Getting Started - Payroll

Payroll Set Up
Prerequisites for payroll setup
- Chart of Accounts setup
- Salary/wage expense account numbers defined
- Expense accounts for church's portion of FICA/Medicare

— Tax Liability account numbers defined
—Vendors in Accounts Payable setup for tax payments and User Deductions

The following items also need to be set up prior to entering Employee Information:

Default Payroll Preferences
» CDM+ (macOS)/File (Windows) »>Preferences »>CDM+ System P>Payroll

I cvenregistration | roommate | S * .
Click checkbox for "Post taxes and other

deductions to Accounts Payable" to enable
CDM+ to AUTOMATICALLY create Accounts
Payable invoices for these withholdings.

| Revet Dispayea setungs == - |
Deduction Setup
»Program P>Payroll P>Deduction Setup Records
i e o Deductions Codes — Create
; g = appropriate Local taxes and
) Nene .
R over Other Deductions. User
S defined deductions may be
o calculated on hours worked
I ‘ and employer matching
& iR @ : sew Calculation
- e amounts.

- Deductions can

ezt

Withholding Account: 2500

Employer Match: [<none> 5

be

calculated on Pay or Hours.

+ Option to NOT post a
deduction to Accounts

Payable.

£ Configure .
« The deduction type of
- Employer Matching will
o o perod [Gross 19 not be deducted from
e e EER the employee's gross pay.
o oo [Favamom 0] s Rather, it will be expensed

mitto 00) [Fiat e[| par vear

to the account number

listed on this window.
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Default Employee Information Setup
»Program P>Payroll »-Payroll Setup »Employee Information tab

* When setting up Default

_ | Payroll Setup | Employee Information
Checks Payroll Settings ACH Setup Accounts Payable . . . .

Default Employee Information Setup Change  Cancel  Save h € re, t h IS N fO rm at lon YVI I I

Pay Items ‘ User Deductions ‘ Liabilities be pOPUIated When add I ng

new employees.

The Payroll Setup window is made up of four sections, as shown above outlined by a rectangle. The first section,
the Employee Information tab, is comprised of four sections (circled above). The first Employee Information
section is Pay Setup and it should be completed with information likely pertain to the average employee.

Create default setups on the Pay Setup tab that will be loaded automatically for each new employee entered.
All default settings may be changed as needed during the employee entry process.

Pay Setup
¢ Peyrol Setup Click the Change button to enter
Checks | Payroll Settings | ACH Setup | Accounts Payable d f It | i
Default Employee Information Setup Change  Cancel Save efau emp Oyee se up.
Payltems | UserDeductions | Liabilties Enter the personal information

Tax Table Codes

State: [Kentucky v

Local 1: Lexington Tax v

required by federal and state tax
reporting forms.

Statutory Employee | | Retirement Plan | | Third-Party Sick Pay | | Electronic W-2 Only

Local 2: w2

Marital Status: | Single or Married ... ¥

Federal Allowances: 0

Exclude from Payroll Tax Forms

Auto Draw

State Withholding

[V EYIEIRSIC 0EH [Single or Married filing separat... 53

State Allowances: 0

Chart Of Accounts Close
Pay Items
U Bayrol Sehup Pay Items determine how the
Checks Payroll Settings ACH Setup ‘ Accounts Payable . . .
e S — employee s paid, e.g., salaried,
e Pay Setup WAL User Deductions | Liabilties h ou rly/ etC, | n CI u d | n g p ay
- Description: Pastor's Salary v Type: | Hourly Allowance .
0 say frequency, amounts paid, and
Eloesncolll Hossiiy Pay Rates Employee Expense dIStI nCtIOﬂ betWeen federal
Standard Rate: 2975.00 Account #: 5000 Senior Minister Salary (3000.5000.H)
ours: = Emelever EI:ZG:‘:SE 5090 Church's FICA/Medicare Portion (300... a n d State taXa b I e, a n d n O n -
Medicare: - 5090 Church's FICA/Medicare Portion (300... taXa b I e sources Of paym e nt[
V' Auto Load when adding new employee a I on g W|th Ied ger accou nts
for proper posting to ledger.
o Toxes/Dedustons
Chart Of Accounts Close

On this tab, create all possible types of pay that may be needed by any of your organization's employees,
e.g., housing allowance, Social Security supplements payments, utility allowance, etc.

Complete the required information for the DEFAULT EMPLOYEE by adding the appropriate pay items from
the "Payroll Settings" tab. Be sure to enter the General Ledger expense accounts for Salary and employer
Expense Accounts for FICA/Medicare.
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User Deductions

[ ] Payroll Setup
Checks | Payroll Settings | ACH Setup | Accounts Payable
Default Employee Information Setup Change = Cant
Pay Setup | Pay ltems Liabilities
Deduction | Amount | Account | Vendor | Frequency
% Pension g 250.00|[Z] 2500 AccountsPayab/e»Z|Denom|naliona\PEnsTE‘OnceaMumrﬂs(PaE

cel

Entertheappropriate deductions,
other than taxes, that were
created in Deduction Setup,
e.g., pension withheld, employee

Save

Add Deduction

health insurance premiums, and
other miscellaneous deductions.

(*) Employer Tax

Chart Of Accounts Close
o TP
Liabilities
) Payroll Setup Select the appropriate Liability
Checks Payroll Settings ACH Setup Accounts Payable
o Emiome | | accounts and vendors for all
Default Employee Information Setup Change ~ Cancel ~ Save . . . .
Pay Setup ‘ Pay Items User Deductions appllcable WItthIdIng' Thls
e e AT will automatically complete
Federal: <% 2000 Federal Tax Payables (2000.C) (NATIONALCITY) National City| 8 List W . clegs
Fick 12010 | FoAModicas Pyables @010C)  NATIONALGITY) Natonai Gy § Uit Wb the Liabilities tab of each new
Employer .FICA: <2010 FICA/Medfcare Payables (2010.C) (NATIONALCITY) National City List - employee.
Medicare: < 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List WM
Employer Medicare: <% 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List W
State: <+ 2020 State Tax Payables (2020.C) (STATETREAS) Kentucky State| &  List @l
Local 1: % 2030 Local Tax Payables (2030.C) (COUNTYTREAS) Clark County §  List W
Local 2: < Enter Vendor's code or name List W

Chart Of Accounts

Payroll Checks Setup
»Program P>Payroll p>Payroll Setup P Checks tab
Select and modify Payroll checks

o Payroll Setup

Employee Information [ICWll Payroll Settings | ACH Setup | Accounts Payable

Formats Check

Payroll

Payroll Check for: John Doe

Period Ending: Oct 15 2003
Check Date: Sep 7 2023

Close

- Select the ADD button at the
bottom of the Formats column to
create a new check setup; name
the check setup when prompted

L B

Add Delete Show dividers Duplicate Rename

Chart Of Accounts
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[Pay Item Hrs. [ $/hr. Period YTD | [Summary Period YTD .
Reoar Say WA WA 70210 Te75509 | Farmings and then choose the appropriate
lOrganist 34.14| 3.00| 102.42| 5123.49 || Gross Pay 832.25| 21861.58
(Overtime) 3.00| 9.24 27.73|  500.00 || Allowances 0.00 0.00
| Mowances check format.
Federal 17.32 3652.06
FICA 460 352,06
Medicare 1.41| 1760.20
[Deduction Period Y10 | vrp Sick Used: 2.00 i:fc‘:l zg:gg 1293:83
Sick Balance: 3.00(2 more items) 57.98 148.15
YTD Vac. Used: 10.
Vac. Balance: 5.00 Net Pay: 721.91 14,651.08

Q Zoom to default Q

Modify Print Test

Close
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g 1 2 7 5

Payroll Check for:: Employee Name

Period Ending: Pay Period

Check Date: Date

[Pay Item Hrs. [ $/hr.

ivPayitems

[Peduction eriod

i YTD Sick Used: SU

Deducti

Sick Balance:'SB

" YTD Vic. Uséd: VU

[vSummary

Date
Date2

oo rnnnnan oo Settings for:

General

Deductions

" Vac. Balance: VB

Item Settings

Drawing m

Drag a field to the report to add it:

Period Y10 [Summary Period Y10 Amount (Number)
Begin Pay Period
Check Amount (Text)
Check Number

Employee Accounts
Employee ID
Employee Name

Name & Address

Net Pay:. | Net Period: Net YTD Federal Allowances

ftem Settings Show Check/Stub Dividers

Payroll Settings
»Program P>Payroll PPayroll Setup P Payroll Settings tab

Full Employee Name & Address

Full Employee Name

Marital Status
Net Period
Net YTD

Pay Items

Pay Period
Personal Time Balance

nnnnnnnnnnnnnnn

Payroll Setup

Employee Information ‘ Checks Payroll Settings ACH Setup Accounts Payable

Pay Descriptions Time Off

Health Insurance Sick Accrues: Days ° Hours

Housing Vacation Accrues: @) Days | Hours

Pastor's Salary Other Accrues: (@) Days Hours

Reg Hours

Other Description: Personal
Travel
Add
Enable Advanced Fund Accounting Posting in Payroll
Change| Cancel | Save

Chart Of Accounts

ACH Setup
»Program P>Payroll »Payroll Setup P»ACH Setup

If you have this CDM+ add-on feature, you will need to enter the appropriate information provided by your
bank for creating the ACH file to upload to your bank for processing. Setup details are in the Payroll Procedures
section of this manual. Call CDM+ Sales at 877-891-4236 for ACH Direct Deposit Payroll purchase information.

NOTE: IF YOU USETHE DIRECT DEPOSIT FEATURE BUILT INTO CDM+, THEN YOU DO NOT NEED TO COMPLETE
THIS SECTION. THE INFORMATION ON THIS TAB IS ONLY USED TO POST A NACHA FILE TO YOUR BANK.
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Close

- Select the MODIFY button
to change an existing check
setup.

- Change the check format by
dragging and dropping the
fields in the desired location.

- NOTE: Remove any
reference to Social Security
Numbers from the Payroll
Stubs.

Set defaults for Time Off here.

NOTE: This section needs to
be configured prior to entering
information for employees
on the Pay Items tab under
Employee Information, as
the default employee may
not qualify for the various
allowances and specialized
pay items.
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Tax Forms Payer Info

»Program P>Payroll »>Payer Records

o0 e
sHow
%k A
@ None
7 Find
7, Searches
ER erid
Do
- Add
@ Multi-Add
" Change
T Delete

+/ Mark Default

£ Configure

@ collapse

Payer Records

Description ~ Federal ID Number

Suran Systems, Inc. 91-5463466 i
" FCC Big City 2 Results
[ Payer Connections
* Description: FCC Big City * Federal ID Number: 617495739
Company Contact * States
* Name: First Community Church * First Name: Ruth State ‘Ta" D ‘
UL KY v |2as678 |
Trade Name: * Last Name: Stokes
* Address 1: 123 Main St * Title: Bookkeeper
Address 2: Address:
* City: Big City * Phone: 859/555-1234 Ext:
* State: KY *Zip: 40123
* Phone: 859/555-1234 Ext

Fax:
* Email: bookkeeper@fcc-bigeity.org
941 Depositor Frequency: @) Monthly = Semiweekly

Add State

(* required field)

»Program P>Payroll P> Tax Tables
Updating Payroll Federal/State Tax Tables

Complete all required items
(marked with an asterisk).

Enter all the information needed
by Aatrix to properly prepare all
tax forms for federal, state, and
local taxing authorities.

NOTE: Even if your state does
not withhold taxes, you will
want to indicate a state.

Federal and State tax tables are automatically updated when selecting Calculate Payroll, View Payroll Tax
Tables, or Tax Forms for the first time in a day. NOTE: You must be connected to the Internet and currently
enrolled in CDM+ Premier Support to use CDM+ Payroll. This ensures you are using correct tax tables and forms.

Setup

Employee Information

»Program P>Payroll »Employee Records

o0 e Employee Records

SHOW Employee ID ~ First Name Last Name Position/Title
* Al 123456 iMike {Disney

MONTHLY-MAQ1 iWilliam {Martin Custodian
@ None MOREHO1 {Robert Morehead Senior Pastor
O Find NEO1 “Marie Newell Nursery Attendant
PAOT :Dean Patterson Senior Minister

Q Searches fqyqy {Ruth IStokes Office Mgr
EH Grid {
= ‘f Dean Patterson 6 Results

5o < o : Employee Info  : Setup Pay ltems Deductions  : Liabilities : Time Off  : Comments  : Accounts  : Connections  »
- Add Personal Information Employment Info
@ Multi-add Last Name: Patterson Suffix Employee ID: PAO1
¢ Change First Name: Dean Position/Title: Senior Minister

Middle Name Start: Dec 6 2014 Finished:
Delete Birthdate: Mar 6 1952 Payer: | FCC Big City e
Go SS#: 444-99-3333
No Longer Employed
B Address HIRE Act Employee @
=4 Payroll Address Information
2> Individual Address: 287 Keeling Lane Link To Address Rec.
Select Address
MapQuest
City: Big City State: KY  Zip: 40123
Primary Phone: 606.555.8976 Email: terry@suran.com =
Individual: [Dean Patterson v

£} Configure
9 collapse

*The Employee ID field
must be completed.

This field is user-defined
and may be used to
categorize employees by
departments, etc.

Check”“Link to Address Record” (to the right of the address block) for access to member’s address information.
When the window opens, find the Address record, click OK, and auto-fill the employee address and phone.
When changes are made to the address in Address Records, the information will be updated on the Employee
Information window when this is linked to an Address Record.
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After entering the basic Employee Information, click on the Setup tab for the next screen of data to fill in:

‘f* Dean Patterson 6 Results

¢« @ : Employeelnfo : Setp : Paylems : Deductons : Liabiiies : TimeOf ; Comments : Accounts : Connections >

Tax Table Codes

State:
Local 1: Lexington Tax (V]

Statutory Employee | Retirement Plan | Third-Party Sick Pay | Electronic W-2 Only

Local 2:

W-4 Type: [ 2019 or earlier -

Federal Allowances: 0

Exclude from Payroll Tax Forms

Auto Draw
Print Check Stub

State Withholding

State Allowances: 0

Upon completing the Setup information, click the Pay Items tab to open the window:

"i Dean Patterson 6 Results *

<« @ : Empoyelnfo : Setup : Paylems : Deductions : Liabiies : TimeOf : Comments : Accounts : Connections ) .
s — Pay Items determine
= 3 Description: Pastor's Salary | v} Type: Hourly Allowance

e escription H H

L a N O sslary how the employee is paid,

alary Pastor's Salary
Allowance  iHousing H
wowance [Tave pay Rates Empoyeo Expense e.g., salaried, hourly, etc,

Standard Rate: 1500.00 Account #: 5000 Senior Minister Salary (3000.5000.H) . .
Wows:  ooo  Employer Expense including pay frequency,
FICA: 5090 Church's FICA/Medicare Portion (3000.5090.H)
Medicare: 5090 Church's FICA/Medicare Portion (3000.5090.H) amou nts pa ] d, an d

distinction between federal
and state taxable, and non-
taxable sources of payment,
along with ledger accounts
for proper posting to ledger.

Add Delete Load LS00 Taxes/Deductions

Click on the Taxes/Deductions button and complete the information:

"f Dean Patterson 6 Results
< o H Employee Info  : Setup Pay ltems Deductions  : Liabilities Time Off : Comments Accounts Connections
Pay Items Taxes User Deductions
Type Description Add On Amounts Status Exempt from Pay ltem
Salary Pastor's Salary Federal: 0.00 Exempt Exclude From W2 Pension
Allowance  {Housing FICA: 0.00 Exempt
Alowance  Travel Medicare: 000  Exempt
State: 0.00 Exempt Exclude From W2
Local 1: 0.00 Exempt Exclude From W2
Local 2: 0.00 Exempt Exclude From W2

Add Delete Load Pay Setup |ERENCEDELIEIELE

1. Add On Amounts — An amount to be deducted in addition to the amount calculated by the tax tables
based upon their applicable allowances.

2. Exempt box — A check here will eliminate any calculation by the tax tables.

3. Exclude from W2 box — A check here will prevent the pay amount from displaying in the appropriate
box on the W2. For example, if the box on the line for Federal is selected, the amount of the pay will not
be printed in the Federal Wages box on the W2, currently named Box 1.

4. Deductions Exempt - If you have deductions setup for this employee and check this box, then this
deduction will never be taken from this particular Pay Item(s).
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Upon completing the Pay
Items information, click on
the Deductions tab and add
the appropriate deductions
for the employee.

Next, click on the Liabilities
tab to review and change
the Liability information as
needed.

Click on the Time Off tab to
set up Time Off. There are
three different types of Time
Off that you can track: Sick,
Vacation, and Other. In this
case, Personal. Time off can
be accrued or a set number of
days can been entered.

Comments is a good place
to track pay increases and
other information related to
a change in payroll.

2024 CDM+ Users Conference

")'r Dean Patterson

6 Results.

< @ : Empoyelnfo : Setup : Payltems : Deductions ; Liabiities : TimeOf : Comments : Accounts : Connections
Deduction | Amount | Account | vendor | Frequency |
Pension B4|  15000] 7 2500 | Accounts Payable - 2500.C (6912.4.|D Pension Fund [ once a Month 15t Pa 4]
Add Deduction (*) Employer Tax
‘ﬁ‘ Dean Patterson 6 Results
< @ : Employeeinfo : Sep i Payltems : Deductions : Liabilties ; TmeOf : Comments : Accounts i  Connections >
Account # Vendor Use Entered Amounts
Federal: -~ 2000 Federal Tax Payables (2000.C) (NATIONALCITY) National City| §  List M
FICA: 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List M
Employer FICA: - 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List M
Medicare: 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List M
Employer Medicare: -~ 2010 FICA/Medicare Payables (2010.C) (NATIONALCITY) National City| §  List M
State: - 2020 State Tax Payables (2020.C) (STATETREAS) Kentucky State| §  List M
Local 1: 2030 Local Tax Payables (2030.C) (COUNTYTREAS) Clark County §  List M
Local 2: Enter Vendor's code or name List Wl
f Dean Patterson 6 Results
¢« @ : Empoyeeinfo : Setup Payltems : Deductions : Liabiltes : TmeOf : Comments : Accounts :  Connections »
Current Sick Totals Sick Adjustments
Accrued: 13 Date Accrued Used = Comments
Used: n Oct 8 2022 3.0000 0.0000
Balance: 2 H
| pelance ours Oct 312021 00000 8.0000!
Sick Setup Mar 24 2021 00000 1.0000] Flu
A 0/ H
ccrue fours Mar 23 2021 00000 1.0000 Flu
For E 0 Days Worked
ereven ays orke Mar 22 2021 00000 1.0000 Flu
© Hours Worked
Dec 282020 | 10.0000 0.0000
Start Date: .
Add Adjustment Last Calc'd:
Allow Carry Over to Next Year
@ vacoion | persona
°‘ﬂ‘ Dean Patterson 6 Results
< o H Employee Info  : Setup Pay ltems  : Deductions  : Liabilities  : Time Off  : Comments Accounts Connections )
Pastor's Salary increase on 1.1.18 to $1,500.00 a month. Removed Federal Wif of $150.00.
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Calculate Payroll

»Program P>Payroll P>Calculate Regular Payroll

Enter the Payroll Period dates and select the Frequency to pay. Click the Pay box to insert a check mark beside
the employees to pay. Select the appropriate Pay Processing Options, then click Calculate.

[ JOX ) Calculate Regular Payroll
Payroll Period From: Sep 12023 To: Sep 72023 Paid Date: Sep 7 2023
Frequency Pay D Employee Frequency
Weekly Quarterly MOREHO01 |Morehead, Robert A SemiMonthly
BiWeekly SemiAnnual PAO1 Patterson, Dean SemiMonthly
SemiMonthly Annual sT01 Stokes, Ruth SemiMonthly
Monthly Daily/Misc

Post Processing Options

Process Hourly

© open Payroll Records
Open Write Payroll Checks

* BE SURE to enter the correct Pay
Period date range and the Paid Date
here. Remember, 941s and W2s use
only the Paid Date for reporting
period purposes.

If you have checked the box "Process Hourly," after calculating the regular payroll (salaried personnel), CDM+
will ask if you would like to calculate hourly payroll next.

Payroll Period From: Se

o Payroll calculation complete.

Click the Pay box to insert a check mark
beside the employees to pay and enter

Frequency [ ok ] reaency | their hours worked. Click Calculate. If
Weekly SemiMonthly . .
Bieskly semiannual ||/ |PAo1 _|patterson, Dean “Tsemmomny  YOU checked Open View Payroll in the
SemiMontrly | Annual v [sror Jsiokes, rutn SemiMenthly Post Processing Options section of the
oty palbse Calculate Hourly Payroll, the View Payroll
Post Processing Options .
Process Hourly screen will appear after the payroll
Open Payroll Records
Open Write Payroll Checks Ca|Cu|ateS
Orgoto: »Program P>Payroll »Payroll
Records
alila N— If any errors are found, you
SHOW | Find records where [Last Name < Teawaito ~ Jpatterson Find | Advanced Find may use the Change button
* All Paid Date Pay Period End ~ Employee ID First Name Last Name Position/Title Scheduled Date Total Deposit Wi H
@ None Oct 112022 :Oct 112022 %PAO‘\ ;Dean ;Panerson ;Senior Minister §0ct 16 2019 3082.30 here to ma ke adJ UStmentS
/O Find Nov 25 2022 Nov 27 2022 iPAO‘( iPatterson iSenior M?nister H 0.00 O r C o r re Ct | o n S p rl O r t o
Dec 13 2022 :Dec 112022 1{PAO1 EPatterson ESemor Minister 0.00 . .

5 Searches  |Dec122022 [Dec 122022 {PAOT Patterson__Senior Minister 0.00 printing the payc hecks.
@ Grid Sep 7 2023 Panerson Semor Minister O t . /
- rTCQ corrections

o # Sep 7 2023 payroll for Dean Patterson 17 Results adJ ustments have been
. o H Summary Detail : Other Deductions  :
o G made, you are ready to
"7 Delete Payroll Period From: Sey Employee: Dean Patterson .
’ ]c; ’ To: ;:;2222233 Emmel;eey ID: PAO1 Write Payrol | Checks.

N Freq. Basis: SemiMonthly Payer: FCC Big City
I Employee Summary Taxes Check Information .

S Toable W2 Wibheld | Date aicsoep 7 2023 NOTE: Some changes

i Federal: 000 150000 0.00 ok #:
Allowances: 800.00 o oo oo e Check # _— may need to be made on
GrossPay 230000 | Medears: 000 000 000 hsset either the "Detail" or "Other
Taes: 0.00 State: 000  1500.00 0.00 ’ R B
Other Deductions: 150.00 Local 1: 0.00 0.00 000 Fy— Deductions" tabs to effect
NetPay: 215000 Local 2: 0.00 0.00 0.00 postod: chan ge on the summa ry
Empr FICA: 000  EmprMed: 0.00 Ledger Ref#: tab
£} Configure
. Collapse
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Write Payroll Checks
»Program P>Payroll »Payroll

Write Payroll Checks

. Print : Calculal@fimeoﬂ %:&‘
Write Checks Sarup e

Starting check number: Current Balance: 1,140.00
v 1 2,500.00
-1360.00

Choose the Paid Date from the

. . b | ked: 1
drop down list and verify all
. . . +| - Employee/Pay Item Net/Gross Check Number Employee ID
information on this screen before V& ot oo 230000 :
clicking the Write Checks button. o

After the checks are written,
CDM+ will ask if you want to go
to the Post Payroll window.

“Only checked items will be created

Reprinting Checks

Choose NO to going to the Post Payments windows; therefore, payments will not be posted.

Note the Mode Mark Unpaid icon will be highlighted in the top right corner. $ || I:l
Check the box(es) beside the check(s) that did not print correctly. Mode
Click the Mark Unpaid button at the bottom of the window.

>N =

[ ] Write Payroll Checks
Paid Date Print Calculate Time Off Mode

I

+]| - Employ: Do you want to create voided ledger entries for Number Employee ID
» B Robert A. Morehead these check numbers? i MOREHO1

No Yes

* Only checked items will be marked unpaid

5. Respond to the dialogue window with the question: Do you want to create voided ledger entries for
these check numbers?

NO - if the checks did not print and may still be used for printing

YES - if the checks are not available for printing, have been printed in error, or destroyed by the printer,
etc. CDM+ will then create a VOID entry in the Ledger for the checks.

6. The Write Payroll Checks window now highlights the yellow pencil Write Checks icon in the bottom right
corner of the window. Select the checks to be printed.

Reset the Starting Check number to the correct check number.
Click the Write Checks button.

. If you have posted Payroll to the Ledger, you can find the check in Ledger Entries, select Print on the left
sidebar, and reprint the check.

O
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Payroll Direct Deposit in CDM+
» CDM+ (macOS)/File (Windows) P>Preferences P>CDM+ System P>General

The direct deposit feature in CDM+ allows the user to schedule and transmit payroll directly to an employee's
bank account(s). Payroll is calculated normally. Instead of printing checks, a transmittal is created that will
electronically transfer funds from the organization's bank account to the employee’s account(s).

Please note: Payroll Direct Deposit requires a compatible merchant account. As of this writing, new merchant
accounts for Payroll Direct Deposit are not available, but it is anticipated this will change in the near future.
Contact sales@cdmplus.com to be added to a waiting list for a merchant account that is compatible with
Payroll Direct Deposit. The process to create and work with Payroll Direct Deposit as presented in this manual
will be the same once compatible merchant accounts are again available.

Employee Setup
»Program P>Payroll »Employee Records P>Accounts tab

‘f* Dean Patterson 6 Results
< o : Employee Info Setup Pay Iltems Deductions  : Liabilities Time Off : C H it H C ions )
Split Net by: o Amount Percent

Bank Account Information
Order Routing Number |Account Number Type Amount Notes
@®§ 042100146 354268759 Checking ° Savings 200.00
&§ | 042100146 142536875 © checking Savings 0.00

Add Total: 200.00

CDM+ provides for an employee's payroll check to be split between multiple accounts. If an employee wants
a certain amount to be distributed to a savings account and the remainder to go into a checking account,
then two lines would be entered on this tab. Splits can be done on a flat rate or a percentage.

If there is no split, the amount would be left zero so all funds will be deposited into the account listed.

If multiple splits are needed, the amount for at least one account should be left blank. The amount remaining
after the specified deposits are made would be deposited to the account with the blank amount. In the
example above, CDM+ would deposit $500 from each payroll to the employee's savings account (amount
specified) and the remainder to checking (amount left blank).

Be very careful that you have entered your employee's banking information correctly. CDM+ will validate the
bank routing number, but it cannot validate an account number. Please note, the name on the bank account
entered must match the employee’s name. Most banks will reject transactions if this information does not
match. A return fee will be assessed if the bank rejects the ACH transaction.
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»Program P>Payroll P Employee Records P>Setup tab

Under the setup tab, there is a check box for Auto Draw. Auto Draw must be EEEE—————
checked when using payroll direct deposit. If you need to create a payroll R e (el e e e

check for someone who ordinarily uses direct deposit, then uncheck this
box either before payroll is generated or on the View Payroll window.

Auto Draw
Print Check Stub

Other Required Information

When a direct deposit is scheduled, CDM+ will check the employee records for certain required information:

- Complete address information
- Account information under the accounts tab
— Chart of Accounts numbers for all pay items included under the deductions and liabilities tab

Scheduling a Payroll Direct Deposit

After creating your payroll, choose Direct Deposit from the Payroll menu.
»Program P>Payroll P>Direct Deposit Processing

® ® There are three buttons on the

left of this window: Drafts,

- Transmitted @ Bank Holidays Transmitted, and Bank Holidays.

. When the window is first opened,
the Draft view is opened.

ece - If a payroll is scheduled, but has
D W i@ e o not been processed, it will be
T T | YT s listed with a progress status of In

progress. Click on the line to see
the details. Here you can change
the transmittal date, if needed, by
clicking on the edit button on the
bottom of the window. To cancel
a direct deposit that is scheduled,
click on Delete Direct Deposit.

No payroll has been added to this deposit.

Add Direct Deposit_ Delete Direct Deposit @ collapse

If the Transmitted button is selected, then a history of all direct deposit transmittals will be displayed. By
selecting a transmitted deposit, the details of that transmittal will be displayed.

Payroll stubs can be generated from the Transmitted list.

To schedule a direct deposit, click on add direct deposit in the lower left corner of the window. Enter in
the date that you want the funds to settle in the employee’s account. NOTE: Your direct deposit must be
scheduled by 2PM ET two business days before you want the funds to settle in the employee’s account. CDM+
will validate that the date entered meets these criteria. Please be aware of banking holidays that may affect
this schedule when needing to schedule your transmittal. Direct deposit can be transmitted up to one year
in advance. Click the Bank Holidays tab to see a list of upcoming Bank Holidays that affect transmittal dates.
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[ JoX ) Direct Deposit Processing

o . Direct Deposit Payments.
7 Drafts Transmitted Bank Holidays
AR} (L] REMOVE
VAN
Bank Holidays:

) Al

Dean Patterson 2150.00
Date ~ Holiday SHOW
Nov 112023 Veterans' Day =i ';‘r’:‘:::g
Nov 23 2023 Thanksgiving Day
Dec 25 2023 Christmas Day CHECK STUBS
Jan 12024 New Year's Day . PrintAll
Jan 15 2024 Martin Luther King, Jr. Day
Feb 19 2024 Presidents' Day
May 29 2024 Memorial Day
Jun 19 2024 Juneteenth National Independence Day
Jul 4 2024 Independence Day
Sep 2 2024 Labor Day
Oct 14 2024 Columbus Day
Nov 11 2024 Veterans' Day
Nov 28 2024 Thanksgiving Day
Dec 25 2024 Christmas Day
Jan 12026 New Year's Day
Jan 20 2025 Martin Luther King, Jr. Day
Feb 17 2025 Presidents' Day
May 26 2025 Memorial Day Transmit
Jun 19 2025 Juneteenth National Independence Day BRpED
Jul 4 2025 Independence Day @ collapse

Funds are transmitted to your employees' bank accounts by 5 a.m. ET on the day you scheduled. Some banks may
process these transmittals at different intervals. Generally, your employees should see these funds in their account
early in the day on the date you scheduled. If the account entered is incorrect, or if the employee's bank rejects the
ACH transaction, it will take 2-3 banking business days for those funds to be returned to the payment processor.
The amount of the payroll deposit will then be placed back into your account, and a return fee will be assessed.

After entering a valid date, a list of available payrolls will be displayed on the left.

o @ Direct Deposit Processing
2\ Available payroll
i Transmitted uﬁu Bank Holidays Ly
Ll @ Al Sep 7 2023
Scheduled Est. withdrawal Total Deposit Status Dean Patterson 2150.00

May 92022 May 62022 ! 6320.35Not yet transmitted :
Sep 182023 :Sep 152023 - 0.00:Not yet transmitted ; Ruth Stokes 933.37

No payroll has been added to this deposit.

Add Direct Deposit Delete Direct Deposit @ Collapse

To schedule all of the payroll items, activate the radio button next to the word All. The list will be moved
over to the To Be Scheduled list.

You can schedule payroll for different dates by double-clicking on a single payroll line or shift-clicking to
select multiple lines and click on the Selected option only.

You can also see the details of the payroll accounts by clicking on a payroll and selecting Details. Jump
buttons to the view payroll window and employee window will also activate when a payroll line is selected.
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® @ Direct Deposit Processing

INI"I ‘ Transmitted @ Bank Holidays

Scheduled ~ Est. withdrawal Total Deposit Status
May 92022 iMay 6 2022 6320.35Not yet transmitted
3083.37:Not yet transmitted

Sep 18 2023 :Sep 15 2023

There is no payroll calculated for direct deposit.

Add Direct Deposit Delete Direct Deposit

Direct Deposit Payments

Dean Patterson 2150.00

) Al

SHOW

Ruth Stokes 933.37

-, Posting

= Preview

Transmit
Deposit

@ Collapse

If changes to the payroll or employee setup need to be made after a payroll is calculated and before being
transmitted, then simply make the changes and the direct deposit record will be updated accordingly.

If you need to generate a payroll check for a payroll marked for direct deposit, then open the View Payroll
window and uncheck the Auto Draw checkbox. The payroll does not need to be deleted and re-calculated.

[ JOX )} Direct Deposit Processing
e i Transmitted Bank Holidays
Scheduled ~ Est. withdrawal Total Deposit Status

May 92022  iMay 6 2022
Sep 192023 :Sep182023

6320.35 |Not yet transmitted
933.37:Not yet transmitted

Add Direct Deposit Delete Direct Deposit

There is no payroll calculated for direct deposit.

Direct Deposit Payments

REMOVE
) Al

X selected
GO

# Payroll
4 Employee
SHOW

Payment
Details

+ Posting
Preview

Transmit
Deposit

@ Collapse

A posting report will be generated after the transmittal. To view the posting report prior to the transmittal,

click Posting Preview.

Transmitting the Direct Deposit Payroll

When you are ready to transmit the payroll direct deposits to
your employees' bank accounts, click Transmit Deposit on
the bottom right of the window. A new window will appear
to confirm the deposit date and total amount of the payroll.
Click OK.

2024 CDM+ Users Conference

Direct Deposit Processing: Confirm Transmit

You are transmitting a direct deposit in the amount of
3,083.37
estimated to be withdrawn from your account on
Sep 15 2023
and deposited into the employee account(s) on
Sep 18 2023

Once transmitted, this direct deposit and any related
payroll records cannot be deleted or modified.

Do you want to continue?
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CDM+ will verify that all employee ope

Direct Deposit Processing

Some employees for this pay period have the following setup problems. Please correct these problems before transmitting the

information is complete. If something
is missing, a window will appear
indicating what needs to be fixed.
Click on Employee to jump easily
to the employee's record and enter
any missing information. Once all
information is complete, you will
be prompted to continue with the
transmittal.

direct deposit.

OET S A account has not been properly configured for the local2 withholding liability. o
Avendor has not been properly configured for the local2 withholding liability.
‘f Employee
3 collapse

Cancel

NOTE: Once a payroll has been transmitted it cannot be undone.

Posting Payroll to the Ledger
»Program P>Payroll »Post Payroll

o0 e Posting Report

== L

Print Page PDF

Listing of Payroll Posted on Sep 12 2023

Posting Ref.: 115

Employee Payroll

Check # Reference Transaction Date: Pay Period: Written To/Description: Account Debit: Credit:
475 Sep 182023

Net Pay Sep 7 2023 1000A1 000 215160

Sep 7 2023 Payrol 1,500.00 0.00

ep 7 2023 Payrol: Hou.. 800.00 0.00

ep 7 2023 2500.C 0.00 150.00

3200.7902.7 1.60 0.00

Total for Employee Payroll:  2,301.60

Invoices posted to Accounts Payable:

Invoice Date: Payee/Description: Account Amount:
Sep 182023 Denominational Pension Fund 150.00
Pension Withholding Sep 7 2023 2500C 150,00
Total Invoices:  150.00
pel B @, Zoom to default @

* PRINT the POSTING REPORT

After the Post button is clicked the
option to print the Posting report
comes up—select Printer and print a
copy of the report. The report details
the payroll posting including ledger
entries and AP invoices created.

«  Click the “Print Report Preview” button
to preview report

«  Click “Post” button to complete posting

to ledger

The Listing of Payroll Report may be previewed before the payroll is posted; this report will print after the

Payroll is posted.

Posting Report

Be

Print Page PDF

].

Listing of Payroll Posted on Sep 12 2023

Posting Ref.: 115

Employee Payroll

Check # Reference Transaction Date: Pay Period: Written To/Description: Account Debit: Credit:
475 Sep 18 2023

Net Pay Sep 7 2023 1000A1 000 215160

Dean Patterson Sep 7 2023 Payroll: Pas... 3000.5000H  1,500.00 000

| Hou... 3000.5045.H 800.00 000

2500.C 0.00 150.00

3200.7902.T 1.60 0.00

Total for Employee Payroll:  2,301.60

Invoices posted to Accounts Payable:

Invoice Date: Payee/Description:

Sep 182023 Denominational Pension Fund
Pension Withholding Sep 7 2023

19-14 Getting Started - Payroll

Account Amount:
150.00
2500.C 150.00
Total Invoices: 150.00

@, zoom to default @,
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Payroll Period Summary/Detail
P Reports P>Payroll Reports »>Summaries PPayroll Period Summary

— . Reports of payroll activity for the current or any
Payroll Period Summary . N
- = Y OB« 3 Payroll Period may be printed; note the Payroll

Print Page PDF TextFile Clipboard Numbers Excel Screen

Refresh H
~en Period Summary report.
A Standard Search Advanced Search
,  Expand Date Range Employees
. N Al Selected .
Date Paid Q) Pay Period ° S A Report Format Background Striping
Sep72023 | to Sep 302023 (123456)Mike Disney Expand

(MONTHLY-MAO1)William Martin Z . Show Striping
ORTIONS ° Composite

(MOREHO1)Robert Morehead

® R . Alternate Color: I:l
° epor (NEOT)Marie Newell Search Detail
= (PAOT)Dean Patterson
=
Format h St
. (STO)Ruth Stok
e OPTIONS
Page Setup
—
Logo
Text
SETUP
P
Load/Save
I‘:‘ Defaults
Collapse Show Inactive All | None
Payroll Period Summary
First Church
123 Main Street
Big City, KY 40123
606/555-1234
Pay Period
Sep 7 2023 to Sep 30 2023
Taxes
Payroll Period Hours OT Reg Pay Allowances Total Ded. NetPay  Federal FICA Medicare  State Local 1 Local 2 Other
Sep 7 2023 0.00 0.00 4,450.00 1,550.00 416.63 5,583.37 40.42  74.40 17.40 4841 18.00 18.00 200.00
Total: 0.00 0.00 4,450.00 1,550.00 416.63 5,583.37 40.42  74.40 17.40 48.41 18.00 18.00 200.00
Employer Total: 74.40 17.40
FICA/MED Total: 148.80 34.80

Total Federal Liability: 224.02

(Note the same report format may be printed in detail. “Payroll Period Detail")

Engage Payroll

The Payroll feature in Engage gives employees browser-based web access to view pay history in CDM+
Payroll. The organization will create the Engage URL and share the link with employees. For more on setting

up Engage, take Engage Administration or see Chapter 28 of this manual.

In the organization's CDM+ database, the employee's payroll record must be linked to the their individual

record.
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Linking An Employee to An Individual Record

In order to access Payroll History in Engage, the Employee Record in CDM+ Payroll must be linked to the
employee's Individual Record in CDM+ Membership.

»Program P>Payroll »Employee Records

Click Change and check the box nextto -« BT
0 . Do Employee ID ~ First Name Last Name Position/Title
Link to Address Record, then click Select .. |z
Ad dress @ cancel MOREHO1 Robert Morehead Senior Pastor
PAOT ‘Dean Patterson Senior Minister
STO1 Ruth Stokes Office Mgr
“t Dean Patterson 6 Results.
< o H Employee Info  : Setup Pay ltems  : Deductions Liabilities Time Off Comments Accounts  : Connections )
Personal Information Employment Info
Last Name: Patterson Suffix: Employee ID: | PAOT
Middle Name: Start: Dec 6 2014 Finished:

SS#: 444-99-3333
No Longer Employed

HIRE Act Employee (1]

Address Information

Address: 287 Keeling Lane Link To Address Rec.
MapQuest
Primary Phone: 606.555.8976 Email: terry@suran.com | |
@ collapse
This will bring up a search window from . oy
H H 1 ast Name ~ Primary Phone alutation Name
which you can Find the employee's = o
Address Record in your Membership 2 g
database. Select the appropriate Address o s
Record and click OK. + aw
@ select
In the lower-left portion of the Employee @ o
Info tab, you will now see the option to B ndoess
Choose the Individual from a drop-down
menu. Select the individual and click Save.
Repeat this process for each employee.
Primary Phone: 606.555.8976 Email: o) el
§3 Dean & Sharon Patterson 1 Result Collapse
Individual: | Dean Patterson " |
<none>

Dean Patterson

Sharon Patterson

The employees' records in Payroll are now linked to their Individual Records in Membership. Your employees
can now use their Engage logins/passwords to access their Pay History from a web browser on a smartphone,
tablet, or computer.
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Using Engage Payroll - Employee Access

Each employee will create their own password-protected account to log into Engage. RuTH
For more on how employees/members create Engage logins, please take the Getting
Started in WMTs and Engage class, or consult that section of this manual.

PROFILE

GROUPS

If the individual has already created an account at the organization's Engage URL, the =
same login will be used for all Engage features (member access, payroll history, events,
and online giving through Engage). Once logged in, the employee will choose Payroll.

PAYROLL

BILLING

LOG OUT

Information Available to Employees in Engage Payroll

..............

< [EE) com+ Early Adopter Documentation Payroll

L FOR MIKE Aug 18 2023 Sep 12023

$948.05 4 $1,200.00 $948.05

Withholdings Dedustions

First Church
123 Main Street $1,200.00
Big City, KY 40123

606/5551234

™ PrintPay Sub.
CDM+ —

Check Detail. Click or tap the Paid Date to see the
Check Listing. The first screen in Engage Payroll details for that pay period (paycheck).
is a listing of recent Paid Dates with the Gross and
Net pay amounts and the payroll check number
or Direct Deposit transaction ID number (Payroll
Direct Deposit is NOT required to use Engage Payroll).

< CDM+ Early Adopter Documentation YTD Payroll

$5,505.00 $4,364.79

360.0 5.0

5,505.00

CDM+

YTD Summaries. Click or tap the four digit year
to year-to-date summaries for the current or
previous year.

Other Info. Clicking or tapping the tabs for Pay
Items, Withholdings, and Deductions reveals
additional year-to-date amounts for the year
selected.
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