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HOW TO SET AND MANAGE 401K CONTRIBUTIONS Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

            

Payroll Mate has built-in 401K deductions 

* Please note: Payroll Mate does not manage your 401K contributions *  

 

Add 401K to an employee:  

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

 
 
 

 

Select Employee  2 

Click Employees 1 Click Edit  3 

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. 

 

 

 

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

 
 

 
Continue to click Next until you reach the Deductions screen 
 
5. Select 401K (Employee)    
6. Enter the percentage that employee elected for their contribution 
7. Click Next until you reach the Finish screen 

 

 
 

Click Next  4 

Click Next  7 

If your organization participates in 
contributing, you can select 401K (Employer) 
as well and enter the percentage amount.   
 
If you select 401K (Employer) this will not 
appear on the check and the employee will 
not be able to see the company’s contribution. 

Select 401K (Employee)  5 

Enter the percentage 6 
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8. Click Finish 
 

 

Click Finish 8 

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

