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HOW TO SET UP AND MANAGE SHIFT DIFFERENTIALS Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

 

Payroll Mate comes with the flexibility of being able to create user defined incomes. You can add 
virtually unlimited incomes as needed.  

Please note that Payroll Mate does not track this time and will need to be tracked outside of Payroll 
Mate.  

Create a user defined income:  

1. Click Company 
2. Click Income Category 
3. Click Add   
 
 
 

  
 

Click Company  1 Click Income Category 2 

Click Add 3 
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4. Read the Attention dialog box message, click I Understand 
 

 

5. Enter a Title for your new income category 
6. Select Type of calculation 
7. Select which Taxes and Deductions are exempt from this income (if any) 
8. Click Ok  
 
 

 

 

Click I understand  4 

Enter Title    5 

Click OK  8 

Select Type   6 

If you are not sure if this income is exempt 
from taxes you may want to consult your tax 
adviser. Payroll Mate will not be able to assist 
with this question.  

 

 

 

Select Taxes and Deductions   7 
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Add this income category to an employee: 

1. Click Employees 
2. Select the employee you want to edit 
3. Click Edit 

 
 
 
 

 
 

4. Welcome to the Modify Employee Wizard will appear, click Next 

 

Click Employees  1 Select the employee  2 

Click Edit  3 

Click Next 4 
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Continue to click Next until you reach the Incomes screen 
 

5. Click the Income you want to add to this employee (Example)   
6. Enter the amount for the employee 
7. Click Next until you get to the Finish screen 

 

  

8. Click Finish 
 

 

 

Click the Income to add 5 

Enter the amount 6 

Click Next    7 

When you create a check for this 
employee you will notice that there is an 
additional income line.  
 

Click Finish    8 
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