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For the latest version of this document, click here

Editing Employee Ded/Ben and Updating Account
Distributions with new deductions/benefits
After adding the new deduction/benefit codes in payroll, you will have to update your
employee records and Account Distributions. The first step is adding the liability
accounts in the Ledger and make sure to add MN Paid Leave Expense accounts if you
have not already done that.

1 Click "Ledger and Payables"
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2 Click "Accounts"

3 Click "Chart of Accounts (Add Sub-Accounts)"
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4 Click here

5 Click "Natural Account:"
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6 Click "Search"

7 Click here
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8 Find the 5052: MN Paid Leave Expense account on the list

9 Press Return
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10 Click "Search"

11 Click here- Check the box for every department where you have employees in your
organization.
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12 Click here

13 Click here
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14 Click here

15 Click here
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16 Click here

17 Click "Submit"
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18 Click "Ledger and Payables"

19 Click "Account"
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20 Click "Chart of Accounts (Add Sub-Accounts)"

21 Click here to change Account Type
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22 Click "Liability"

23 Click Funding Source
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24 Click to change to Unrestricted

25 Click on Natural Account
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26 Click 2400: Employment Liabilities

27 Click "Search"
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28 Click to check the boxes for the accounts you need to add (do not add any that you
aren't going to need to use).

29 Click "Submit"
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30 Next we will update the individual Employee records Click "Payroll"

31 Click on the Employee you want to update
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32 Click "Ded/Ben"

33 Click "More Lines"



18

34 Click here to select the deduction/benefit line that you need to add.

35 Click here to enter the per payroll amount.
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36 Press Tab

37 Press Tab

38 Click Limit and enter the total premium for the year
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39 Click here

40 Click here to choose the next deduction/benefit to add.
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41 Click "34 Benefit: LTD Employee Benefit"

42 Click here to enter the per payroll amount. Again, you may enter the 12 month
amount in the Limit column.
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43 Click "Submit"

44 Click "Setup"
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45 Click "Account Distributions"

46 Click here
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47 Choose the first payroll account for wages and press Return

48 Click "Find Account"
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49 Click on each open line in the account distribution upper section and type in/enter
the correct liability account number. Then click in the lower benefits section and
fill in the liability/expense accounts.

50 Click "Submit"

Repeat this process for every account you debit with wage expense including any
receivable accounts for clustered parishes.


