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Payroll Mate

HOW TO SET UP A PERCENTAGE OF NET PAY DEDUCTION

PLEASE REFER TO THE STEPS BELOW:

This tutorial is for information purposes only. It is your responsibility to make sure the payroll setup is
correct. We do not make recommendations for setting up payroll items. Consult your accountant or tax
advisor if you are unsure how a certain payroll item or your payroll in general should be set up.

Make sure you are in the correct company.

1. Click Deduction Categories
2. Click Add

i File Edit Tools Help OrderChecks and Supplies

General Information | Federal Tax Information | State Tax Information

Income Categories | Tax Categories | [ Deduction Categories = Click Deduction Categories 1
Title | Calculation |
4 AD1K (Employes) Percentage
AD1K (Employer) Percentage
Health Insurance Fixed
I T T T R—
Checks
Employees
e Click Add 2
Reports
[Comeany |
1099 & Vendor & Hovwto Create & Deduction Category
Tutorials Add | [ Et |
»
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3. Carefully review the disclaimer
4. Once you have carefully read and understand the disclaimer, click | understand

Carefully review the disclaimer 3

Attention A x
4 A\

i 'j You are about to custom add a new deduction category.

Flease remember that this newly created categony will directly affect vour tax forms and reports.

You may need to seek tax advice from your tax professional before creating this new category.

Once you have finished creating this deduction category and before you start creating real checks, we
strongly recommend that you create one or more dummy checks and confirm that all related incomes,
taxes and deductions are properly reflected on all tax forms and reports.

Cnce you start creating actual payroll checks it will be very difficult to fix any errors you may have
overlooked at this point.
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T e —— 4'— Click | understand 4
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5. Enter the Title you want for the deduction
6. Select Percentage of Net Pay as the type of Calculation from the drop down
7. Select whether the deduction is paid by Employee or Employer
8. Enter Rate (field cannot be blank) and Cutoff (as applicable)
9. Edit Tax Exemptions as needed
10. Click OK
Enter Title 5
Deducticn Details it
Title: | | Caleulation: | Percentage of Net Pay |<".l_ Select Percentage of Net Pay 6
Abbreviation: | | Paid by: Employee % Select Paid by 7

. Leave Blank Enter Rate and Cutoff 8
[ Rate: Era I:I for Mo Cutoff

[] Inactive Note: Payroll
Mate will stop

the deduction

W-2 Options once the cutoff
[] Use on Box 10 {Dependent Care Benefits) has been

If check W-2 boxes, reached.
[] Use on Box 12 deduction will appear on the

[ W2s
[] Use on Box 14 {Other)

Pre-tax payroll deductions are deductions that lower your employee’s taxable wages.

Wwhen you check any of the taxes in the list below you are lowering the taxable wages for that tax by the amount
of the deduction you are creating here.

| Exemptions |§11— Edit Tax Exemptions 9 Note: This tutorial assumes that the Percentage of Net Pay
= deduction payroll item is NOT exempt from Federal taxes.

You can't rely on this tutorial for tax advice and you will need

| 0K | | Cancel | to double check with a tax professional. State tax laws vary.
L — Please consult your tax professional to determine if any state
f ktaxes are affected by this payroll item and update your setup

accordingly.
Click OK 10
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Note: You will only receive this message if you have one or more custom added incomes.
If so, you will want to review the setup for the custom income(s).
If the deduction you are creating applies to them, you will want to update their setup accordingly.

11. Click OK

Payroll Mate X

| Payroll Mate detected you have one or more custom added
. . incomes,
' ' Please remember to review the setup for these custom
incomes and make sure this deduction applies to them and
update their setup accardingly.

< Click OK 11

0K

Note: If you need to update custom income categories to apply the Percentage of Net Pay
deduction, refer to steps 9-13. If this does not apply to you, please proceed to step 14.
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12. Click Income Categories

13. Select the custom income that needs to be updated

14. Click Edit
Click Income Categories 12
i File Edit quls\elp Order Checks and Supplies

| State Tax Information

Live Chat | Support@RealTaxTools.com | www.RealTaxTools.com

General Information | Federal Tax Information
Income Categories | Tax Categories | Deduction Categories
Title | Calculation
Regular Hourly Pay Per Hour
Owertime Hourly Pay Per Hour
Yearly Salary Per Year
Bonus ariable
Tips Received Directly by Employes Variable
Tips Paid by Employer Variable
Double-Time Per Hour
Commission ‘ariable
Mileage Per Mile
Piece Work Per Piece
Fringe Benefits Fixed
Life Ingurance owver 50,000 ‘ariable
Sick Pay Variable
acation Pay Hourly Per Hour
| — Sick Pay Hourly Per Hour
Checks Haousing Allowance Per Year
Employees » Uszer Defined Income Per Hour
My i t Per H
- y income category 'er Hour
Reports Select the custom income 13
Company How to Create an Income Category
1099 & Vendor Add | | Edi | Delete
Tutorials Z )
»
Click Edit 14
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You will now apply the deduction to the employee(s)

15. Click Employees

16. Select the Employee to apply the deduction
17. Click Edit

Click Employees 15 Click Edit 17

i File| Edit Iwﬂmw&mim

! [ New (3% Edit [edDelete & Pay . CheckHistory [¥] Pay Multiple Employees E
E"‘I[]lD‘b"EES First Name | I"-I'Iiddle| Last Name

James Wilzon

Jim (Inactive) Smith
(x) Al§Employees b, |Nelson A \nhitaker

\ Rachel (Inactive) M Lewis
\ Tom Le=
; ! &scn Smith
Employees Select the Employee 16
Forms
Reports
Company
1099 & Vendor
Tutorials
»
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18. Welcome to the Modify Employee Wizard will appear, click Next until you reach the
Deductions screen.

Modify Employee *
Welcome to the "Modify Employee” Wizard!

This wizard will guide you through the process of modifying an existing employes.

To continue, please click "MNexdt™. Click Next 18

| Cancel || Back || Neat = || Finish |

19. Select the deduction for that employee. (Test Deduction is example)

20. Click Next
Madify Employee x
Deductions How to Create a Deduction Category
B 401K (Employes) [Percentage]
B £01K (Employer) [Percentage]
B Health Insurance [Fixed]
] Child Support [Percentage]
[ Test Deduction [Percentage of Net Pay]

[ Supplemental Life Ins [Fixed]

Select the deduction 19

Click Next 20

| Cancel || < Back || Mext = ||

Continue to click Next until you reach the Finish screen
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21. Click Finish

Maodify Employee >
Finish

‘Wizard completed, please click "Fimish™ to update this employee
information.

Click Finish 21

Cancel | | < Back | | lext > | ’_‘ Finish
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