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HOW TO SET UP A CUSTOM DEDUCTION THAT IS NOT BUILT 
INTO PAYROLL MATE Question 

 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 
Make sure you are in the correct company.  
 
1. Click Company 
2. Click Deduction Categories 
3. Click Add  
 

 

 

 

 

 

Click Company 1 

Click Deduction Categories 2 

Click Add 3 
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4. Warning message about adding a custom new deduction will appear.   
 Read the message carefully, then click I understand.   

 

 

 

5. Enter your Deduction Details  
6. Click OK  

 
 

 

 
  

 

Your deduction is now visible in the list of deductions 

Enter the Title for your deduction. 

The abbreviated name field will default to 
what you entered in the Name field. You 
can override the default name if 
necessary.   

Select the calculation method  

Select who the deduction is Paid by, the 
Employee or Employer.  

Enter the Cutoff amount, if applicable 

Place a checkmark in one of the W-2 
Options, if applicable 

Select the Exemptions drop-down to place 
a checkmark on any applicable 
exemptions, if applicable 

For information on whether or not you 
deduction is exempt you can consult your 
tax adviser. 

 

Click I understand 4 

Enter Deduction Details 4 

Click OK 6 
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.  

You can now add this deduction to your employee(s)  

 
7. Click Employees 
8. Select the Employee to apply the deduction 
9. Click Edit 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

Click Employees 7 

Select the Employee 8 

Click Edit 9 
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10. Welcome to the Modify Employee Wizard will appear, click Next until you reach the Deductions 
screen.   
 

 
 

11. Select the deduction for that employee. (Test Deduction is example) 
12. Click Next, continue to click Next until you reach the Finish screen 
 
 

 

13. Click Finish 
 

Click Next 10 

Click Next 12 

Select the deduction 11 
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You may not apply this deduction to appropriate employees.   
 

Click Finish 13 
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