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"
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4  Click "Add a New Deduction/Benefit From Template"
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1 Benefit Social Security Employer

1 Deduction Social Security Withheld

. 2 Benefit Medicare Employer

| Deduction Medicare Withheld

3 Deduction Federal

j 4 Deduction State
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5 Click "Select" You can pretty much choose any deduction.

Deduction After-tax IRA
Deduction Before tax IRA.
Deduction Cafeteria/Flex Plan Deduction
Deduction Disability Insurance Deduction
Deduction Garnishment
Deduction Loan Repayment
Deduction Tax Shelter Annuity Deduction
Select | Deduction Tax-Free Health Insurance Deduction
| Deduction Taxable Health Insurance Deduction

Deduction Tuition
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withhold that amount from a paycheck. Set to zero on employee screen afi
IRA deduction withheld. Taxes are calculated on full amount of gross pay.

Deduction is taken before federal tax is calculated but after Social Security
Withhold a tax-free amount from employee’s pay for a Cafeteria/Flex Plan
calculated.

The employee pays a percentage of gross pay for long or short term disab
an after-tax deduction. Please revise the percent for your needs. Some grc
Please contact the plan administrator if you are not sure

A deduction from an employee’s pay after taxes are calculated. Amount is

The church has loaned an employee some money. This deduction will with
loan.

Withhold a Federal and State tax-deferred deduction for a typical TSA plar
A health or dental insurance plan that is deducted from an employee befor
After-tax deduction from employee for a health or dental insurance plan.

Withhold school tuition from employee. Accumulates in a liability account.
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6  Find your deduction at the bottom of the list and click "Edit"
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7 Click here to rename the deduction
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Deductions are withheld from employee's check and accumulated in a liability account for payment. Benefits
are calculated amounts the employer pays on behalf of the employee. Benefit amounts are accumulated in a
liablity for payment and are automatically expensed.
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8  Rename the deduction MN Paid Leave Employee Deduction

B e e ' 7' e e

% & B 2 B ik

Payroll Process = Employees Setup Process Forms Reports

Entry Screens List Screens
Deduction / Benefit

Description of Deduction / Benefit

Select
Wiatch Help Video! [}

Description: IMN Paid Leave Employee Dec]
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Deductions are withheld from employee's check and accumulated in a liability account for payment. Benefits
are calculated amounts the employer pays on behalf of the employee. Benefit amounts are accumulated in a
liablity for payment and are automatically expensed.
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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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W2 Category

Used for checking applicable boxes for Form W-2 printing.

Category: | Other v

Subject to Tax

This deduction will reduce the following checked taxes. When the checked taxes are calculated, the taxable
wage amount used will be reduced by the amount of the deduction.
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10 Click "Add a New Deduction/Benefit From Template"
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Deductions/Benefits
Code Type Description Category Effect on Taxes and Wages
1 Benefit Social Security Employer System
1 Deduction Social Security Withheld System
| Edit | 2 Benefit Medicare Employer System
2 Deduction Medicare Withheld System
3 Deduction Federal System
Edit | 4 Deduction State System

|

11  The easiest benefit to select is probably Taxable Group Term Life Ins. Click "Select"
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Select a Deduction or Benefit from the template list below to insert a new Deduction or Benefit. You may Edit the Deduction/Benefit for your needs. REQUIRED: You must
links for all Gross Pay Accounts on the Account Distribution page to calculate a Payroll.

Deduction/Benefit Templates

Type Description Extended Information
Percentage of gross pay to be paid by employer on behalf of the employee
Select | Benefit 403(b) Employer Benefit
- - expense account and a liability account for payment
Health care cost provided to employees by the employer as a benefit. Inclt
Select | Benefit Health Care Benefit
plans.

Used to record and report on W-2 the cost of group term life insurance pro
Taxable Group Term Life Ins

Increases taxable wages

Withhold a percent of gross pay from employee. Taken before Federal and
Select | Deduction 403(b) Employee Deduction

and Medicare.
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12  Click "Edit" to change the name and check the settings.
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14  Rename the benefit "MN Pd Leave-Employer
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Code Number: | 23
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Used for checking applicable boxes for Form W-2 printing.
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Subject to Tax
The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,
thereby increasing the amount of tax.
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Loae Numper: | 23

W2 Category

Used for checking applicable boxes for Form W-2 printing.

Category: | Other v

Subject to Tax

The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,
thereby increasing the amount of tax.
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Used for checking applicable boxes for Form W-2 printing.
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The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,
thereby increasing the amount of tax.
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Loae Numper: | 23

W2 Category

Used for checking applicable boxes for Form W-2 printing.

Category: | Other v

Subject to Tax

The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,

thereby increasing the amount of tax.
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Used for checking applicable boxes for Form W-2 printing.

Category: [ Other ~

Subject to Tax

The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,

thereby increasing the amount of tax.
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16 Click "Submit"
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W2 Category

Used for checking applicable boxes for Form W-2 printing.

Category: [ Other ~

Subject to Tax

The amount of this benefit will be added to taxable wage amounts when calculating the checked taxes below,
thereby increasing the amount of tax.

Social Security
Medicare
Federal

State

00000

Local

Submit | Cancel Delete

= B Qo LEG=BO &0

17  Click "Employees"
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Code Type Description Category Effect on Taxes and Wages
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18  Select an active employee and click "Go"

¥l ParishSOFT Accounting X o+ + = a X
€ 3> C (% winonapar i PRy List. har g % Oz @
83 | [3 Cemetey [ IRSinfomation [ Vendors [0 StAdrian v Bookmarks |5 ParshSOFT Account.. (T ParishsSOFT Family.. @ Microsoft Office Ho.. & ParishSOFT Training... [ Exempt/Excluded |... » | [ AllBookmarks
a
’ Home Logout
.EqrishSDI_—l'. Accounting Sindy Olson Diocese of Winona-Rochester, September 2025 .
r Church Manager Y Ledger and Payables Y Payroll Y Ledger Report Writer Y Consolidation Manager 1
Payroll Process Employees Setup Process Forms Reports
Entry Screens List Screens
ABCDEFEGHIJKLMNOPQRSTUY,WXYZALL
Employee List Add a New Employee
LastName FirstName
(Go.
Go ||
(Go]
[Go]:
GoY |
!
Go (!
Go ||
Go | ums susiiua v
arF = - -] 805 AM
Sunny N Q Seerch [ = c § - i @ 9 g L L T
H " n
19 Click "Ded/Ben
¥l ParishSOFT Accounting X o+ + = [l X
€ 3 € % winonapar i PR/Employ aspx a % O o @
88 | [0 Cemetey [ IRSinformation [ Vendors [ StAdrian o Bookmarks [ PanshSOFT Account.. (T ParishsSOFT Family.. @ Microsoft Office Ho.. & PanshSOFT Training... [ Exemp/Excluded |... » | [D AllBookmarks

Home Logout

'Ec rishSDl—_r' ACCOUI’]ting Cindy Olson Diocese of Winona-Rochester, September 2025

r Church Manager Y Ledger and Payables Y Payroll Y Ledger Report Writer Y Consolidation Manager 1

Z B ik

Payroll Process Emplo‘yees Setup Process Forms Reports
Entry Screens List Screens
New Record Find Record
Employee Information Quick Find
\ I
General  Emp/Cust TaxDala PayDala DedBen Accums  Personal  Direct Deposit  Paychecks Find || Clear |
Watch Help Video! [} R
First Name: Gender.
Middle Name: Birthdate:
Last Name: Phone Number
Suffix: Cell Phone:
Address: Email.
Address 2. Emergency Contact:
Citwr Fmarmancy Phona
= B Qs LeEEC-BOEO "eeam

12



20 Click "More Lines"
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# Deduction/Benefit Description Amount Percent Limit 2025 2024
X 1 11 Benefit: 403(b) Employer Benefit - IV] 0.00 3.00 999999.99 813.86 1008.60
® 2 12 Deduction: 403(b) Employee Dedux] 0.00 300 999999.99 813.86 1008.60
® 3 17 Benefit: 403(b) Employer Benefit - (] 0.00 300  999999.99 813.86 1008.60
Total: 0.00 9.00  2,999,999.87
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X 1 11 Benefit: 403(b) Employer Benefit - IV] 0.00 3.00 999999.99 813.86 1008.60
X 2 12 Deduction; 403(b) Employee Dedu{¥] 0.00 300 999999.99 813.86 1008.60
X 3 17 Benefit' 403(b) Employer Benefit - (] 0.00 300  999999.99 813.86 1008.60
x4 (]
x5 M
Total: 0.00 9.00  2,999,999.87
ps: DB.aspit
aF - . 805 AM
Sunny Q search L _B® g =] EOL B TR JPyeseyy

v

13



22 Click here to add the new deduction
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# Deduction/Benefit Description Amount Percent Limit 2025 2024
® 1 11 Benefit: 403(b) Employer Benefit - [ 0.00 3.00 99999999 813.86 1008.60
® 2 12 Deduction: 403(b) Employee Dedux] 0.00 300 999999.99 813.86 1008.60
® 3 17 Benefit: 403(b) Employer Benefit - [ 0.00 300  999999.99 813.86 1008.60
x4 ]
R 5 |20 Deduction: 403(b) Employee Deduction -

Roth 0.00 9.00  2,999,999.97
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23 Click here to add the new benefit line
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# Deduction/Benefit Description Amount Percent Limit 2025 2024

¥ 1 11 Benefit: 403(b) Employer Benefit - [%] 0.00 3.00 999999.99 813.86 1008.60

% 2 12 Deduction: 403(b) Employee Ded¥] 0.00 300 999999.99 813.86 1008.60

X 3 17 Benelit- 403(b) Employer Benefit - (] 0.00 300 999999.99 813.86 1008.60
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24  Click to add the MN Pd Leave Employer benefit.
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# Deduction/Benefit Description Amount Percent Limit 2025 2024
® 1 11 Benefit: 403(b) Employer Benefit - [VJ 0.00 3.00 999999.99 813.86 1008.60
R 2 12 Deduction: 403(b) Employee Dedd_VJ 0.00 3.00 999999.99 813.86 1008.60
X 3 17 Benefit: 403(b) Employer Benefit |V‘ 0.00 3.00 999999.99 813.86 1008.60
® 4 22 Deduction: MN Paid Leave Employjw]
x s )
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More Lind21 Deduction: Fr Miller Health Ins
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25 Click here to enter the employee withholding percentage
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# Deduction/Benefit Description Amount Percent Limit 2025 2024
R 1 11 Bensfit: 403(b) Employer Benefit - l"J 0.00 3.00 999999.99 813.86 1008.60
R 2 12 Deduction: 403(b) Employee Dedd_VJ 0.00 3.00 999999.99 813.86 1008.60
R 3 17 Benefit: 403(b) Employer Benefit - |V‘ 0.00 300 999999.99 813.86 1008.60
® 4 22 Deduction: MN Paid Leave Employjv]
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Click here and type in .44 (after you have completed/closed your last December
26
2025 payroll).
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Employee Information Quick Find
(]
Genaeral Emp/Cust Tax Data Pay Data Ded/Ben Accums Personal Direct Deposit Paychecks Aftachments Wl@‘
Watch Help Video! E
# Deduction/Benefit Description Amount Percent Limit 2025 2024
X 1 11 Benefit: 403(b) Employer Benefit - [ 0.00 300 999999.99 813.86 1008.60
R 2 12 Deduction: 403(b) Employee DedLJVJ 0.00 3.00 999999.99 813.86 1008.60
X 3 17 Benefit: 403(b) Employer Benefit - s 0.00 300 999999.99 813.86 1008.60
® 4 22 Deduction: MN Paid Leave Employ |
¥ 5 23 Benefit: MN Pd Leave-Employer |V\
Total: 0.00 8.00 2,999,999.97
More Lines
Submit | Delete
v
42°F - {-] B05 AM
A BB Q search L g g - B ® f, @ ~ e e am SO
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).
T2l ParishSOFT Accounting X o+ + = [l X
€ =+ € 2 winonaparishsoftaccounting.com/PR/EmployeeDB.aspx Q in} [z 3NN ]
1 [ Cemetery [ IRSinformation [ Vendors [ StAdrian vk Bookmarks [& ParishSOFT Account.. ParishsSOFT Family.. @ Microsoft Office Ho... ParishSOFT Training... [ Exempt/Excluded ... » [ ANl Bookmarks.
-

( Church Manager T Ledger and Payables T Payroll T Ledger Report Writer T Consolidation Manager 1

% & G =2 E ik

Payroll Process | Employees Setup Process Forms Reports
Enlry Screens List Screens
New Record Find Record
& Record has been updaled! 10/27/2025 9.0516 AM
Employee Information Quick Find
]
General  Emp/Cust  TaxData PayData Ded/Ben Accums  Personal  DirectDeposit  Paychecks  Aftachments Wl@‘
Watch Help Video! [} e
# Deduction/Benefit Description Amount Percent Limit 2025 2024

® 1 11 Bensfit: 403(b) Employer Benefit - ] 0.00 300  999999.99 813.86 1008.60

X 2 12 Deduction: 403(b) Employee DeddVJ 0.00 3.00 999999.99 813.86 1008.60

XK 3 17 Benefit: 403(b) Employer Benefit - [»| 0.00 3.00 999999.99 813.86 1008.60

R 4 22 Deduction: MN Paid Leave Emp!a;lﬁ 0.00 0.44

® 5 23 Benefit: MN Pd Leave-Employer %]

Total: 0.00 944  2,999,999.97
More Lines
Submit | Delete
v
4z = - 1] 805 AM
Sunny mm Q Search [ g g -0 ® ar g EOL B TR L JPyesesy

16



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!

T2l ParishSOFT Accounting X o+ + = a X
&« »  C %5 winonaparishsoftaccounting.com/PR/EmployeeDB.aspx @ i} =1 ‘
83 [0 Cemetery [J IRSinformation [ Vendors [ StAdrian 9k Bookmarks [ ParishSOFT Account. ParishsSOFT Family.. @k Microsoft Office Ho... ParishSOFT Training... | Exempt/Excluded |.. » [ Al Bookmarks

f Church Manager T Ledger and Payables T Payroll T Ledger Report Writer T Consolidation Manager 1

% & B E B i

Payroll Process | Employees Setup Process Forms Reports
Enlry Screens List Screens
New Record Find Record
& Record has been updaled! 10/27/2025 9:05:16 AM
Employee Information Quick Find
v
General  Emp/Cust  TaxData PayData Ded/Ben Accums  Personal  DirectDeposit  Paychecks  Aftachments m_j[_cﬁ‘
Warch Help Video! [ .
# Deduction/Benefit Description Amount Percent Limit 2025 2024
® 1 11 Benefit: 403(b) Employer Benefit - | ¥ 0.00 3.00 999999.99 813.86 1008.60
® 2 12 Deduction: 403(b) Employee Dedu». 0.00 3.00 999999.99 813.86 1008.60
R 3 17 Benefit: 403(b) Employer Benefit - | ¥ 0.00 3.00 999999.99 813.86 1008.60
® 4 22 Deduction: MN Paid Leave Employs 0.00 0.44
¥ 5 23 Benefitt MN Pd Leave-Employer |¥ 0.00 0.22
Total: 0.00 9.66  2,999,999.97
More Lines
v
arF = - 1] 805 AM
’ Sunny mm Q Search [ g g -0 ® ar g A S TOE

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

2l ParishSOFT Accounting X ( Manage Staff x +

<« > C 25 winona.parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

gs [ Cemetery [ IRSinformation [ Vendors [ StAdrian W Bookmarks ﬁ ParishSOFT Account...  ( ParishsSOFT Family...  ® Microsoft Office Ho... & ParishSOFT T

‘EariSh SDI—_I- ACCOUntlng Cindy Olson Diocese of Winona-Rochester, Oc

Church Manager Ledger and Payables Payroll Ledger Report Writer Consolidation Manager
g g Y Y 9 P g

%® & B FZ B ik

Payroll Process Employees Setup Pracess Forms Reports

Entry Screens List Screens
Account Distributions

Wages: E-10-00-15-5044-00 5044BG00P00 Account Code

Watch Help Video! E

Deductions

# Code Description State Liability Find Acco

i 1 Social Security Withheld MN 2400AP02P00: FICA/Medicare Withholding L-10-00-20-2400-02 |v}

2y 2 Medicare Withheld MN 2400AP02P00: FICA/Medicare Withholding L-10-00-20-2400-02 |v‘

17



30

2l ParishSOFT Accounting %

« = e

82 | [3 Cemetery [ IRSinformation

Click "Account"

' Manage Staff T

23 winona parishsoftaccounting.com/LP/Dashboard.aspx

[ Vendors [ StAdrian o Bookmarks o ParshSOFT Account.. ( ParishsSOFT Family.. D Microsoft Office Ho...

ParishsOF{:  Accounting

r Church Manager Y Ledger and Payables T Payroll T Ledger Report Writer T Consolidation Manager ]

+ ParishSOFT Training...

indy Olson Diocese of Winona-Rochester, Octaber 2025 [ ]

+ - o x
Q% 0O @B @
I ExempyExcluded |... » [ All Bookmarks.

Home Logout

& & m @ B & ¢

i

Accodnts Bills Payments Deposits Journal Entries Yendors Credit Cards Memorized Process Setup Reports
Entry Screens List Screens
October, 2025, Year: July 2025-June 2028, Accrual
Bank/AP Balances Bills To Pay Support & Services
-
Due Date Vendor Amount 866.030 4774
Email a support question
Order Checks or Tax Forms
Release Notes
User Guide Videos
Online Help Articles
Browser Information
v v
Memorized Transactions News Messages
s Vendarese Amoaunt 2| [ MM Work BreakiRost Parind Infarmatian 1m0 Paict 1 cave is ramina snan Ry 12479095 vou must = hs
52F - 2 1210 PM
Sunny R Q seercn [ g g - B @ ; a "NS e TDE
1 n n
31 Click "Chart of Accounts (Add Sub-Accounts)
&a L] Lemetery [_J IK>INTOrMauon |_J VeNaors |_J >IAGNan W BOOKMArks [gog Farsn>Url ACCOUNT.. 1 Fansns>Uri kamily..  T§ MICTOSOT UTICe HO... Fansnsur! |

Cindy Olson Diocese of Winona-Rochester, Oc

> %
ParishgoFt:  Accounting

r Church Manager T Ledger and Payables Y Payroll Y Ledger Report Writer Y Consolidation Manager ]

B B 2 @ @ B & €

Accounts Bills Payments Deposits Journal Entries Yendors Credit Cards Memorized Process
Entry Screens i
Find Account Chart of Accounts (Add Sub-Accounts)
Account Information
Checking: A-31-00-11-1110-00 1110CS00D00 Account Code

—

Fntitv:

21 Camatary N

Definition Budget History Comments Attachments
- Find Acco
Deseription: | Checking
Account Type: | Asset
Shorteut: | 1110CS00D00

18



32

33

52°F
Sunny

Click here

[ AL T lDU'— | i | MULUULILNE B Ll L TIT R PR

r Church Manager Y Ledger and Payables Y Payroll Y Ledger Report Writer Y Consolidation Manager j

E & & m @@ &

Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process

Entry Screens L

Chart of Accounts

rl\:c(:)(::: — 2 | search | | ShowAll |

Entity

[ 10: Parish v|
Funding Source:
[ 0: Unrestricted M

Department:

I v

Natural Account:
[ 4550: Special Collections to be Forw  v|

Description
v]
3 records returned
Click "Funding Source:"
T T e Sl T T i e R I M ey
E & & @m @ B & ¥ B
Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process
Entry Screens L
Chart of Accounts
Account Type
\cEiTE 7 | Search | | ShowAll |
Asset E]
Net Asset ]
Income
Expense j
Dedicalted . W V]
Description

| 3 records returmed

B Qs LeEC-BO#0

19



34 Click Natural Account

D o e e e P R e,

Accounts Bills Payments Deposits Journal Entries vendors Credit Cards Memorized Process
Entry Screens L
Chart of Accounts
Account Type
(Ciability | | Search | | ShowAll |
Entity
[ 10: Parish v|
Funding Source:
| 0: Unrestricted v|
Class:
I v]

Natural Account;

Description

| 3 records returned

= B o LEG-BO &0

35 Click "Employment Liabilities"

ey e Y

2209: Catholic Home Missions
2210: Black/Native American m
2211: World Mission Sunday
Account 2212: Campaign for Human Development Journal Entries Vendors Credit Cards Memorized Process
2213: Retirement Fund For Religious B L
2214: Catholic University
2215: Archdiocese for the Military Servic Chart of Accounts
2216: Pastoral Solidarity Fund for the Ch
Accoul 2217: Missionary Cooperative Plan
@ 2218: Natural Disaster Assistance
2219: Other USCCB Collections
2300: Funds Held for Others
@ 2325: Funds Held as an Agent for Oth
2330: Fees Collected for Trips
2350: Due To / Due From

Search | | ShowAll |

Employment Liabilities
2400: Employment Liabilities v|

Description

| 3 records returmed

= 2 Qs LECLBO &

20



36 Click "Search"

'E ® | riSh SO Fr' ACCOUﬂtIng Cindy Olson Diocese of Winona-Rochester, October 2025

r Church Manager T Ledger and Payables Y Payroll T Ledger Report Writer T Consolidation Manager }

E & & m @ B G = |

Accounts Bills Payments Deposits Journal Entries vendors Credit Cards Memorized Process

Entry Screens List Screens

Chart of Accounts

Account Type
[Liability v
Entity
[10: Parish M
Funding Source:
| 0: Unrestricted v|
Class:
[ v]
Natural Account:
[2400: Employment Liabilities ~]
Description

| Search | | ShowAll |

37 Click here to enable MN Paid Leave Withholding

— L= 1U-UU-2U-£24U00-U0, TCHIQIUYEE VWILITHIUINY, LZ4UUAFUUEUY
L-10-00-20-2400-01, Federal Withholding, 2400AP01P00
L-10-00-20-2400-02, FICA/Medicare Withhaolding, 2400AP02P00
L-10-00-20-2400-03, Minnesota Withholding, 2400AP03P00

O L-10-00-20-2400-04, Other States Withholding, 2400AP04P00

L-10-00-20-2400-05, 403(b) Pension Withholding, 2400AP05P00

L-10-00-20-2400-06, Flex Plan Dependent Care, 2400AP0G6P00

L-10-00-20-2400-07, Flex Plan Medical, 2400AP07P00

L-10-00-20-2400-08, Health Insurance, 2400AP08P00

L-10-00-20-2400-09, Roth IRA Withholdings, 2400AP09P00

L-10-00-20-2400-10, Life Insurance, 2400AP10P00

L-10-00-20-2400-11, Supplemental Life Insurance, 2400AP11P00

L-10-00-20-2400-12, MN Paid Leave Withholding, 2400AP12P00
L-10-00-20-2400-13, LTD Insurance, 2400AP13P00
L-10-00-20-2400-14, Accident Insurance, 2400AP14P00
L-10-00-20-2400-15, Priest Pension Withholding, 2400AP15P00
L-10-00-20-2400-18, Critical lllness Insurance, 2400AP16P00
L-10-00-20-2400-17, Dental Insurance, 2400AP17P00
L-10-00-20-2400-18, Vision Insurance, 2400AP18P00

L-10-00-20-2400-19, Hospital Indemnity Insurance, 2400AP19P00

O0ooo0o0doocago

L-10-00-20-2400-20, Other Withholding, 2400AP20P00
Add Sub-Account

27



38 Click "Submit"

L-10-00-20-2400-05, 403(b) Pension Withholding, 2400AP05P00
] L-10-00-20-2400-06, Flex Plan Dependent Care, 2400AP06P00
L-10-00-20-2400-07, Flex Plan Medical, 2400AP07P00
L-10-00-20-2400-08, Health Insurance, 2400AP08P00
L-10-00-20-2400-09, Roth IRA Withholdings, 2400AP09P00
L-10-00-20-2400-10, Life Insurance, 2400AP10P00
L-10-00-20-2400-11, Supplemental Life Insurance, 2400AP11P00
L-10-00-20-2400-12, MN Paid Leave Withholding, 2400AP12P00
L-10-00-20-2400-13, LTD Insurance, 2400AP13P00
L-10-00-20-2400-14, Accident Insurance, 2400AP14P00
L-10-00-20-2400-15, Priest Pension Withholding, 2400AP15P00
L-10-00-20-2400-16, Critical lliness Insurance, 2400AP16P00
L-10-00-20-2400-17, Dental Insurance, 2400AP17P00
L-10-00-20-2400-18, Vision Insurance, 2400AP18P00
L-10-00-20-2400-19, Hospital Indemnity Insurance, 2400AP19P00

Obo0o0o0o0o0oo ™

L-10-00-20-2400-20, Other Withholding, 2400AP20P00
Add Sub-Account

==QSearch Le@:ﬁ@ga

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

-] [0 Cemetery [ IRSinformation [ Vendors [ StAdrian v Bookmarks [af ParishSOFT Account.. ( ParishsSOFT Family.. @ Microsoft Office Ho... + ParishSOFT T

-EGI'iSh SOI—_r‘ ACCOlJnting Cindy Olson Diocese of Winona-Rochester, Oc

( Church Manager T Ledger and Payables T Payroll Y Ledger Report Writer T Consolidation Manager ]

G ] fili o i) e ] Edf

Accounts Bills Payments Deposits Journal Entries vendors Credit Cards Memorized Process
Entry Screens L
Find Account Chart of Accounts (Add Sub-Accounts)

Account Information

Checking: A-31-00-11-1110-00 1110CS00D00 Account Code

Definition Budget History Comments Attachments
Find Acco

Description | Checking

Account Type: = Asset

Shorteut: | 1110CS00D00

e | e A



40 Click here

-EGI‘ISh SO[—_r - Accounting Cindy Olson Diocese of Winona-Rochester, Oc

r Church Manager T Ledger and Payables Y Payroll T Ledger Report Writer T Consolidation Manager 1

=

E B g m @ o 2
Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process
Entry Screens L
Chart of Accounts
Account Type
(Liabiiity 2 | Search | | Show Al |
Entity
[10: Parish v|
Funding Source:
[ 0: Unrestricted v|
Class:
I v
Natural Account:
[ 2400: Employment Liabilities v|
Description
v]
41  Click "Expense"
T B e e TR i B e e R G T nees e
B & @m @ B & ¥ E
Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process
Entry Screens L
Chart of Accounts
Account Type
[ Liability 5 | Search | | ShowAll |
Asset E]
Liability
Net Asset E
Income
Dedicated
T ™ rd
Description
N
| 21 records retured
52°F - +©Q
S aR  Q search L fCB®Oa B

23



42

Click "Natural Account"

e T e el T i T R T T e e e
= - o . -
E = i H B LE: Eif
Accounts Bills Deposits Journal Entries Yendors Credit Cards Memorized Process
Entry Screens L
Chart of Accounts
Account Type
(Expense ] [ Search ] [ Show All I
Entity
[ 10: Parish v|
Funding Source:
| 0: Unrestricted v|
Department:
v]
Natural Account:
v]
Description
|
|259 records returned
52°F g e
Sunny == Q Search L g g e a @ t a

43

Click "5052:MN Paid Leave Expense"

arl 4550: Special Collections to be Forw

4560: Mass Stipends Income

Church M 4570. Unrealized Gain/Loss on Investments

Account,

Accoul

4575: Unrealized Gain/Loss on Endowments
4597: Trans. from other Funding Sour

4599: Miscellaneous - history only

5041: Priest Wages

5042: Mass Stipends Expense

5044: Wages

5049: Contracted Services

5051: FICA & Medicare Tax Expense

Expens 5052: MN Paid Leave Tax Expense

Enti 5055: Workers Compensation

10: K 5056: Unemployment
Fu 5057: Priest-Health/Dental Insurance

[=

5059: Health/Dental/Life/LTD Insurance
5060: Other Employee Benefits
5061: Priest-Pension

RNAR?- Ratiramant.Fnrainn Priests

5051: FICA & Medicare Tax Expense v|
Description

I v]

edger Report Writer T Consolidation Manager \]

Cindy Olson Diocese of Winona-Rochester, Oc

Yendors Credit Cards

Dournal Entries Memarized

Chart of Accounts

Process

L




44 Click "Search"

TS |7 0 Avlouniung LAY UISUIL UIVUESS UL VY UHE-RULHESUS, ULUUS £Us

r Church Manager Y Ledger and Payables Y Payroll Y Ledger Report Writer T Consolidation Manager )

E & & @ @ B & ¥ =

Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process

Entry Screens List Scree

Chart of Accounts

Account Type

[Expense ) Search | | Show Al |

Entity

[10: Parish v
Funding Source:
| 0: Unrestricted v

Department:

Natural Account:
(5052: MN Paid Leave Tax Expense v)

Description

l v

259 records returned

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

T )

Funding Source:
[0: Unrestricted v|

Department:

Natural Account:
[5052: MN Paid Leave Tax Expense v|

Description
| v]

| 8 records retumned

Expense
Unrestricted
Building & Grounds-Parish
MN Paid Leave Tax Expense

D E-10-00-15-5052-00, MN Paid Leave Tax Expense, 5052BG00P00
Add Sub-Account

Evangelization
MN Paid Leave Tax Expense

(] E-10-00-38-5052-00, MN Paid Leave Tax Expense, 5052EV00P00
Add Sub-Account

Faith Formation - Adult
MN Paid Leave Tax Expense

£ 40 N0 28 EORD AN_RAKL Daid Lass Taw Evnanca GAEICANADOA

= B Qo LeECLBOFED

25



46 Click "Submit"

Faith Formation - Youth
MN Paid Leave Tax Expense

E-10-00-30-5052-00, MN Paid Leave Tax Expense, 5052FY00P00
Add Sub-Account
General & Administrative
MN Paid Leave Tax Expense
E-10-00-10-5052-00, MN Paid Leave Tax Expense, 5052GA00P00
Add Sub-Account
Liturgy & Worship
MN Paid Leave Tax Expense
E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LW00P00
Add Sub-Account

Pastoral Ministry
MN Paid Leave Tax Expense

D E-10-00-35-5052-00, MN Paid Leave Tax Expense, 5052PM0O0P00
Add Sub-Account

Youth Ministry
MN Paid Leave Tax Expense

O E-10-00-33-5052-00, MN Paid Leave Tax Expense, 5052YMO0P00
Add Sub-Account

B Qs LeEE-BOFE

47  Click "Payroll"

ﬁ ParishSOFT Accounting X " Manage Staff x +

- = C 25 winona.parishsoftaccounting.com/LP/Account.aspx

B8 [ Cemetery [ IRSinformation [ Vendors [ StAdrian 9 Bookmarks ﬁ ParishSOFT Account...  (_ ParishsSOFT Family...  # Microsoft Office Ho...

+ ParishSOFT T

EarIShSOI—_r' ACCOUntIng Cindy Olson Diocese of Winona-Rochester, Oc

A
r Church Manager T Ledger and Payables f Payro'ﬂ T Ledger Report Writer T Consolidation Manager )

Accounts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized
Entry Screens
Find Account Chart of Accounts (Add Sub-Accounts)
Account Information

Checking: A-31-00-11-1110-00 1110CS00D00

Definition Budget History Comments Attachments

Description: | Checking

Process

L
Account Code

Find Acco

26



48 Click "Setup"

& ParishSOFT Accounting % (" Manage Staff x4+ + S
€ =+ C % winonaparishsoftaccounting.com/PR/Dashboard.aspx e % O zE @ :
83 | [3 Cemetey [ IRSinformation [ Vendors [0 StAdrian v Bookmarks [ ParshSOFT Account.. ( ParishsSOFT Family.. @ Microsoft Office Ho.. '+ ParishSOFT Training... [ Exempt/Excluded |... » | [ AllBookmarks
a
5’ Home Logout
EQ[iShSO'_—r.  Accounting Cindy Olson Diacese of Winona-Rochestsr, Oclober 2025 [ )
Church Manager Y Ledgerand,FaygEies Y Payroll T Ledger Report Writer T Consolidation Manager ]
- — =
~ E o
Payroll Process | Employees Setup Process Forms Reports
Entry Screens List Screens
Support and Services 866.930.4774 | Email a support question | Checks/Forms | Release Notes | User Guide | Videos | Online Help Articles |
Last Payroll 260, 10/31/2025, Semi Monthly 10-31-2026, Net 8,203.67
a
Current Payroll No open Payrolls
Gross Pay
Non-Taxable Allow.
Checks/Dir Dep:
EmployeaTaxes
Employee Deductions:
Employer Taxes:
Benefits.
P om/PRID: jPavral v
52F - 2 1212 PM
Sunny R Q seercn [ g g - B @ ‘ "NS e TDE

49

Click "Account Distributions"

e T M e e Tl T e T T T e
Payroll Process Employees Setup Process Forms Reports

Entry Screens List Screens

Employer Info

A

Pay Group

Pay ltem

Deduction/Benefit List

Ef

https://winona.parishsoftaccounting.com/PR/SetupAc tDistributi

Payroll Check Layout

Start-Up Employee Totals

52°F
Sunny

Q Search

Basic Setup

Optional Setup

O OBl N =

27



50 Click here

Accounung

yables Y Payroll Y Ledger Report Writer Y Consolidation Manager w

Cindy Olson Diocese of Winona-Rochester, October 2025 |St Cathenne Church (3/91)]

£ =

[l

setup Process Reports

List Screens

Account Distributions
acking: A-31-00-11-1110-00 1110CS00D00

Watch Help Video! [E]

| State Liability
MN [v]
MN ()
MN )
MN (]
MN )
i MN (e
» MN (v
1 MN [
MN )

(V1IN

51 Click "Find Account"

yables T Payroll T Ledger Report Writer T Consolidation Manager ]

Quick Find

Account Code Description Shortcut

|| Find Account | Clear value |

B

118
Forms Reports

List Screens

Account Distributions

:cking: A-31-00-11-1110-00 1110CS00D00

Watch Help Video! [J§]

| state Liability |
MN [v]
MN (]
MN )
MN [w]
MN ]
i MN v
, MN ()
i MN v
1 MN [v]
i MN (]
R Q Search LeEC 8B ®

Quick Find

Account Code Description Shorfcut

BILEBGOOP00: Wages E-10-00-15-504 ﬂ

l Find Account ] Clear Value l

12:12 PM
11/3/2025

A @ @ P @

28



52

53

Click here to add the MN Paid Leave Liability Account

Benefits

=
1

E
3
4
5
6

Code
1
2
"
13
17

...23

Social Security Withheld
Medicare Withheld
Federal

State

Local

403(b) Employee Deducti
Emplyee Health Insuranc
Flex Plan Medical Deducl
Supplemental Life Insurat
403(b) Employee Deducti
Fr Miller Health Ins

MN Paid Leave Employes

Description
Social Security Employer
Medicare Employer

403(b) Employer Benefit -

Health Care Insurance

403(b) Employer Benefit -

MN Pd Leave-Employer

MN 2400AP02P00: FICA/Medicare Withholding L-10-00-20-2400-02 |ﬂ
MN 2400AP02P00: FICA/Medicare WithholdinQ L-10-00-20-2400-02 |ﬂ
MN 2400AP01P00: Federal Withholding L-10-00-20-2400-01 |V\
MN 2400AP03P00: Minnesota Withholding L-10-00-20-2400-03 |"'J
MN 2400APQ3P00: Minnesota Withholding L-10-00-20-2400-03 |ﬂ
MN 2400AP05P00: 403(b) Pension Withholding L-10-00-20-2400-05 |VJ
MN 2400AP08P00: Health Insurance L-10-00-20-2400-08 |V]
MN 2400AP07P00: Flex Plan Medical L-10-00-20-2400-07 |‘ﬂ
MN 2400AP11P00: Supplemental Life Insurance L-10-00-20-2400-11 |ﬂ
MN 2400AP09P00: Roth IRA Withholdings L-10-00-20-2400-09 |v}
MN 50576A00P00: Priest-Health/Dental Insurance E-1O-DO-10—5057-|'V]
7 v

Liability Ex

2400AP02P00: FICA/Medicare Withholding L-?D-OO—ZO-ZZﬂ 5051BGO0P00: FICA and M

2400AP02P00: FICA/Medicare Withholding L-1 0-00-20-24ﬂ 5051BGO0P00: FICA and Mi
2400AP0O5P00: 403(b) Pension Withholding L‘IO—OOQOQA_YJ 5063BG0O0P00: Pension E-1
2400AP08P00: Health Insurance L-10-00-20-2400-08 \Vl 5059BG0O0P00: Health/Dent:
2400AP05P00: 403(b) Pension Withholding L-‘IO-OU-ZO-ZAﬂ 5063BG0O0P00: Pension E-1

[oe]

Click here to add the MN Paid Leave Liability account

© | N O A

[=]

1

12

Benefits

#

D AW N =

Code
1
2
11
13
17
23

State

Local

403(b) Employee Deducti
Emplyee Health Insuranc
Flex Plan Medical Deduci
Supplemental Life Insurar
403(b) Employee Deducti

Fr Miller Health Ins

MN Paid Leave Employes

Description
Social Security Employer
Medicare Employer

403(b) Employer Benefit -

Health Care Insurance
403(b) Employer Benefit -
MN Pd Leave-Employer

https:,",'winona.parishsoﬂaccoﬁnling.comfPR/SetupAccounlDislribulions‘aspx# "

52°F
Sunny

MN  2400AP03P00: Minnesota Withholding L-10-00-20-2400-03 [v]
MN  2400AP03P00: Minnesota Withholding L-10-00-20-2400-03 |ﬂ
MN 2400AP05P00: 403(b) Pension Withhalding L-10-00-20-2400-05 [~
MN  2400AP08P00: Health Insurance L-10-00-20-2400-08 [
MN  2400AP07PO00: Flex Plan Medical L-10-00-20-2400-07 [v]
MN 2400AP11P00: Supplemental Life Insurance L-10-00-20-2400-11 |V}
MN 2400AP09P00: Roth IRA Withholdings L-10-00-20-2400-09 [v]
MN 5057GA00PO0O: Priest-Health/Dental Insurance E-10-00-10-5057-|:Y}
MN 2400AP12P00: MN Paid Leave Withholding L-10-00-20-2400-12 [ ]

Liability Ex

2400AP02P00: FICA/Medicare Withholding L-10-00—20-2ﬁﬂ 5051BG0O0P00: FICA and M:

2400AP02P00: FICA/Medicare Withholding L-1 0-00-20—2411 5051BG0O0P00: FICA and Mi
2400AP05P00: 403(b) Pension Withholding L-10-00-20-24 VJ 5063BG0O0P00: Pension E-1
2400AP08P00: Health Insurance L-10-00-20-2400-08 \V] 5059BG00P00: Health/Dent:

72400AP05P00: 403(b) Pension Withholding L-10-00—20-24ﬂ 5063BG0O0P00: Pension E-1

v]
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54

55

Benefits

#

DO AW N -

Code
1
2
"
13
17
23

Press Tab and add the appropriate MN Paid Leave Tax Expense account
under the Expense heading.

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

State

Local

403(b) Employee Deducti
Emplyee Health Insuranc:
Flex Plan Medical Deducl
Supplemental Life Insurat
403(b) Employee Deducti
Fr Miller Health Ins

MN Paid Leave Employes

Description
Social Security Employer
Medicare Employer
403(b) Employer Benefit -
Health Care Insurance
403(b) Employer Benefit -
MN Pd Leave-Employer

MN
MN
MN
MN
MN
MN
MN
MN
MN

2400AP03P00: Minnesota Withholding L-10-00-20-2400-03 [v]
2400AP03P00: Minnesota Withholding L-10-00-20-2400-03  [»]
2400AP05P00: 403(b) Pension Withholding L-10-00-20-2400-05 ||
2400AP08P00: Health Insurance L-10-00-20-2400-08 [v]
2400AP07P00: Flex Plan Medical L-10-00-20-2400-07 [v]
2400AP11P00: Supplemental Life Insurance L-10-00-20-2400-11 |VJ
2400AP09P00: Roth IRA Withholdings L-10-00-20-2400-09 [v]
5057GA00PO0: Priest-Health/Dental Insurance E-10-00-10-5057-| ]
2400AP12P00: MN Paid Leave Withholding L-10-00-20-2400-12 ||

Liability

Expense

2400AP02P00: FICA/Medicare Withholding L-10-OO-20-2£'i 5051BGO0P00: FICA and Medicare Taxes E-10-00-1
2400AP02P00: FICA/Medicare Withholding L-10-00—20-2£___~_r: 5051BG0O0P00: FICA and Medicare Taxes E-10-00-1
2400AP05P00: 403(b) Pension Withholding L-10-00-20-2{v; 5063BG00P00: Pension E-10-00-15-5063-00

2400AP08P00: Health Insurance L-10-00-20-2400-08

V 5059BG00P00: Health/Dental/Life/LTD Insurance E-

2400AP05P00: 403(b) Pension Withholding L-1D-OO-2D-2{: 5063BG00P00: Pension E-10-00-15-5063-00
2400AP12P00: MN Paid Leave Withholding L-1O-DO-2D~2{_V_: 5052BG00P00: MN Paid Leave Tax Expense E-10-0
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