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HOW TO SET UP AN EMPLOYEE THAT IS EXEMPT FROM 
TAXES Question 

 

 
 
   

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 This tutorial is for information purposes only. It is your responsibility to make sure the payroll setup is 
correct. 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 have the correct company open inside Payroll Mate  
 
1. Click Employees 
2. Select employee to edit 
3. Click Edit 

 
 

  
 

Click Employees 1 

Click Edit 3 

Select Employee 2 
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4. Welcome to the Modify Employee Wizard dialog will open, click Next 
 

 
 
Continue to select Next, until you reach the Tax Setup  
 
5. Checkmark the taxes for which the employee is claiming an exemption from withholding   
6. Click Next 
 

 
 

Click Next 4 

Checkmark taxes to be set to 0 5 

Click Next 6 
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7. Click Yes 
8. Click Next 
 

 
 
9. Warning will appear.  Read warning carefully 
10. Click in the box next to: “I have checked with the IRS or a tax professional and I would like to 

proceed. I understand this change might cause issues.”  That will place a large X in the box. 
11. Click Proceed 
 
 
 
 
 

 
 
 

 

Read warning carefully 9 

Click in the box 10 

Click Proceed 11 

Click Next 8 

Click Yes 7 

https://www.realtaxtools.com/livechat/
mailto:Support@RealTaxTools.com
http://www.realtaxtools.com/


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

 

 
 
 

© Copyright Real Business Solutions. All Rights Reserved. 

 

 

12. You will return to the Tax Setup, click Next 
 

 
 
Continue to click next until you reach Taxes 
 
13. DO NOT uncheck what is already checked on the Taxes page 
14. Click Next 
 

 
 

Click Next 12 

Click Next 14 

DO NOT uncheck tax on this page 13 
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15. If you do uncheck a tax, you will get a warning message that removing this tax will affect the taxable 
wages which will reflect on the W2, W3 and 941 forms.  
Click No 
 

 
 
16. Click Finish 
 

 
 
 
 
  

 

Click No 15 

Click Finish 16 
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