 179.09 401K (Employee) 52.00 52.00
Social Security (Employee) 161.20 161.20
Medicare (Employee) 3770 3770
State Income Tax 12613 126.13
Local Income Tax 0.00 0.00
State Disability Insurance (Employee) 0.02 0.02
Social Security (Employer) 161.20 161.20
Medicare (Employer) 3770 37.70
Fed Unemployment (Employer) 15.60 1560
State Unemployment (Employer) 52.00 52.00
State Disability Insurance (Employer) 0.02 0.02
Other Optional Details Check Summary
Amount: YTD: Total Incomes: Total Taxes: Total Deductions: Net Pay:
Hours Worked 0.00 00 This Check:  2600.00 0414 K200 2043 .86
Weeks Worked 0.00 00 ¥TD: 2600.00 504.14 52.00 2043.86
MEMO:
Create Check & Go to Next Employee | | Skip Employee | | Quit Creating Checks Emplayee 2 of 3
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8. Once you have created all of the checks, you will receive a message indicating the number of checks
that have been created.
9. Click OK

Number of checks created 8

: File Edit Tools Help OrderChecks and Supplies
: i New .AEdit [] Delete  Print Selected Check Z\Print Multiple Checks [ Direct Deposit !
Check Preview [0...

Check Summary for "Katie Smith"

Arranged By: Date

(%) All Checks _ Pay Period: From:
_ =) March Net Pay: §2267.72
2 This Month Payroll Mate 2 etails
i1 This GQuarter L Type: Rate:
) This ¥ ary PerYear  $65200.00
is ear
o Mumber of checks created: 3

l Social Semnty (Employee)

Medicare (Employee)

Employees )

Click OK 9 State Income Tax
Forms Local Income Tax
Reports State Disability Insurance (Employes
Company Social Security (Employer)
1099 & Vendor MEn?hmre {Empluyer} . i
Tutorials Deduction Details

= Title: Amount:  ¥TC

I ' . I

Congratulations. You now know how to pay multiple employees!
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