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HOW TO PROCESS MID YEAR TAX RATE CHANGES Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

  

It is best practice to ensure that you are always using the most current tax tables.  We recommend that 
you always allow Payroll Mate to check for updates.  We recommend selecting Yes, each time you use 
the software. 

Payroll Mate will update Federal Tax tables and social security, please be sure to stay up to date. 

For other taxes you will have to manually update the tax rates. 

 

When opening the Payroll Mate software, select Yes to update 

 

 

 

If your State Unemployment and/or State Disability Tax Rates change, see the directions below for how 
you can make the change in Payroll Mate.   
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Your State Unemployment and/or State Disability tax rates changed: How to update them 

Make sure you are in the correct company. 

1. Click Company 
2. Click State Tax Information 
3. Enter your updated tax rates   
4. Click Update  
 

 

 

 

 

 

Click Company 1 

Click State Tax Information 2 

Enter your updated tax rates 3 

Enter your updated tax rates 3 

Click Update 4 
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For user defined tax categories  

1. Click Tax Categories 
2. Select the tax category that you need to edit (Example: My own tax category) 
3. Click Edit 
 

 

         

 

 

 

 

 

Click Edit 3 

Click Tax Categories 1 

Select Tax Category to edit 2 
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4. Enter your tax rates  
5. Click OK  
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Enter your tax rates 4 

Click OK 5 

NOTE: 
Various Calculation 
methods are 
available.  
Depending upon 
the Calculation 
selected, you might 
not have Quarterly 
Rates but a 
different field 
appropriate for that 
Calculation 
method. 
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6. If you have more custom incomes, you will receive the message below.  Click OK 
 

 

 

Click OK 6 
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