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Adding MN Paid Leave deductions/benefits to
Employee payroll records.
This is a step by step process to add the deduction for Employee Paid Leave premium
and to add the benefit of the Employer Paid Leave premium. It also includes the W-2
set up for reporting purposes.

1 Click "Payroll"
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2 Click "Setup"

3 Click "Deduction/Benefit List"
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4 Click "Add a New Deduction/Benefit From Template"

5 Click "Select" You can pretty much choose any deduction.
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6 Find your deduction at the bottom of the list and click "Edit"

7 Click here to rename the deduction
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8 Rename the deduction MN Paid Leave Employee Deduction

9 Make sure that the W-2 category is Other and none of the subject to Tax boxes are
checked. Click "Submit"
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10 Click "Add a New Deduction/Benefit From Template"

11 The easiest benefit to select is probably Taxable Group Term Life Ins. Click "Select"
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12 Click "Edit" to change the name and check the settings.

13 Click here and rename the benefit.
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14 Rename the benefit "MN Pd Leave-Employer

15 Make sure that all of the Subject to Tax boxes are unchecked.
Click here
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16 Click "Submit"

17 Click "Employees"
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18 Select an active employee and click "Go"

19 Click "Ded/Ben"
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20 Click "More Lines"

21 Click here
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22 Click here to add the new deduction

23 Click here to add the new benefit line
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24 Click to add the MN Pd Leave Employer benefit.

25 Click here to enter the employee withholding percentage
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26 Click here and type in .44 (after you have completed/closed your last December
2025 payroll).

27 Click on the next line (employer portion) and enter .22 for small employers or .44
for large employers (after you have completed/closed your last December 2025
payroll).
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28 Click "Submit". Repeat the process until all of your active employees have been
updated with the new information. DO not enter the percentages until after your
last December 2025 payroll has been completed/closed!

29 Click "Ledger and Payables" to activate the MN Paid Leave liability and expense
accounts (if you have not already done this)
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30 Click "Account"

31 Click "Chart of Accounts (Add Sub-Accounts)"
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32 Click here

33 Click "Funding Source:"
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34 Click Natural Account

35 Click "Employment Liabilities"
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36 Click "Search"

37 Click here to enable MN Paid Leave Withholding
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38 Click "Submit"

39 Click "Chart of Accounts (Add Sub-Accounts)"
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40 Click here

41 Click "Expense"
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42 Click "Natural Account"

43 Click "5052:MN Paid Leave Expense"
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44 Click "Search"

45 Click to enable the accounts needed based on the departments used for your
payroll.
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46 Click "Submit"

47 Click "Payroll"
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48 Click "Setup"

49 Click "Account Distributions"
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50 Click here

51 Click "Find Account"
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52 Click here to add the MN Paid Leave Liability Account

53 Click here to add the MN Paid Leave Liability account
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54 Press Tab and add the appropriate MN Paid Leave Tax Expense account
under the Expense heading.

55 Click "Submit" Do this for all your employee wage related accounts (including
Accounts Receivable accounts for shared employees).


