Payroll Procedures & Reports

Overview

The focus of this class is to understand the inner workings of CDM+ Payroll to help deal with situations that
you may encounter. We will look at the process of voiding a payroll, reissuing a payroll check, correcting
payroll not set up correctly, validating 941 and W-2 information, and verifying balance sheet payroll liabilities.
An overview of the optional ACH direct payroll deposit payroll process will be presented. If time permits we
will take an in depth look at using the features in payroll to track employee sick, vacation, and comp time.

Voiding a Payroll

Once payroll has been posted to the ledger the only way to void a payroll check or checks is from the Payroll
Records.

»Program P>Payroll »Payroll Records

[ JON ) Payroll Records
DO Paid Date Pay Period End ~ Employee ID First Name Last Name Position/Title Scheduled Date Total Deposit Wi
@ save Dec 312022 [Dec 312022 IMOREHOT ! {Senior Pastor | :
Jul 212023 {Jul 212023 1123456 :
@ cancel Aug 42023 iAug 4 2023 1123456
Aug 18 2023 :Aug 18 2023 1123456 :
Sep 12023 iSep 12023 1123456 Mike :
Sep 7 2023 gSep 72023 EMOREHO1 ERobert ESenior Pastor
Sep 7 2023 éSep 72023 EPAO‘I éDean ESenior Minister
Can79AND  iCAn 7 ANND ioTna N PAdfian M
# Sep 7 2023 payroll for Robert A Morehead 102 Results
o g Summary Detail : Other Deductions
Payroll Period From: Sep 12023 B Employee: Robert Morehead
To: Sep 72023 =) Employee ID: MOREHO1
Freq. Basis: SemiMonthly Payer: FCC Big City
Summary Taxes Check Information
Regular Pay: 1750.00 Taxable w2 Withheld Date Paid: Sep 7 2023
Allowances: 750.00 Federal: 000 1750.00 0.00 Check #:
FICA: 0.00 0.00 0.00 Auto Draw
Gross Pay: 2500.00 Medicare: 0.00 0.00 0.00 -
Asset: 2]
Taxes: 0.00 State: 0.00 1750.00 0.00
Other Deductions: 0.00 Local 1: 0.00 0.00 0.00
—_—_— Do not print or post
NetPay:  2500.00 Local 2: 0.00 0.00 0.00 posted:
Empr FICA: 0.00 Empr Med: 0.00 Ledger Ref#:
Collapse

VOID payroll checks written and posted to the Accounting Ledger in PAYROLL from the Payroll Records (see
above). Voiding payroll checks from the Payroll Records will:

- Place a Void entry in the Ledger as an offsetting transaction

- Adjusts AP Invoices for the voided taxes, if applicable

- Remove the payroll entry(s) from Payroll

Note: Voiding a payroll check in a quarter/year after 941s and W-2s have been reported to the IRS may require
you to file a replacement 941 or corrected W-2s. There are ledger options to re-print lost or destroyed payroll
checks without voiding them.
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Reissuing a Payroll Check

There are two ways to reissue a payroll check. First, you can void the check, recalculate the payroll, and print
a new check as usual. The second way, find the check in Ledger Entries. In the Entry Memo window, make
a note of the check number you changed. Then, change the check number, select Print Check on the left

sidebar, and reprint the check.

»Program PLedger »Ledger Entry Records

[ JOX } Ledger Entry Records
SHOW Amount Reference Nu... Transaction Date Type v
* Al 1200.00 264:Jun 17 2022 Payroll Check
2400.00 220:Dec 12 2022 Payroll Check
@ None 1200.00 275:Jul 29 2022 Payroll Check
O Find 1200.00 472}Jul 212023 Payroll Check
_ 661.50 209:Sep 23 2022 Payroll Check
o SEICHES 1200.00 283:Sep 2 2022 Payroll Check
@ Grid Sep 23 2022 :Payroll Check
3 q 840.00 278:Aug 12 2022 Payroll Check
eports
= S 1200.00 366:Jan 12 2022 Payroll Check
‘=, Print Check N
rint £hec ) Reference 208 Payroll Check 1086 Sep 23 2022 (996.00) 388 Results (T
ADD o i Entry User Fields
g Entry Reference 208 posted Dec 8 2023 from Payroll

s \ Check Date: Sep 232022 Check: 1086 Type: Payroll Check v Written To:  William Martin
i Deposit Vendor
MULTI-ADD Account Description Debit Credit Enter Vendor's code or name List
1000 Net Pay Sep 30 2016 0.00 814.01
P *Entry ; o
Checking - 1000.A1 (121,329.54)
< | *Check 5030 Sep 30 2016 Payroll: Reg Hours 996.00 0.00 o
Wi * Deposit Custodian Salary - 3000.5030.H (17,676.00)
2000 Federal Withholding Sep 30 2016 0.00 4712 a
0o (Memo |
Federal Tax Payables - 2000.C (4,924.82)
/" Change 2010 FICA Withholding Sep 30 2016 0.00 61.75 o
GO FICA/Medicare Payables - 2010.C (14,221.90)
. . 2010 Medicare Withholding Sep 30 2016 0.00 14.44
¢ Invoice . 0
FICA/Medicare Payables - 2010.C (14,221.90)
=/ Payroll 2090 Qtata Withhaldina Qan 20 2018 nnn 2271
o Configure Add Line ltem Totals: 996.00 996.00 Difference: 0.00

@ Collapse
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o Amounts for posted payroll must be edited from the Payroll Records window. Click Payroll in the sidebar to view the payroll records.
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Correcting Taxable or W-2 Information Not Set Up Correctly

Once a payrollis posted, the amounts on the payroll cannot be changed. On the detail tab, the W2 information
can be changed. For example, a Minister's Housing was not marked as being exempt from Box 1 of the W2.
This can be changed on the payroll record.

»Program P>Payroll »Payroll Records

[ JON ) Payroll Records
SHOW Paid Date Pay Period End ~ Employee ID First Name Last Name Position/Title Scheduled Date Total Deposit Wi
* Al Dec 312022 iDec 312022 {MOREHO1 {Robert {Senior Pastor | | |
Jul 212023 123456 Mike
@ nNone Aug 4 2023 123456 Mike
O Find Aug 18 2023 123456 Mike
. Sep 12023 123456
<) EEEICHED MOREHO1 Senior Pastor
@ Grid Sep 7 2023 {PAO1 :Senior Minister ~ : H H
Can 79000 feran ASfinn KA Anni
m= Reports
po # Sep 7 2023 payroll for Robert A Morehead 102 Results
. H Summal H Detail : Other Deductions
# Change o Y
"7 Delete
GO
Pay Items Description: Pastor's Salary
4 Employee
Description Type: Salary
§ Item Detail Taxable/W2 Income
Pastor's Salary
Rate Hours
Housing Taxable w2 Status
Regular: 0.00 0.00 Jud
Overtime: 000 0.00 Federal: 000  1750.00 Exempt Exclude From W2
FICA: 0.00 0.00 Exempt
Gross: 1750.00 Medicare: 0.00 0.00 v Exempt
FICA/Medicare State: 0.00 1750.00 Exempt Exclude From W2
Employee  Employer Local 1: 0.00 0.00 Exempt Exclude From W2
FICA: 0.00 0.00
Local 2: 0.00 0.00 Exempt Exclude From W2
Delete Medicare: 0.00 000 o P
£} Configure
Collapse

Another option is to enter in a payroll record to adjust the W-2 totals. If an adjusting record is entered in, the
Date Paid must be filled in and the Do not print or post checkbox would be checked on.

o0 e Payroll Records Check Information
Do PaidDate  PayPeriod End ~ EmployeelD  FirstName  LastName  Position/Title  Scheduled Date Total Deposit Wi .
e Save Dec 312022 :Dec 312022 IMOREH01 Robert EMorehead ESemnr Pastor 0.00 Date Paid: Sep 72023
Jul 212023 {Jul 212023 5123456 Mike EDisney 0.00 CheCk #:
@ cancel Aug 42023 iAug 4 2023 1123456 Mike i i 0.00
Aug 18 2023 iAug 18 2023 5123455 Mike 0.00 Auto Draw
Sep12023  Sep12023 1123456 Mike H 000} =
Sez 72023 ESe; 72023 {MOREHO1 Robert Senior Pastor 0.0 Asset: [Z]
Sep72023 Sep72023 iPAO1 Dean Senior Minister 000}
# Sep 7 2023 payroll for Robert A Morehead 102 Results Do not print or post
@© : Summay : Detail :  OtherDeductions : Posted:
Payroll Period From: Sep 12023 |+ Employee: Robert Morehead Ledger Ref#:
To: Sep72023 o Employee ID: MOREHO1
Freq. Basis: SemiMonthly Payer: FCC Big City
Summary Taxes Check Information
Regular Pay: 1750.00 Taxable W2 Withheld Date Paid: Sep 72023
Allowances: 750.00 Federal: 000 1750.00 0.00 Check #:
FICA: 000 000 000 Auto Draw
Gross Pay:  2500.00 Medicare: 000 000 000 assets @
Taxes: 0.00 State: 0.00 1750.00 0.00
Other Deductions: 000 Local 1: 000 000 000
— Do not print or post
Net Pay: 2500.00 Local 2: 0.00 0.00 0.00 Posted:
Empr FICA: 000  Empr Med: 000 Ledger Ref#:

Collapse
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Validating 941 and W-2 Information

Use the Taxable Income Summary report, with the Date Paid option, to validate information on 941 and
W-2 forms. This report may be printed in a Detail format displaying each payroll check, or as a composite
of all payroll checks that were created for the date range specified, for example, for the month, quarter, or
year. Taxable income amounts and the figures that constitute salaries included on 941 and W-2 forms are
generated from the detail lines.

P Reports P>Payroll Reports »>Summaries PTaxable Income Summary

Taxable Income Summary
First Church
123 Main Street
Big City, KY 40123
606/555-1234

Federal FICA Medicare
ID Employee Gross Allowances Total Gross Taxable W2  Withheld Taxable W2 Withheld Taxable W2 Withheld
123456 Mike Disney 1,905.00 0.00 1,905.00 1,905.00 1,905.00 163.22 1,905.00 1,905.00 118.11  1,905.00 1,905.00 27.62
Total Employees: 1 Total: 1,905.00 0.00 1,905.00 1,905.00 1,905.00 163.22 1,905.00 1,905.00 118.11  1,905.00 1,905.00 27.62
Employer Total: 118.11 27.62
FICA/Med Total: 236.22 55.24

Total Federal Liability: 454.68

The total of all four quarterly 941 forms for a year should equal the amounts on the W-3 form.

Taxable
Wages Withheld FICA/MED Wages Fica Calculation
1st Quarter 178,1B5.87 13,838.31 182,514.70 22,631.82
2nd Quarter 179,323.13 14,006.24 183,683.90 22, 776.80
3rd Quarter 170,109.99 12,861.78 173,715.6% 21,540.87
4th Quarter 165,988.31 12,415.53 169,565 85 21,026.29
6593,608.30 53,121.86 00, 482,14 B7,975.78
1/2 of FICA/MED 43,987.89
W-3 693,608.30 53,121.85 709 482.14 43,989.69
Differences 0.00 0.00 0.00 -1.80
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Verifying Balance Sheet Payroll Liabilities

Payroll is done on an accrual basis of accounting. What this means is that at the time payroll is calculated, the
GROSS amount of pay is expensed, but the reduction in cash only reflects the NET amount of the pay. The
total amount of all withholding items is held in a liability account. When taxes and other withholding items
are paid, then the liability account is debited and cash is credited.

P Reports PLedger Reports P>Activity P> Trial Balance

Trial Balance
First Church
123 Main Street
Big City, KY 40123
606/555-1234

Transaction Type: All Types

Transaction Date Debits Credits
Sep 1 2023 1,291.80 1,291.80
Sep 15 2023 758.93 758.93

Total All Dates 2,050.73 2,050.73

The balance sheet should always reflect the actual amount of taxes and withholding that is outstanding. If
all of the taxes are paid up-to-date, the liabilities on the balance sheet should be zero. If this is not the case,

do the following:
1. Check that the beginning balance of the liability account was entered correctly.
2. Run the Ledger by Accounts report for the liability account to see where the mistake occurs.

Deduction Detail

User Deductions ece R
HE 7] @ E =

N\
»Reports »Payro" Reports ’Detalls Pnnt’ Page PDF Text File Cllpbaar:l N:m:esrs E:cel Screen . e Refresh
» Deduction Detail Date Range ) Employees
° Date Paid Pay Period ° All Selected
. . . Sep 12023 <& to Sep 302023 < (123456)Mike Disney
The Deduction Detail report can summarize e TSGR N o
. . . 4 Insurance
user deductions in a variety of ways. They © report - (MOREHORobert Morshead
. . (] (NEO1)Marie Newell
can be summarized by deduction or by  _ savings (PAGTIDsan Pattrsan
. . = TSA . X
employee. This report is helpful to checkthe == Form (STORuh Stokes
accounts payable and/or liabilities section of Page Setup
the balance sheet. — s
Text
7 g Report Options Sort options. Report Options SEIUE
. E
L/O een © composite © By Deduction Show Gross Wages = Load/Save
Search Detail By Employee
Print Grand Totals faul
OPTIONS d Defaults
Il
Collapse N:ne Show Inactive All None
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Aatrix and Payroll Tax Forms

CDM+ partners with a third party provider, Aatrix, to produce all state and Federal Forms. Information from
CDM+ payroll is passed onto the Aatrix form viewer. Corrections to tax forms can be done through the Aatrix
form viewer, but it is highly recommended that all corrections be made in CDM+.

Tax Forms Payer Information

»Program PPayroll PPayer Records

Prior to using the tax forms report, you must enter the required tax payer information on the Payroll Records

window.
[ 2SN J Payer Records NOTE:
SHOW Description ~ Federal ID Number
* A % ired
@ rore Suran Systems, Inc. 91-5463466 require
2 i information
%, Searches
BH Grid i
ae " Fcc Big City 2 Results
+ Add o H Payer : Connections ~ :
@ Multi-Add * Description: FCC Big City * Federal ID Number: | 617495739
2 Change Company Contact
= Delete * Name: First Community Church * First Name: Ruth [
' Mark Defauit Trade Name: * Last Name: Stokes |
* Address 1: 123 Main St * Title: Bookkeeper
Address 2: Address:
* City: Big City * Phone: 859/555-1234
* State: KY *Zip: 40123
* Phone: 859/555-1234 Ext:
Fax:
* Email: bookkeeper@fce-bigeity.org
941 Depositor Frequency: @) Monthly ~ | Semiweekly

£} configure
@ collapse (* required field)

Using Aatrix Tax Forms

P Reports PPayroll Reports P Payroll Tax Forms

The first time you produce your form in CDM+, you will be prompted to follow the on-screen steps to install
the Aatrix Form Viewer. Next, select the report desired from the Tax Forms window. For example, to produce
the 2nd quarter 2023 Form 941, choose 2023 941/Schedule B/941-V Report in the list, enter 2023, and select

Quarter 2.

() Payroll Tax Forms

Payer

[FecBig city v | [Federal v
Form Description
2022 1095/1094-B [Quarterly] Employer's Quarterly Federal Tax

Return. Use this to report quarterly federal tax

20221095/1094-C information for American Samoa, Guam, the
2022 940 Report Commonwealth of the Northern Mariana Islands,
2022 943/943-A/943-V Reports and the U.S. Virgin Islands.

2022 944 Report
2022 945/945-A/945-V Reports

2022 W-2W-3

2022 W-2/W-3 American Samoa

Year 2023
2022 W-2/W-3 Guam
2022 W-2/W-3 Virgin Islands Quarter 1
2023 941-SS/Schedule B/941-V(SS) Quarter 2
2023 941/Schedule B/941-V Report ° Quarter 3
2023 W-4 Report Quarter 4

941-X Report

943-X Report

CA Pay Data Report
EEO-1 Component 1 Form
Electronic 1095 Consent

History Cancel
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Continuous Updates

Aatrix will automatically check for updates to your existing forms. Click Internet Update. Updates are not

available any other way.
[ JoN ] Software Update

A new version of Forms Viewer is available!

) 1 Forms Viewer 4.1 (269) is now available—you have 4.1 (265). Would you like to download
4 it now?
.

Automatically dewnlead and install updates in the future

Skip This Version Remind Me Later Install Update

* If there are new forms to install for faster updating, check only Federal and your State in the list of

Forms Packages that appears.

941 Form

CDM+ payroll will load your quarterly information directly into the 941 form. However, additional information
may be required and those areas will be color coded. A blue highlight will indicate where additional information
may be needed. A red highlight will indicate missing “required” information, and you will not be able to

proceed without entering this information.

rom 941 foOr 2023: Employer's QUARTERLY Federal Tax Return 950122
(Rey March 2023) of the Treasuly  int, LR, i OMB No. 1545-0029
covoamcmonnaror 61| 745730 ]
Name ot your 60 amd IRST COMMUNITY CHURCH ||| O3 4 sanuary, Fobruary, waren

| D 2: April, May, June
1 3: suly, August, September

Trade name (if any) |

Address |123 MAIN ST D 4: October, November, December
Number Street Suite or room number
Go to www.irs.gov/Form94tfor
blG CITY | kY ”10123 - | instructions and the latest information.
City. State ZIP code
| | | | | | I Foreign Country
Foreign country name Foreign province/county Foreign postal code

Read the separate instructions before you complete Form 941. Type or print within the boxes.

Answer these i for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period II'
including: Mar. 12 (Quarter 1),June 12 (Quarter 2) Sept. 12 (Quarter 3), orDec. 12 (Quarter 4) 1

2 Wages, tips, and other compensation - . - - . . . . . . © 2 3261550

3 Federal income tax withheld from wages, tips, and other compensation . . . . 3 1 164 '1 8

4 Ifno wages, tips, and other compensal\mmwrsecumy or Medicare tax [I] Check and go to line 6.

Taxable social security wages reported on regular Column 2

5a Taxable social security wages™ -

quarter of 2023 for leave taken
(i) Qualified sick leave wages* - 0.00 x 0.062 0.00 after March 31, 2021, and before

*Include taxable qualified sick and
24615.50 x0.124 3052.32 family leave wages paid in this

5a Qctober 1, 2021, on line 5a. Use
s5a (i) Qualified family leave wages* 0.00 X 0.062 0.00 iines 5a(i) and 5a(if)only for taxabi
0.00 - 0.00 qualified sick and family leave
- _— X . wages paid in this quarter of 2023
5b Taxable social security tips | | x0.124 l for leave taken affer March 31,
5c Taxable Medicare wages & tips - 24615,50 x0.029 713.85 Qualified sick leave wages for leave.
5d Taxable wages & tips subject tc | 0.00 | J 0.00 taken 3/31/21 - 10/1/21 0.00
Additional Medicare Tax wi . u! X 0.009 Ll Qualified family leave wages for leave
B taken 3/31/21.-10/1/21 0.00
5e Total social security and Medicare taxes.Add Column 2 from lines 5a, 5a(i), 5a(ii), 5b, 5¢, and 5d 5 3766 '1 7
000

5f Section 3121(qg) Notice and Demand™ Tax due on unreported tips (see instructions)

- - B
6 Total taxes before adjustments.Add lines 3, 5e, and 5f - N N : : : . T 6l 493035
The amount in line 7 s calculated based on LIABILITY 187803
Current quarter’s adjustment for fractions of cents seriweekly. To adjust these amounts enter the corréct 1

~

LIABILITY AMOUNT in either Line 16 or the Schedule B.

000

Current quarter's adjustment for sick payenter as a'negative number) . . . . 8

o 0.00

9  Current quarter's adjustments for tips and group-term life insurance

10 Total taxes after adjustments.Combine lines 6 through 9~ . . . . . . 1r] 493035

11a  Qualified small business payroll tax credit for increasing research activitiesttach Form 8974 1

11b Nonrefundable portion of credit for qualified sick and family leave wages for leave taken

e oon o S

11c  Reserved for future use - . . . . . - - - - . . B

2024 CDM+ Users Conference

Payroll Procedures & Reports

20-7



W-2/W-3 Forms

Correcting W-2 errors is easier than ever with Aatrix. Simply make the changes directly on the W-2 form (Mac)
or information grid (Windows). If you submit a W-2 and subsequently discover an error, you can complete a

replacement W-2 form in CDM+ using Aatrix.

Please note that Aatrix on macOS cannot produce a corrected W-2 form (W-2C). If you have access to a
Windows- based computer, please consider generating W-2s from that computer as Aatrix on Windows can
produce a W-2C.

Please note the difference in the grids between the Mac and Windows operating systems:

Using Windows:

2 First Community Church - W-2/1099 Preparer - o X
File Edit View Help
N * <] »| Help Tips — Did you know? Read more... _
Verify Employee Information Next Stej "I\I % Y
~ext otep \W-2 Bow 12 Instrctions \_o.
——— Frew Sten | Hext Step @
Totals:| Employees (7) 5190840.10 $25626.34 | S106666.90 5662245  $106665.90 $1550.48 512848
Buxa  Buxe Boxe Baxe Boxe Box f Box Box 1 Box2 Box3 Box 4 BoxS. Box6 Box 7 Box 128
SSN | LastName | FirstName Middle Name Name Suffix Address Line 1 Address Line | Fed Wages FedWithheld SSWages SSWithheld Medicare Wages Medicare Wihheld SSTips W2 Box 12 - Code E - Electy
1 1008 Jlenkins Paul 53999.00 12921.15 14339.00 89273 14389.00 20879
2 1010 Jones Ron 8389.50 526.63 8389.50 520.15 8389.50 12165
3 111-22 Lougridger Johnny 8000.00 22640 8000.00 496.00 8000.00 116.00
4 287-87 Martin Bil 901 Woodson C 22305.20 129438 23484.00 1456.01 23484.00 34052
5 | 26598 Newel Warie 3879 Houston € 2122200 212848 2358000 146196 23580.00 34182
& | 26778 Patterson  Dean 287 Keeling Lan 5099000  6300.00
7 | 36589 Stokes Ruth 3985 Normandy 2593440 222830 2881440 178560 28814.40 42160
J 2l 2l
sady CAP| NUM|'SCRL|
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Using a Macintosh:

-aEmployee's social security numbs For Official Use UMP
22222 VDiD 287-87-1435 B" OMB No. 1545-0008
b Employer identification number (Ely 1 Wages, tips, other compensatior| 2 Federal income tax withheld
61-7495739 14316.00 54213
¢ Employer's name, address, and ZIP code 3 Social security wages 6 00 4 Social security tax withheld
FIRST COMMUNITY CHURCH :
§ Medicare wages and lips 6 Medicare tax withheld
LS MALSL 1431800 07.58
BIG CITY KY 40123 - 7 Soclal securty tips 0.00 8 Allocated tips
d Control number 9 10 Dependent care benefits
MONTHLY-MAQ1
e Employee's first name and initial Last name | suff. | 11 Nonqualified plans 12a See instructions for box 12
WILLIAM A |[MARTIN |
901 WOODSON CT 13 Sh:;;r.y. Retirement Immr::;ny 12b |
BIG CITY KY © 40123 - o -
12d
|
t 's agddress and ZIP code
155s  Employer's state ID number 16 State wages, s, elc 7 Stato incoma tax 18 Local wages, s, ot 19 Local incame tax 20 Locaity nama
KY | 245878 14316.00 605.17 14316.00 214.74 |LEXING
|
Wage & Tax 2 O 2 2 Department of the Treasury - Internal Revenue Service
Form W— Statement For Privacy Act and Paperwork Reduction
Copy A For Social Security Administration- Send this entire 0000/1048 Act Notice, see the separate instructions.
page with Form W-3 to the Social Security Administration;
photocopies areot acceptable. Do Not Cut, Fold, or Staple Forms on This Page

State Forms

The Fed/State drop list on the Tax Forms window will allow you to choose the state(s) you selected in the Tax
Forms Payer Info window. Then select the form from the list on the left.

o Payroll Tax Forms

Payer

[Fec sig city < [kr ]
KY 42A806 Transmittal Kentucky Employer's Return of Income Tax

Withheld. Use this form to report for all periods
excluding the final reporting period of the year.
KY K-3 Report *THIS REPORT MUST BE FILED

KY K-4 Report ELECTRONICALLY*

KY K-1 Report

KY K-5 Report
KY New Hire Report

KY Ul-3 Report

From Jul 12023

To Sep 302023

History Cancel iwﬁ

Sick, Vacation, and Comp Time

CDM+ can keep track of an employee’s accrued and used sick, vacation, and comp time. This information can
either be manually entered for each employee as it is accrued or taken, or CDM+ can automatically calculate
this information with each payroll. If CDM+ is to automatically calculate available time off with each payroll,
you will need to set whether time off is based on number of days or hours worked on the Payroll setup
window. By default, CDM+ keeps track of sick and vacation time. A third reporting section can be activated
by defining it on this window.

»Program P-Payroll P»Payroll Setup

2024 CDM+ Users Conference Payroll Procedures & Reports  20-9



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 L
Other Description: Personal
Travel
Add

Enable Advanced Fund Accounting Posting in Payroll

Change  Cancel Save

The Time Off tab on the Employee Records window is where you can manually enter this information and/or
record time used. It is also the place to make any necessary adjustments to this information. This is also where
the parameters of the automatic calculations are set. There are sub-windows to view Sick and Vacation time
and, if it was defined on the Payroll setup window, a third type of time off, such as PTO.

»Program P>Payroll »>Employee Records »Time Off tab

“t* Robert Morehead

6 Results
< o H Employee Info  : Setup Pay Items Deductions  : Liabilites Time Off  : Comments Accounts Connections
Current Sick Totals Sick Adjustments
Accrued: 3 Date Accrued Used Comments
Used: 0 Oct 8 2022 30000 0.0000
Balance: 3 Hours
Sick Setup
Accrue 0 Hours
For Every 0 @ Days Worked

Hours Worked

Start Date: Add Adjustment Last Calc'd:

@ vecoion | persona

Allow Carry Over to Next Year

Automatic calculations of sick and vacation time can be done either at the time of payroll check writing or

at any other time. Select Calculate Time Off from the Payroll menu to have CDM+ calculate this on your time
schedule (e.g. once a month).

»Program P>Payroll PCalculate Time Off
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Cutoff Date: Sep 8 2023

Calculate Time Off

PEEN vacation | personal
Current Calced
D Employee |Accrued Used | Accrued Used Balance | Comments
123456 Mike Disney ] 0 0.0000] 0.0000 0
MONTHLY-M William Martin 8 2 0.0000] 0.0000 6
MOREHO01 Robert Morehead 3 0 0.0000} 0.0000 3
NEO1 Marie Newell 3 0 0.0000] 0.0000 3
PAO1 Dean Patterson 13 n 0.0000] 0.0000 2
STO1 Ruth Stokes 3 8 0.0000 0.0000 -5
Calculate Accrued Close
If you want CDM+ to perform — E—
this function each time you write sep72023 | Cl:
Paid Date Print Calculate Time Off Mode
payroll checks, select that option
. Write checks from asset: Starting check number: Current Balance: -3,224.79
from the Write PayroII Checks v 7 Totalchcks: 2,500,00
. Check format: Balance after checks: -5,724.79
window, [PRhec a3 #of Checka kot X
+| - Employee/Pay Item Net/Gross Check Number Employee ID
» [ Robert A. Morehead 2,500.00 7 MOREHO01

Payroll Reports

Itis one thing to know the information contained on a report, but knowing how to use the reports and when
to use them is more productive. The following chart is not intended to list all of the uses, only some of the

more common ones.

*Only checked items will be created

View Payroll | Cancel

Report Name

Common Uses

Employee Listing

Employee Record - Verification of information entered in Employee
Information.

Composite - List of employees with no pay information.

Payroll Period Summary

Verification of payroll information prior to posting.
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Taxable Income Summary

Trouble shooting 941 or State Tax info by date range.

Detail Report may be used in conjunction with Ledger by Accounts for
problems with Tax Liability accounts.

Pay Item Summary

Verification of pay grouped by Pay Item, e.g., salary, housing allowance,
auto allowance, bonus, etc.

Payroll Employee Detail

Verification of payroll information prior to posting.

Taxable Income Detail

Trouble shooting 941 or State Tax info by date range.
Trouble shooting of W-2.

Deduction Detail

Trouble shooting of liability holding accounts for deductions.

Verification to Employee of YTD deductions.

State Detail

Trouble shooting State Tax info by date range.

Trouble shooting of W-2 for State Tax box.

Payroll Worksheet

Use to verify pay items setup by employees.

Percentage Report

Originally designed for states with a tax deduction based upon number of
hours worked. That function is now supported by the program.

Time Off Remaining

Verification and updating Employee Information.

Time Off Accrued Log

Verification and updating Employee Information.

Payroll Tax Forms

Required Reporting

ACH Payroll Direct Deposit

The information that follows is for those users who DO NOT use the built in Direct Deposit
feature of CDM-+. This section is helpful for those who upload a NACHA file to their bank.

ACH Setup

NOTE: CDM+ currently allows you to use ACH with only one bank per data set.

»Program P>Payroll P-Payroll Setup PACH Setup tab
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[ ) System Preferences

General Membership and Attendance Contributions Accounting Payroll Event Registration Roommate EH

/

Post taxes and other deductions to Accounts Payable

Calculate time off based upon
Payroll Period
© Paid/Check Date
Pay Auto-Draw Payroll Using
Write Checks

© AcH

Direct Deposit

1- Using the information provided by your banking institution, complete the fields on this window. Click
Save when you are finished.

General Section

Company Name - Your Church Name - 16 Character limit, so you may need to abbreviate.
Discretionary Data (not required) - 20 Character limit - Example: “Payroll”

Company ID - Unique identifier assigned to you by your bank

Company Entry Description 20 Character limit - Similar to Company name above

*Do Not Create Credit Line - Normally this box is left unchecked. If your bank indicates that the file
should not include a credit line at the end of the file then click this box on.

Company Routing Number - Provided by your bank

Company Account - The bank account number (not the CDM+ Account number) from which the money
will be paid.

Immediate Destination/Immediate Origin

This identifies the name of the bank and the routing number is usually the same as entered under Company
Routing Number. Name Example: BANKOFAMERICA, CHASE, etc.

Export File Defaults

Directory - The folder for the ACH file will be saved in this location after it has been created and prior to
uploading to the bank. Consideration needs to be given to this folder location for following reasons:

Security - this file will include sensitive information, similar to the Information contained in CDM+.
Therefore, this folder location must be protected where access is controlled.

Backup - you will want to maintain a backup of the ACH file prior to uploading to the bank. Once it has
been uploaded and you have your confirmation of this, you may want to consider moving this ACH file to
a different folder (e.g.,“Processed ACH" folder) for a period of time, allowing for all employees to receive
their funds.

Name Prefix - The ACH file will be created with the date automatically included in the file name. However,
you may prefer to insert a “prefix” to the default file name. Examples:

Church - file name would appear as “Church06112007.txt"
Daycare - file name would appear as “Daycare06112007.txt”
Mission - file name would appear as “Mission06112007.txt"
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File after writing Checks - A check in this box would automatically open a window to create the ACH file
after executing “Write Payroll Checks.” Without this box checked, you would have to use the Payroll menu item
“Create ACH File" prior to posting the payroll to ledger. SEE CREATE ACH FILE SECTION OF THIS DOCUMENT.

*Do not put returns at the end of the line - This option, along with the option to enter a credit line shown
above are determined by the bank processing your ACH file. Therefore, you will need to check with your bank
if you encounter problems with the bank reading your ACH file.

2- Click the “Create test ACH File” to generate a sample file for your banking institution.

DO NOT CREATE TEST ACH FILE UNTIL YOU HAVE COMPLETED ITEM 7 IN THE "SETUP EMPLOYEE
INFORMATION" SECTION, as the ACH file is created only for employees with the "Auto draw" option
selected and contains required information from the "Accounts" tab.

Set Up Employee Information

»Program P>Payroll »Employee Records

1. Select an employee who wishes to have ACH Direct Deposit Payroll set up.

2. Click on the Accounts tab and click the Change button at the bottom of the window.
3. Click the small Add button.

ece
SHOW

Employee Records
Employee ID ~ First Name

123456

Last Name Position/Title

iMike Disney

%k Al
@ None
° Find

%, Searches

MONTHLY-MAO1
MOREHO01

NEO1

PAO1

STO1

iwilliam
{Robert
‘Marie
‘Dean
iRuth

Martin
Morehead
Newell
Patterson
Stokes

{Custodian
{Senior Pastor
iNursery Attendant

EH Grid

== Reports “n‘ Dean Patterson
Do « 0
- Add

@ Multi-Add

Employeelnfo :  Setup : Payltems :  Deductions

" Change split Netby: @ Amount Percent

Delete Bank Account Information
Account Number
354268759

142536875

60 Order

*+9
Add
55 Address -
/ Payroll

Routing Number
042100146
042100146

Type
Checking @) Savings
© checking Savings

Notes

ot i
2 Individual

£} Configure

Collapse

4. Enter information for each bank account to which the employee wishes to deposit funds. The red up
and down arrows in the Order column allows you to adjust the order of priority for deposit if more than
one account is specified.

If the employee wishes to have his or her pay deposited to a single bank account, click the Amount button
and leave the amount as zero.

Split Net by: You may chose to split the net pay amount between 2 or more bank accounts (e.g., checking
and savings) either by a flat amount or a percentage by selecting the appropriate radio button.

Amount - For flat amounts, enter the amount in column 4 that is to be deposited to the account
selected. Entry order is important, as the flat amounts must be entered first. In the event the
employee’s pay varies from pay period to pay period, as in the case of an hourly employee with varying
hours each pay period, the flat amounts need to be entered on the first line(s). For the remaining
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line enter a zero, which would indicate the balance of the net pay amount. If the net pay is ever less
than the flat amount(s) indicated, the net pay amount would be deposited in the accounts in order
until all funds had been paid.

Percentage (%) - Enter the percentage amount in each row used, making sure the total equals 100%.

5. Choose the Setup tab on the Employee Information window and check the Auto Draw checkbox under
Check Option.

Exclude from Payroll Tax Forms

Auto Draw
Print Check Stub

6. When finished, click the Save button.
7. Repeat the process for all employees desiring ACH Direct Deposit Payroll.

g * For a quick check to verify Auto Draw has been selected for the correct employees, select
“Show All” and select the Grid view from the Employee Information window.

DO Employee ID | First Name | Last Name |Position/Tit|e |Auto Draw |
1 STO1 Ruth Stokes Office Mgr No'® Yes
@ cancel —
2 PAO1 Dean Patterson [Senior Minister No ® Yes
== Reports 3  MONTHLY-MAQ1 |William Martin Custodian e No Yes
EIND 4 NEO1 Marie Newell Nursery Attendant | (e No Yes
. 5  MOREHO1 Robert Morehead |Senior Pastor ® No Yes

8. Create ACH Test file - (See Item 3 in ACH Setup above.)

Employee Selection

All Employees - selecting this will create a file that can be uploaded with zero dollar amounts to the bank
for testing the routing numbers and bank account numbers for all employees with the auto draw feature
selected. Should one of these be incorrect, your bank should notify you.

Modified Date Range - selecting this creates the ACH file for just those employees whose Employee
Information file has been changed in the date range selected and they have the auto draw feature selected.

Processing Payroll for ACH Deposit

1. Calculate payroll as you would normally.
2. Select Payroll Checks from the Payroll menu.

You will note that instead of a check number, direct deposited payroll will be marked (Auto-Draw).
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[ NON J Write Payroll Checks

Sep 7 2023 Auto Draw and Checks - al
Paid Date Print Calculate Time Off Mode

Write checks from asset: Starting check number: Current Balance: 121,329.54
v auto Total checks: 5,583.37
Check format: Auto-Draw Format: Balance after checks: 115,746.17
|pR Check v | y |pR Check v | p) # of Checks Marked: 3
+| - Employee/Pay Item Net/Gross Check Number Employee ID
» & Robert A. Morehead 2,500.00 auto MOREHO01
» [ Dean Patterson 2,150.00 (Auto-Draw) PAO1
» [ Ruth Stokes 933.37 (Auto-Draw) STO1

*Only checked items will be created

View Payroll Cancel

3. Continue with the payroll check writing as usual. You will be given the option to print “Auto-Draw Checks".
These can be printed separately on plain paper.

g Consider adding a new payroll check layout for auto draw using "Full Page Stub" or "Stub."
Create ACH File
»Program P>Payroll P>Create ACH File

NOTE: If you selected "File after writing Checks" in the ACH Setup, Create ACH File will automatically open
after “Writing Checks.” (See ACH Setup, item 1 above.)

After writing payroll checks and BEFORE POSTING payroll:

1. Select Create ACH File from the Payroll menu.
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