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HOW TO SET UP EMPLOYEE SOCIAL SECURITY TAX Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

Make sure you are in the correct company.  
 

• Social Security Tax is a table that is preconfigured in Payroll Mate 

• Social Security Tax withheld is based upon how the employee is set up within the software 

• When you fill out the tax information in the employee wizard you are setting up Social Security Tax 

withholding. 

• Please ensure you have the correct boxes checked in the taxes screen 

 
1. Click Employees 
2. Select the Employee  
3. Click Edit 
 
 
 

 

Click Employees 1 Click Edit 3 

Select the Employee 2 
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4. Welcome to the Modify Employee Wizard will appear, click Next until you reach the Taxes screen.   
 

 
 

5. Select both Social Security boxes if they are not checked 
6. Click Next, continue to click Next until you reach the Finish screen 
 

 
 
 
 

Click Next 4 

When Employees are created, the 
Social Security boxes are selected by 
default.  

Unchecking these boxes will prevent 
Payroll Mate from withholding this tax. 
You can not edit the tax but you can 
override figures when creating the 
check. 

Click Next 6 

Select both Social Security boxes 5 
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7. Click Finish 

 

 
 

Click Finish 7 
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