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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.
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# |Code Description State Liability Find Account | Clear Value |

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

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

3 3 Federal MN 2400AP01P00: Federal Withholding L-10-00-20-2400-01

4 4 State MN 2400AP03P00: Minnesota Withholding L-10-00-20-2400-03

5 8 Local MN 2400AP03P00: Minnesota Withholding L-10-00-20-2400-03

6 12 403(b) Employee Deducti MN 2400AP0O5PO00: 403(b) Pension Withholding L-10-00-20-2400-05
7 14 403(b) Employee Deducti MN 2400AP20P00: Other Withholding L-10-00-20-2400-20
8 17 Flex Plan Medical Deduci MN 2400APO07PO00: Flex Plan Medical L-10-00-20-2400-07
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2  Click "Accounts"
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3 Click "Chart of Accounts (Add Sub-Accounts)"
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6  Click "Search"

¥l ParishSOFT Accounting X  + + Gemini = a X
e » o (CYEm— ing.comyLP/ChartfA asp LN

[ Vendors [ StAdrian o Bookmarks o ParshSOFT Account..  ( ParishsSOFT Family.. b Microsoft Office Ho.. (1 ParishSOFT Training... | Exempt/Excluded |.. » | [J AllBookmarks

83 | [3 Cemetery [ IRSinformation
a

Home Logout

-Egl'iSh SD'—_'-' I ACCOUnting Cindy Qlson Diocese of Winona-Rochester, October 2025

Church Manager Ledger and Payables Payroll Ledger Report Writer Consolidation Manager

€ &2 &2 a B &

Accounts Bills Payments Journal Entries Yendors Credit Cards Memorized Process

Reports

Entry Screens List Screens

Account Type
(Expense ~] @ -Em
Entity
|

10: Parish

Funding Source:
0L e

~]
Department:
[ |
Natural Account:
( v]

Description
[

v]

[21 recoras retumed o

1W0°F . 347PM
Mostly cloudy . Q search L g 9 | i 9 g ~RDB s
7  Click here
¥l ParishSOFT Accounting X o+ + Gemini = o x
c 5 ¢ (Y= T a%x oz @
 ParishsSOFT Family.. @k Microsoft Office Ho.. ' ParishSOFT Training... | ExempyExcluded . » | [ AlBookmarks

83 | [ Cemetery [ IRSinformation [ Vendors [ StAdian v Bookmarks [ ParishSOFT Account..

Home Logout

-Egl'iSh SDI—_'-' I ACCOUnting Cindy Qlson Diocese of Winona-Rochester, October 2025

Church Manager Ledger and Payables Payroll Ledger Report Writer Consolidation Manager

E e = 8 & B &

Accounts Bills Payments Journal Entries Yendors Credit Cards Memorized

Entry Screens i

Account Type
(Expense <) Search Show All

Entity
10: Parish v]
Funding Source:
0: Unrestricted v
Department:
[ —
Natural Account:
( \ ] v]

|

Desc

[ v]

| 259 records retumea o
347PM

frid BB Q sech LeCLBOFB N TN Wde

Mostly cloudy




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

9  Press Return
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10 Click "Search"
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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
D E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FA00P00
Add Sub-Account
Faith Formation - Youth
MN Paid Leave Tax Expense
O E-10-00-30-5052-00, MN Paid Leave Tax Expense, 5052FY00P0D
Add Sub-Account
General & Administrative
MN Paid Leave Tax Expense
O E-10-00-10-5052-00, MN Paid Leave Tax Expense, 5052GAQ0P00
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MN Paid Leave Tax Expense
E-10-00-15-5052-00, MN Paid Leave Tax Expense, 5052BG00P00
A ub-Account

Evangelization
MN Paid Leave Tax Expense

O E-10-00-38-5052-00, MN Paid Leave Tax Expense, 5052EV00P00
Add Sub-Account
Faith Formation - Adult
MN Paid Leave Tax Expense
D E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FA00P00
Add Sub-Account

Faith Formation - Youth
MN Paid Leave Tax Expense

a 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

D E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LW00P00
Add Sub-Account

Pastoral Ministry
MN Paid Leave Tax Expense

O E-10-00-35-5052-00, MN Paid Leave Tax Expense, 5052PM00P00
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Expense

Unrestricted
Building & Grounds-Parish
MN Paid Leave Tax Expense

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
[ /E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FADOP00
Add Sub-Account

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

O E-10-00-10-5052-00, MN Paid Leave Tax Expense, 5052GA00P00
A - n
Liturgy & Worship
MN Paid Leave Tax Expense
O E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LW00P00
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Add Sub-Account

Evangelization
MN Paid Leave Tax Expense

D E-10-00-38-5052-00, MN Paid Leave Tax Expense, 5052EV00P00

Add Sub-Account

Faith Formation - Adult
MN Paid Leave Tax Expense

E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FA00P00

Add Sub-Account

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 Leéave Tax Expense

D E-10-00-10-5052-00, MN Paid Leave Tax Expense, 5052GA00P00
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Liturgy & Worship
MN Paid Leave Tax Expense

] E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LW00P00

A -Account

Pastoral Ministry
MN Paid Leave Tax Expense

a E-10-00-35-5052-00, MN Paid Leave Tax Expense, 5052PM00P00

Add Sub-Account
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Faith Formation - Adult
MN Paid Leave Tax Expense

LEE=BO#B

E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FA00P00

Add Sub-Account
Faith Formation - Youth
MN Paid Leave Tax Expense

E-10-00-30-5052-00, MN Paid Leave Tax Expense, 5052FY00P00

A -A n
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

O 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, 5052PM00P00

Add Sub-Account

Youth Ministry
MN Paid Leave Tax Expense

a E-10-00-33-5052-00, MN Paid Leave Tax Expense, 5052YM00P00

Add Sub-Account
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Faith Formation - Adult
MN Paid Leave Tax Expense

Add Sub-Account
Faith Formation - Youth
MN Paid Leave Tax Expense

A -A n
General & Administrative
MN Paid Leave Tax Expense

Add Sub-Account

Liturgy & Worship
MN Paid Leave Tax Expense

Add Sub-Account

Pastoral Ministry
MN Paid Leave Tax Expense

Add Sub-Account

Youth Ministry
MN Paid Leave Tax Expense

Add Sub-Account
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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

O E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LW00P00
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Pastoral Ministry
MN Paid Leave Tax Expense

E-10-00-35-5052-00, MN Paid Leave Tax Expense, 5052PM00P00
Add Sub-Account

Youth Ministry
MN Paid Leave Tax Expense

E-10-00-33-5052-00, MN Paid Leave Tax Expense, 5052YM0O0P00
Add Sub-Account

== Q Search

E-10-00-25-5052-00, MN Paid Leave Tax Expense, 5052FA00P00

E-10-00-30-5052-00, MN Paid Leave Tax Expense, 5052FY00P00

E-10-00-10-5052-00, MN Paid Leave Tax Expense, 5052GA00P00

O E-10-00-20-5052-00, MN Paid Leave Tax Expense, 5052LWO00P00

E-10-00-35-5052-00, MN Paid Leave Tax Expense, 5052PM00P00

0 E-10-00-33-5052-00, MN Paid Leave Tax Expense, 5052YM00P00
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20 Click "Chart of Accounts (Add Sub-Accounts)"
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psits Journal Entries Vendors Credit Cards Memorized Process Setup Reports

icreens List Screens

31: Designated Chart of Accounts

32: Designated

@ 33: Designated Search Show All
34: Designated
[ 1¢ 35: Designated
36: Designated
41: Merging Parish ~|

Class:

Natural Account:

Description

1 records retumed v

'gu;znycloudy R Q seercn [ g g g | @ g == ~RHB 123:':;2'\;

25 Click on Natural Account

¥l ParishSOFT Accounting x |+ + Gemini - o x

€ > @ 5 winonaparishsoftaccounting.com/LP/ChartOfAccounts.aspx a % O o @

B8 | (3 Cemetery [ IRSinformation [ Vendors [ StAdrian o Bookmorks [a ParshSOFT Account.. (* ParishsSOFT Family.. @ Microsoft Office Ho.. 4 ParshSOFT Training... | Exempi/Excluded |.. » | [ AlBookmarks
a

Home Logout

.
'Ec rlshSDl—_r' Accounting Cindy Olson Diocese of Winona-Rochester, October 2025

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

E & & @m @ B & ¥ E

Accournts Bills Payments Deposits Journal Entries Vendors Credit Cards Memorized Process Setup Reports
Entry Screens List Screens
Chart of Accounts
Account Type _—
v/ Search Show All
Entity
| 10: Parish V|

Funding Source:

nrestricted ~]

Class:
~
Natural Accounit:
>l
Description
v]
1 records returned -
e - - 343PM
&5 Mostly cloudy Q search L2 _B® =] A TDB e
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26

Click 2400: Employment Liabilities

2l ParishSOFT Accounting x | +

« > e

82 | [3 Cemetery [ IRSinformation

10°F

c Mostly cloudy

27

23 winona.parishsoftaccounting.com/LP/ChartOfAccounts.aspx

[ Vendors [0 StAdrian s Bookmarks [ ParishSOFT Account...

" 2207: Catholic Charities-DOW-R s
.Eq [ 2208: Peter's Pence

2209: Catholic Home Missions.

ParishsSOFT Family...

+ Gemini - o x

a % O o @

O Microsoft Office Ho.. (¢ ParishSOFT Training... | Exempt/Excluded |... »

Home Logout

Cindy Olson Diocese of Winona-Rochester, October 2025

Church M 2210: Black/Native American

Ledger Report Writer T Consolidation Manager 1

2211: World Mission Sunday
E 2212: Campaign for Human Development
2213: Retirement Fund For Religious
2214: Catholic University
2215: Archdiocese for the Military Servic
2216: Pastoral Solidarity Fund for the Ch
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
d 2330: Fees Collected for Trips
(0] 2350: Due To //Due From,
2400: Employment Liabilities
2510: Line of Credit
2515: Other Bank Loans v
| 2400: Empl , !
Description

i

Journal Entries

Search Show All

1 records returmned

Vendors Credit Cards

A E

Memorized

s

Reports

Setup

Process

List Screens

Chart of Accounts

Q Search L

Click "Search"

¥l ParishSOFT Accounting X o+

« > e

83 3 Cemetery [ IRS information

10°F

L Mostly cloudy

23 winona.parishsoftaccounting.com/LP/ChartOfAccounts.aspx

[ Vendors [ StAdrian  J Bookmarks [ ParishSOFT Account..

J—
ParishgsgFf:  Accounting

[0]
' ]
a
®
o
o

™ ParishsSOFT Family...

~ T @

[0 All Bookmarks

343 PM
12/4/2025

+ Gemini - o X

ax O O @

O Microsoft Office Ho.. (¢ ParishSOFT Training... [ Exempt/Excluded |... »

Home Logout

Cindy Olson Diocese of Winona-Rochester, October 2025

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

]

Payments

E &

Accounts Bills Deposits Journal Entries

Entry Screens

i @

Vendors Credit Cards

N

Reports

A

Memorized

Setup

Process

List Screens

Chart of Accounts

Account Type

Show All

v| Search
Entity

| 10: Parish V|
Funding Source:
| 0: Unrestricted it

Class:

Natural Account:
2400: Employment

Description

1 records returmned

Q search [

~ TG s

[ Al Bookmarks

343 PM
12/4/2025
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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).

',Q 10°F

L-10-00-20-2400-01, Federal Withholding, 2400AP01P00
L-10-00-20-2400-02, FICA/Medicare Withholding, 2400AP02P00
L-10-00-20-2400-03, Minnesota Withholding, 2400AP03P00

O L-10-00-20-2400-04, Health Savings Withholding (HSA), 2400AP04P00
L-10-00-20-2400-05, 403(b) Pension Withhelding, 2400AP05P00

a L-10-00-20-2400-086, 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

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

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

D L-10-00-20-2400-12, MN Paid Leave Withholding, 2400AP12P00

O L-10-00-20-2400-13, LTD Insurance, 2400AP13P00

(0] L-10-00-20-2400-14, Accident Insurance, 2400AP14P00
L-10-00-20-2400-15, Priest Pension Withholding, 2400AP15P00

O L-10-00-20-2400-16, Critical lliness Insurance, 2400AP16P00

D L-10-00-20-2400-17, Dental Insurance, 2400AP17P00

D L-10-00-20-2400-18, Vision Insurance, 2400AP18P00

O L-10-00-20-2400-19, Hospital Indemnity Insurance, 2400AP13P00
L-10-00-20-2400-20, Other Withholding, 2400AP20P00
Add Sub-Account

! Q Search | Q @

29 Click "Submit"

O

OO0 0OO®8OO

L-10-00-20-2400-05, 403(b) Pension Withhalding, 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
L-10-00-20-2400-20, Other Withholding, 2400AP20P00
Add Sub-Account

==QSearch ng:i@:.e

g\
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30

Next we will update the individual Employee records Click "Payroll"

[= ParishSOFT Accounting X  + + Gemini - a8 X
€ 3 @ % winonaparishsoftaccounting.com/LP/Account.aspx Q% 0O @B @
83 | [3 Cemetey [ IRSinformation [ Vendors [ StAdrian 9 Bookmarks [ ParishSOFT Account.. ParishsSOFT Family... @ Microsoft Office Ho... ParishSOFT Training... | Exempy/Excluded |.. » | [ AllBookmarks
a
’ Home Logout
EcrishSDFr  Accounting Cindy Olson Diocese of Winona-Rochester, October 2025 i
r Church Manager Y Ledger and Payables Y Payroll T’ Ledger Report Writer T Consolidation Manager ]
E & & @ @ B & ¥ = i
Accounts Bills Payments Deposits Journal Entries Vendors Credt Cards Memorized Process Setup Reports
Entry Screens List Screens
Find Account Chart of Accounts (Add Sub-Accounts)
Account Information Quick Find
Petty Cash: A-10-00-11-1105-00 1105CS00P00 Account Code Description Shorteut
Definition Budget History Gomments Attachments )
Find Account | Clear Value I
Description: ' Petty Cash
Account Type: Asset
Shorteut: ' 1105CS00P00
Entity:  10: Parish
Funding Sourcs: 0: Unrestri -
class: 11: Cash And Investment: v
htps:fwinona parishsoftaccounting comL/Accountaspx Natural Aceount- 1105 Petly v »:
T - 0 343 PM
'QMostlycloudy R Q seercn [ g g - B @ e ~NTHDE s
31 Click on the Employee you want to update
¥l ParishSOFT Accounting X o+ + Gemini = a X
a % 0o @

€ <+ C = winonaparishsoftaccounting.com/PR/Dashboard.aspx

= [ Vendors

[ Cemetery [ IRS information [ StAdrian

il
ParishsoFt Accou

J Bookmarks Ja] ParishSOFT Account...

™ ParishsSOFT Family.. @ Microsoft Office Ho...

nting

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

i PerishSOFT Training... | Exempt/Excluded ..

Home Logout

Cindy Olson Diocese of Winona-Rochester, October 2025 |

EE

Setup

&,

Payroll Process | Employees

Entry Screens

gL

Process

List Screens

Support and Services 866.930.4774

Last Payroll

Current Payroll No open Payrolls
Gross Pay
Non-Taxable Allow
Checks/Dir Dep
EmployeeTaxes
Employee Deductions:
Employer Taxes:

Benafits:

Payroll

10°F 1]
L L]

€ Mostly cloudy

175, 11/26/2025, 10/24-11/21/2025, Net 15,862.94.

Q Search

» [ Al Bookmarks

~ TG s

343 PM
12/4/2025
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32 Click "Ded/Ben"

¥l ParishSOFT Accounting X  + + Gemini = a X

€ =+ € | winonapar i l.aspx?Drill lownlD=1603 ax O o @:

s [ Cemetery [ IRSinformation [ Vendors [0 StAdrian 9 Bookmarks [g ParishSOFT Account.. ( ParishsSOFT Family.. @ Microsoft Office Ho.. (1 ParishSOFT Training... [ Exemp/Excluded |.. » [ All Bookmarks.
N

Home Logout

EriSh SDF"- | Accounting Cindy Olson Diocese of Winona-Rochester, October 2025 [St Adrian Church (3761)]

Church Manager Ledger and Payables Payroll Ledger Report Writer Consolidation Manager

& B Z 8 &

Payroll Process | Employees Setup Process Forms Reports
Entry Screens | List Screens
New Record Find Record

@ | R
General Emp/Cust  TaxData Pay Accums  Personal  Direct Deposit  Paychecks =
Find Clear
‘Wach Help Video! [

First Name:
Middle Name:
Last Name:
Suffix:
Address:
Address 2. | | Emergency Contact: | ‘
citw | Phana- | | bd
W0°F 343PM
Mostly cloudy . Q search L g 9 | i 9 g N~ RDB s
H " H n
33  Click "More Lines
¥l ParishSOFT Accounting X o+ + Gemini = o x
¢ 3 G (% winonapar i DB.aspx ax O o @:
88 | [0 Cemetey [ IRSinformation [ Vendors [ StAdrian o Bookmarks [ PanshSOFT Account.. (T ParishsSOFT Family.. @ Microsoft OfficeHo.. & PanshSOFT Training... [ Exempt/Excluded |... » | [D AllBookmarks
= S | i 1 1 | W | a
® E ik
Payroll Process | Employess | Setup Process Forms Reports
Entry Screens | List Screens
New Record Find Record
& Record has been updaled! 12/4/2025 4:43.58 PM
Gene
1]
Bl C
EMBE
. =
x ]
x -
Total: 1,522.01 9.00 5,999,999.94
More Lines
httpsy/ n o v
344PM

o BR Q search l@@ii@ﬂ L Bty

Mostly cloudy
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34

Sl ParishSOFT Accounting x

€ < © % winonaparishsoftaccounting.com/PR/EmployeeDB.aspx

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

+ Gemini =

aQ %

i A

o X

» | [J AllBookmarks

344 PM
12/4/2025

a X

» | [J AllBookmarks

83 | [0 Cemetey [ IRSinformation [ Vendors [0 StAdrian v Bookmarks [ ParishSOFT Account.. ParishsSOFT Family... @ Microsoft Office Ho... ParishSOFT Training... | Exempy/Excluded |..
L= T T e T el T R |
Payroll Process Employees Setup Process Forms Reports
Enlry Screens List Screens
New Record Find Record
& Record has been updated! 12/4/2025 4:43:58 PM
Employee Information Quick Find
(]
Ger e |
Find || Clear |
x
x
x
x
x
x
x 7
3 |29 Benefit NN Pd Leave-Employer
30 Deduction: Tax-Free Visiominsurance
Dition 1,622.01 9.00  5999,999.94
31 Deduction: Tax-Free [Dental Insurdnce
PRIR Dcduction [
32 Deduction” HSA Deduclion:
Submit || Nalata
W0°F um - =0
= Mostly cloudy IR Q search LB ® =] o =
¥l ParishSOFT Accounting X o+ + Gemini =
€ > C 2 winonaparishsoftaccounting.com/PR/EmployeeDB.aspx a % O =]
88 | [ Cemetey [ IRSinformation [ Vendors [3) StAdrian o Bookmarks [ PanshSOFT Account.. ParishsSOFT Family... @y Microsoft Office Ho... ParishSOFT Training... [l Exempt/Excluded ..
L= e T e T el T L |
Payroll Process | Employees Setup Process Forms Reports
Enlry Screens List Screens
New Record Find Record
& Record has been updated! 12/4/2025 4:43:58 PM
Emilias Information Quick Find
Gene =]
nd || Clear |
#
® 1
x 2
®x 3
X 4
R s
® ©
X 7 31 Deduction: Tax-Free Dental Insura[\j]
® 8 [}
Total: 1,522.01 9.00  5999,999.94
More Lines
Submit || Nalata
W0°F . - -
2 Mostly cloudy [ 1] Q search [ e @ - i @ as B ~ wd®

344 PM
12/4/2025
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36 PressTab

37 PressTab

38 Click Limit and enter the total premium for the year

T2l ParishSOFT Accounting X+ + Gemini = (] X
€ 5 €@ % winonaparishsoftaccounting.com/PR/EmployeeDB.aspx a % OB @
88 | [g Cemetery [ IRSinformation [ Vendors [ StAdrian v Bookmarks [o ParishSOFT Account.. ( ParishsSOFT Family.. @ Microsoft Office Ho.. (1 ParishSOFT Training... f Exempt/Excluded ... » [ All Bookmarks
25 = =E = El i a
Payroll Prox Emple Setup Pro Forms Reports
Entry Screens List Screens
MNew Record Find Record

% Record has been updated! 12/4/2025 4:50:46 PM

Employee Information Quick Find
]
e | Find || Clear |
#

X 11
e 2 1
3 1
X 41
X 51
® 61
® 7 31 Deduction: Tax-Free Dental Insura|v‘ 0.00 000 999999.99
R 8 34 Benefit: LTD Employee Benefit |v\ 0.00 0.00  999999.99

Total: 1,622.01 9.00  7,999,999.92
More Lines

‘Submit m}

v

4:00 PM
12/4/2025

10°F
= Mostly cloudy

~ TG @

Q search L g € - B8 ®

‘0



39 Click here

¥l ParishSOFT Accounting X o+
€ 3 C % winonapari! it PR/EmployeeDB.asp:
= [ Cemetery [ IRSinformation [ Vendors [ StAdrian v Bookmarks [& ParishSOFT Account.. ParishsSOFT Family.. @ Microsoft Office Ho...
. =
B2 (] H 1= El un
Payroll Process | Employees Setup Process Forms Reports
Entry Screens List Screens
MNew Record Find Record
¥ Record has been updated! 12/4/2025 4:43:58 PM
Employee Information
Gener
#
x
x 2
X 3
X 4
X 5
X 6
® 7 31 Deductiof: Tax-Free Dental Insura[x] oo )
x 8 )
Total: 1,522.01 9.00 5,999,999.94
More Lines
10°F -n
©2 Mostly cloudy mm  Q Search L

40

™ ParishsSOFT Family...

un

Reports

9.00 5,999,999.94

¥l ParishSOFT Accounting X+
€ 3 C % winonapari i PR/EmployeeDB.asp:
= [ Cemetery [ IRSinformation () Vendors [ StAdrian v Bookmarks [a ParishSOFT Account..
= | B 1= il
Payroll Process - Employees Setup Process Forms
Entry Screens List Screens
New Record Find Record
& Record has been updated! 12/4/2025 4:43:58 PM
Employee Information
Gener:
#
B
® 2
x 3
® 4
R 5
X 6
® 7 31 Deduction: Tax-Free Dental Insura|"J 0.00
x s
30 Deduction: Tax-Frea Vision Insurance a 1.522.01
Deduction
31 Deduction: Tax-Free Dental Insurance
More Lin

Deduction
32 Deduction. HSA Deduction
33 Deduction: Accident Insurance Dedudtion

»| | Submit | Delete

8 wr 1}

“2 Mostly cloudy Q search

O Microsoft Office Ho...

ParishSOFT Training...

@

L ExempyExcluded |...

Quick Find

Click here to choose the next deduction/benefit to add.

ParishSOFT Training...

@

K BxempyExcluded |...

Quick Find

(g | Giear |

+ Gemini =

b4

)
4 Gemini =
B O | &
[

i A

o X

» [0 All Bookmarks

344 PM
12/4/2025

a X

» [ Al Bookmarks

~ TG s

344 PM
12/4/2025
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41 Click "34 Benefit: LTD Employee Benefit"

T2 ParishSOFT Accounting x  +

€ + C % winonaparishsoftaccounting.com/PR/EmployeeDB.aspx

82 | [ Cemetery [ IRSinformation [ Vendors [ StAdian 9 Bookmarks [ ParishSOFT Account.. ParishsSOFT Family.. @ Microsoft Office Ho..  + P
5 Forms
Entry Screans List Screens
New Record Find Record

¥ Record has been updated! 12/4/2025 4:43:58 PM

Employee Information

Gener

#
x
® 2
X 3
® 4
X 5
X 6
® 7 31 Deduction: Tax-Free Dental Insura|| 0.00
P ED Deduction: Tax-Fros Vision Insuraikd

32 Deduction: HSA Deductiga. — 1,622.01 9.00  5999,999.94
33 Deduction: Accident Iféurance Deduction
34 Benefit: LTD Emg
35 Deduction: Critical lin
Deduction

36 Deduction: Hospital Indemnity Deduction | | Submit || Delete

€ :;:llyduudy == Q search L g g -— i @ :’0

4 Click here to enter the per payroll amount. Again, you may enter the 12 month

amount in the Limit column.

¥al ParishSOFT Accounting X+

€ + C % winonaparishsoftaccounting.com/PR/EmployeeDB.aspx

88 | (O Cemetey [ IRSinformation [ Vendors [3) StAdrian o Bookmarks [ PanshSOFT Account.. ParishsSOFT Family... @y Microsoft Office Ho...
Emp 5
Entry Screens List Screens
New Record Find Record

¥ Record has been updated! 12/4/2025 4:43:58 PM

Employee Information

Gener

alalwln

6
7 31 Deduction: Tax-Free Dental Insura| 0.00
8 34 Benefit: LTD Employee Benefit  [+|
Total: 1.522.01 9.00 5,999,999.94

XXX XXXXX

More Lines

Submit | Delete

(- 200 2R Q Ssearch (SO I O - IO f-°

- Mostly cloudy L 1]

+ Gemini A a x
a % 0o @
arishSOFT Training... | ExempuExcluded ... » | [ AllBookmarks
Quick Find
)
Find || Clear |
= 344 PM
a ~RDB s
+ Gemini - o X
a % 0o @
ParishSOFT Training... i Exempt/Excluded |... » | [ AllBookmarks

Quick Find
2

Find || Clear |

o 344 PM
=] ~THB s
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43  Click "Submit"

¥l ParishSOFT Accounting X o+

€ > C = winonaparishsoftaccounting.com/PR/EmployeeDB.aspx

82 | [ Cemetery [ IRSinformation [ Vendors [ StAdian 9 Bookmarks [ ParishSOFT Account.. [ ParishsSOFT Family.. @ Microsoft Office Ho..
L=E = =i un
Payroll Process | Employees Setup Process Forms Reports
Entry Screans List Screens
New Record Find Record
¥ Record has been updaled! 12/4/2025 4:43:58 PM
Employee Information
Gener:
#
X 1 i
x 2 H
x 3 3
X 4 )
X s )
X 6 B
® 7 31 Deduction: Tax-Free Dental Insura["] 0.00
® 8 34 Benefit: LTD Employee Benefit  [w] 0.00
Total: 1,622.01 9.00  5999,999.94
More Lin
[ suomit

10°F

[
=2 Mostly cloudy Q search
44  Click "Setup"
¥l ParishSOFT Accounting X 4+
€ > C % winom ti /PR/Deducti fitList.aspx
= [ Cemetery [ IRSinformation [ Vendors [ StAdrian v Bookmarks [ ParishSOFT Account..

" ParishsSOFT Family.. @ Microsoft Office Ho..

Accounting

ParishsofFt

ParishSOFT Training...

ParishSOFT Training...

+ Gemini =

Q% O @ @

» [0 All Bookmarks

W EempyExcluded |..

Quick Find

| Find Clear

~ T @

+ Gemini =

o X

344 PM
12/4/2025

a X

Q% O @ @

» [ All Bookmarks

W BempyExcuded |..

Home Logout

Cindy Olson Diocese of Winona-Rochester, October 2025 |

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

’,9 10°F

= Mostly cloudy I Q Search

& \ = I[&

Payroll Process = Employees Setlp Process Forms Reports

Eniry Screens List Screens
Add a New Deduction/Benefit From Template
Deductions/Benefits
Type Description Category Effect on Taxes and Wages.
Benefit Social Security Employer System
Deduction Social Security Withheld System
Benefit Medicare Employer System
Deduction Medicare Withheld System
Deduction Federal System
Deduction State System
Deduction Local System
Benefit 403(b) Employer Benefit - Match  Rstirement Plan No Effect
403(b) Employee Deduction -

Retirement Plan

LeeBOFED

Reduces calculated Federal, State, Local

‘Watch Help Video! [

~ TG B

345 PM
12/4/2025
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45

Click "Account Distributions"

Sl ParishSOFT Accounting x

&«

N+

[ Cemetery [ IRS information

23 winona.parishsoftaccounting.com/PR/Setup.aspx

[ Vendors [0 StAdrian s Bookmarks [ ParishSOFT Account...

—
ParishggfFt  Accounting

(" ParishsSOFT Family...

O Microsoft Office Ho... + ParishSOFT Training...

Home

Cindy Olson Diocese of Winona-Rochester, October 2025

I ExempyExcluded |... »

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

+ Gemini - o x

Q% O @ @

Logout

Payroll Process

N N [

&

Employees

Entry Screens

Employer Info
Pay Group

Pay ltem
DeductipnB&feqt List
Accoupl Distribuliohs

Payroll Check Layout

Start-Up Employee Totals

Z E i

Forms Reports

Process

Setup

List Screens

Basic Setup

Optional Setup

Qo

Mostly cloudy

46

¥l ParishSOFT Accounting

x

Click here

+

Q Search

e-@ea

L £

‘0

~ T @

+ Gemini

= a

345PM

12/4/2025

X

€ > € 5 winonaparishsoftaccounting.com/PR/SetupAccountDistributions.aspx g % Oz @
28 | [ Cemetey [ IRSinformation [ Vendors [ StAdian o Bookmarks [& ParshSOFT Account. ( ParishsSOFT Family.. @b Microsoft Office Ho.. (& ParishSOFT Training... f Exempt/Excluded |.. » | [ AllBookmarks
’ Home Logout
-Eq rish SO l__I'- Accounting Cindy Olson Diocese of Winona-Rochester, October 2026
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
Account Distributions Quick Find
Petty Cash: A-10-00-11-1105-00 1105CS00P00 Accoun! Code Descriplion Shortcul
Watch Help Video! [ I"]

Deductions -

# | Code Description State Liability {F'"d Account | Clear Value

1 1 Sodal Security Withheld ~ MN ~

2 2 Medicare Withheld MN [v]

3 3 Federal MN (]

4 4 State MN 2]

5 6 Local MN v

6 12  403(b) Employee Deducti MN [v]

7 14 403(b) Employee Deducti MN [l

8 17 Flex Plan Medical Deduct MN [oe]

9 19 Priest Pension Deduction ~MN LI

10 20 Subcontractor payment  MN 2

10°F - 0 m 345 PM

2 Mostly cloudy Q search L2 _B® A TDB e

[0 All Bookmarks
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T2 ParishSOFT Accounting x

Choose the first payroll account for wages and press Return

=h + Gemini - a X
€ > @ % winonaparishsoftaccounting.com/PR/SetupAccountDistributions.aspx a % O o @
83 | [3 Cemetery [ IRSinformation [ Vendors [ StAdian 9 Bookmarks [ ParishSOFT Account.. ParishsSOFT Family.. @ Microsoft Office Ho.. '+ ParishSOFT Training... | Eemp/Bxcluded |... » | [ AllBookmarks

a
’ Home Logout
.Eqrishsol_—r Accounting Cindy Qlson Diocese of Winona-Rochester, October 2025 |
r Church Manager Y Ledger and Payables T Payroll T Ledger Report Writer T Consolidation Manager 1
Payroll Pro Employees Setup Process Forms Reports
Enlry Screens List Screens
Account Distributions Quick Find
Petty Cash: A-10-00-11-1105-00 1105CS00P00 Account Code Description Shorfcut
warchvieo viseo! Bl [5044GA00P00: Wages E-10-00-10-504{w]
Deductions 5044BGODPO0: Wages E-10-00-15-5044-00
# | Code Description State Liability 5044F YODPDO: Wages E-10-00-30-5044-00
11 Social Security Withheld MN ": =
- 4 | [5044PMOOPOO: Wages E-10-00-3:
2 2 Medicare Withheld MN | |5044¥MOOPO0: Wages E-10-00-33-5044-00
3 3 Federal MN v
4 4 State MN b
5 6 Local MN v
6 12 403(b) Employee Deducti MN b ]
7 14  403(b) Employee Deducti MN v
8 17 Flex Plan Medical Deducl  MN |
@ 19 Priest Pension Deduction ~MN ~|
10 20 Subcontractor payment MN hd| v
O oF u - 345 PM
X Mostly cloudy B Q search [ - B @ ~NTHDE s
A nEs "
48  Click "Find Account
¥l ParishSOFT Accounting X o+ + Gemini = a X
€ <+ € % winonaparishsoftaccounting.com/PR/SetupAccountDistributions.aspx @ £ R @
83 | [ Cemetery [ IRSinformation [ Vendors [ StAdian v Bookmarks [ ParishSOFT Account.. ParishsSOFT Family.. @ Microsoft Office Ho.. 4 ParishSOFT Training... | Exempt/Excluded ... » | [J AllBookmarks
a
? Home Logout
.Ec |5hSD|-_|_ Accounting Cindy Olson Diocese of Winona-Rochester, October 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
Account Distributions Quick Find
Petty Cash: A-10-00-11-1105-00 1105CS00P00 Accoun! Code Descriplion Shortcul
Watch Help Video! [ [5044GA00P00: Wages E-10-00-10-504]v
Deductions -
# | Code Description State Liability Find Account | Clear VE‘UGI
1 1 Social Security Withheld ~ MN v/
o 2 Medicare Withheld MN v/
3 3 Federal MN v
4 4 State MN v
5 6 Local MN |
6 12 403(b) Employee Deducti MN |
7 14 403(b) Employee Deducti MN ¥/
8 17 Flex Plan Medical Deduct MN hd|
9 19 Priest Pension Deduction ~MN o)
10 20 Subcontractor payment  MN v =
e - -] 345 PM
&8 Mostly cloudy Q search L2 _B® =] A TDB e

24
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" Ministry Brands ParishSOFT x

€« > C

[ Cemetery [ IRSinformation [ Vendors [) StAdrian ¢ Bookmarks [ ParishSOFT Account...

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.

& ParishSOFT Accounting x  +

23 winona.parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

ParishsSOFT Family...

T Microsoft Office Ho...

+ Gemini - o X
ax 0o @
ParishSOFT Training... [ Exempy/Excluded |... » [ Al Bookmarks

11 21  Other Deduction 5073GA00P00: Employee/Volunteer Appreciation E-10-00-10-507x] -
12 22 Christmas Bonus Deducti MN 5044GAQ0PQ00: Wages E-10-00-10-5044-00 oA |

13 25 v/

14 26 v

15 27 ) . v

16 28 MN Paid Leave Employec MN 2400AP12P00: MN Paid Leave Withholding L-10-00-20-2400-12 |»|

17 30 Tax-Free Vision Insurance MN 2400AP18P00: Vision Insurance L-10-00-20-2400-18 ~|

18 31 Tax-Free Dental Insuranc MN 2400AP17P00: Dental Insurance L-10-00-20-2400-17 v:

19 32 HSA Deduction MN  2400AP04P00: Health Savings Withholding (HSA) L-10-00-20-24(»
20 33 Accident Insurance Dedu  MN 2400AP14P00: Accident Insurance L-10-00-20-2400-14 v:
21 35 Critical lliness Insurance | MN 2400AP16P00: Critical liness Insurance L-10-00-20-2400-16 L]
22 36 Hospital Indemnity Deduc  MN 2400AP19P00: Hospital Indemnity Insurance L-10-00-20-2400-19 v/
Benefits

# Code Description Liability Expense

i 1 Social Security Employer 2400AP02P00: FICA/Medicare Withholding L-10-00-20-24%| 5051GAOOP00: FICA and Medicare Taxes E-10-00-10-504]

2 2 Medicare Employer 2400AP02P00: FICA/Medicare Withholding L-10-00-20-24 V: 5051GAO0OP0O0: FICA and Medicare Taxes E-ID-DD-m-SOE\"

3 11 403(b) Employer Benefit- 2400AP05P00: 403(b) Pension Withholding L-10-00-20-24 V: 5063GAD0P00: Pension E-10-00-10-5063-00 |V}

4 13 403(b) Employer Benefit- 2400AP05P00: 403(b) Pension Withhalding L-10-00-20-2¢ v: 5083GA00P00: Pension E-10-00-10-5063-00 [s]

5 16 Health Insurance Employ—2400AP08P00: Health Insurance L-10-00-20-2400-08 | 5059GA00P00: Health/Dental/Life/LTD Insurance E-10-00|

6 18 Life, AD&D Employef Ber 2400AP08P00: Health Insurance L-10-00-20-2400-08 ~| 5059GA00PO0: Health/DentallLife/LTD Insurance E-1G-OL’1\"

7 29 MN Pd Leave-Employer  2400AP12P00: MN Paid Leave Withholding L-10-00-20-2{ v: [»]

& 34 LTD Employee Benefit v [s]

Submit | Copy |
* v
g B Qs LECLBOFEO ~eaw

50

16
17
18
19
20
21
22

28
30
31
32
33
35
36

Benefits
# |Code

11
2 B
11
13
16
18
29
34

@~ ||| |

Click "Submit"

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

MN
MN
MN
MN
MN
MN
MN

MN Paid Leave Employes
Tax-Free Vision Insuranct
Tax-Free Dental Insuranc
HSA Deduction

Accident Insurance Dedu
Critical lliness Insurance |
Hospital Indemnity Deduc

2400AP12P00: MN Paid Leave Withholding L-10-00-20-2400-12 |v|
2400AP18P00: Vision Insurance L-10-00-20-2400-18
2400AP17P00: Dental Insurance L-10-00-20-2400-17
2400AP04P00: Health Savings Withholding (HSA) L-10-00-20-24( |
2400AP14P00: Accident Insurance L-10-00-20-2400-14

2400AP16P00: Critical lliness Insurance L-10-00-20-2400-16
2400AP19P00: Hospital Indemnity Insurance L-10-00-20-2400-19 |

]

[ae)

(2e)

M

Description
Social Security Employer
Medicare Employer
403(b) Employer Benefit -
403(b) Employer Benefit -
Health Insurance Employ:
Life, AD&D Employer Ber
MN Pd Leave-Employer
LTD Employee Benefit

2400AP02P00:
2400AP02P00:
2400AP05P00:
2400AP05P00:
2400AP08PO00:
2400AP08P00:
2400AP12P00:
2400AP13P00:

Q Search

Liability

FICA/Medicare Withholding L-10-00-20-24»| 5051GAQOPO0:
FICA/Medicare Withholding L-10-00-20-24 | 5051GAQ0P00:
403(b) Pension Withholding L-10-00-20-2{s| 5063GA00P00:
403(b) Pension Withholding L-10-00-20-2{ x| 5063GA00PO0:
[»] 5059GA00P00:
[»| 5059GA00P00:
MN Paid Leave Withholding L-‘[O-DO-ZO-Hﬂ 5052GA00P00:
[%] 5059GA00P00:

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

LTD Insurance L-10-00-20-2400-13

LeC-Eo

Expense
FICA and Medicare Taxes E-10-00-1
FICA and Medicare Taxes E-10-00-1
Pension E-10-00-10-5063-00
Pension E-10-00-10-5063-00
Health/Dental/Life/LTD Insurance E-'
Health/Dental/Life/LTD Insurance E-
MN Paid Leave Tax Expense E-10-0
Health/Dental/Life/LTD Insurance E-
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