Health Savings Acc
Procedures

ount (HSA) Deduction

Detailed instructions for setting up the HSA deduction and entering the data into the
bank account information for automatic transmittal to the employees HSA bank

account.
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2 Click "Setup" In addition to the HSA deduction that was set up previously, you will
need to set up an additional deduction to facilitate the direct deposit into the
employee's HSA account.
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3  Click "Deduction/Benefit List"
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4  Click "Add a New Deduction/Benefit From Template"
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6 Click "Edit"
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8  Click "Submit"

Code Number: ‘ 37

W2 Category

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

Category: [OthET

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 Find the employee that has an HSA deduction and click on Go
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12 Click "More Lines"
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13 Click "32 Deduction: HSA Deduction" (your number might not be 32)
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14 Click "37 Deduction: HSA to be pd to account" (your deduction number might not
be 37)
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Click here and enter the per pay period amount of the HSA pretax deduction. (the
full amount from the Benxcel report and divide by the number of payrolls you
have in a year - round up to the next cent)
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16 Click on the HSA to be pd to account line and enter the same amount as a
negative. This will add it back into the paycheck so that the money can be paid to
the employee's HSA account through the direct deposit of the payroll.
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18  Click "Setup"
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Click "Account Distributions" You will need to update the account distributions for
the new deduction that we just created.

19

C ParishSoft x [ ParishSOFT Accounting X+ 4 Gemini - a <
¢ > € % winonaparishsoftaccounting.com/PR/Setup.aspx Qa %v O o & ®
89 [ Cemetery [ IRSinformation [ Vendors [ StAdrian ¢ Bookmarks [ ParishSOFT Account..  ( ParishsSOFT Family... @ Microsoft Office Ho..  + ParishSOFT Training... §f Exempt/Excluded |. » [ All Bookmarks

Home Logout

'EO rish SOFI' ACCOUnting Cindy Olson Diocese of Winona-Rochester, November 2025

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

= &

Payroll Pr Employees Setup

Forms Reports

Entry Screens List Screens

Basic Setup

Employer Info
Pay Group

Pay ltem

-~ Payroll
v

Deductlonﬁﬁg;@éﬂﬁ%&ai
AccouniiDistributions f
|

y
= \ J
= Payroll Ch%‘%g&Layoyb_f“

== Sl

Optional Setup

Start-Up Employee Totals

- Ea ] = 902 AM
Ry BB Q search L ~ . S )l &

10



20

C

ParishSoft x

21

O

SN

[ Cemetery [ IRSinformation [ Vendors

—
ParishgoFT

[ St Adrian

2l ParishSOFT Accounting x o+

25 winona parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

% Bookmarks

Accounting

Click here and type in the wage account.

T2 ParishSOFT Account... (" ParishsSOFT Family...

O Microsoft Office Ho..

4 Gemini

Qv O O &

ParishSOFT Training..

Home Logout

Cindy Olson Diocese of Winona-Rochester, November 2025

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

&

%

Payroll Pr Employ
Entry Screens
Deductions
# Code
Benefits
# Code

O 36

Cloudy

Press Return

C ParishSoft X

c

[ Cemetery [ IRSinformation [ Vendors

[ St Adrian

EE

Setup

L

List

Form

Screens

Account Distributions

il

Use Quick Find to select a gross pay account.

Description

Description

Q Search

T2l ParishSOFT Accounting X+

% Bookmarks

-
ParishsoFt:  Accounting

25 winona parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

State

T2 ParishSOFT Account... (" ParishsSOFT Family...

Watch Help Video! ]

Liability

Liability

O Microsoft Office Ho..

Quick Find

Account Clge Description Shortcut

(v

unt | Clear Value

Expense

W Exempt/Excluded |.. »

[ All Bookmarks

4 Gemini =

Q x  O

ParishSOFT Training... ff Exempt/Excluded |..

Home Logout

Cindy Olson Diocese of Winona-Rochester, November 2025 1

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

&

23

Payroll Pr Employ
Entry Screens
Deductions
# Code
Benefits
# Code

O 36F

Cloudy

List Screens

Account Distributions

Use Quick Find to select a gross pay account.

Description

Q Search

Description

State

Watch Help Video! B
Liabilty

Liability

Quick Find

Account Code Description Shortcut

5044GA00P00: Wages E»10-00-10-504\v“
5044BGO0P00: Wages E-10-00-15-5044-00
5044FY00P00: Wages E-10-00-30-5044-00

5044GA00P00: Wages E-10-00-10-5044-00
5044PMO0OP00: Wages E-10-00-35-5044-00
5044YMOOP00: Wages E-10-00-33-5044-00

~

&}

902AM o

12/18/2025 =

L @

» | [3 AllBookmarks

D @

9:02 AM
12/18/2025

11



22

C ParishSoft x

« > ¢

83 | [J Cemetery [ IRSinformation

Click "Find Account"

2l ParishSOFT Accounting x o+

[ Vendors [ StAdrian ¥ Bookmarks

"
ParishgOFt  Accounting

[l ParishSOFT Account...

25 winona parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

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

4 Gemini

Qa x O

ParishSOFT Training... ff Exempt/Excluded |..

Home Logout

Cindy Olson Diocese of Winona-Rochester, November 2025 |

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

Entry Screens

Deductions

#

Benefits
#

O 6F

Cloudy

23

C ParishSoft X

« > ¢

83 | [J Cemetery [ IRSinformation

i 22
13 25
14 26
il 27
16 28
17 30
18 31
8l 32
20 33
g 35
22 36
28 37

Benefits
# |Code

11
B
3 11
413
5 16
6 18
729
8 34

O 36F

Cloudy

Forms

Reports

List Screens

Account Distributions

Use Quick Find to select a gross pay account.

Code Description

Code

BB Q search

T2l ParishSOFT Accounting X+

[ Vendors [ StAdrian ¥ Bookmarks

HSA to be pd to account MN

Description
Social Security Employer 2400AP02P00:
Medicare Employer 2400AP02P00:
403(b) Employer Benefit- 2400AP05P00:
403(b) Employer Benefit - 2400AP05P00:
Health Insurance Employ:  2400AP08P00:
Life, AD&D Employer Ber 2400AP08P00:

MN Pd Leave-Employer  2400AP12P00:
LTD Employee Benefit 2400AP13P00:
BR  Q Search

[l ParishSOFT Account...

Watch Help Video! ]

State

Liability

Description

Liability

»
| €o)
1!

25 winona parishsoftaccounting.com/PR/SetupAccountDistributions.aspx

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

]
J‘
1
)
)
|
\
|
|
\

(v

Liability

FICA/Medicare Withholding L-ﬂO-OO-ZO-Z{V‘ 5051GA00P00:
FICA/Medicare Withholding L-10-OO-ZO-247VJ 5051GA00P00:

403(b) Pension Withholding L-10-00-20-2{w] 5063GA00P00

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

|»] 5059GA00P00!

: Pension E-10-00-10-5063-00
403(b) Pension Withholding L-10-00-20-2{w] 5063GA00P00:

Quick Find

Account Code Description Shortcut
50 GA00PUS; Wages E-10-00-10-504|v ]
[‘ind Account | Clear Value

Expense

Click here and type in "2400AP04" select the correct entity (P,S,C)

4 Gemini

Qa x O

ParishSOFT Training... ff Exempt/Excluded |..

Expense
FICA and Medicare Taxes E-10-OO-10-505 VJ
FICA and Medicare Taxes E-10-00-10-50¢ V\
)

Pension E-10-00-10-5063-00 [v]

: Health/Dental/Life/LTD Insurance E-10-Od VJ
(] 5059GA00P00:
MN Paid Leave Withholding L-10-00-20-2{ VJ 5052GA00P00:

Health/Dental/Life/LTD Insurance E-10-00x]
MN Paid Leave Tax Expense E-10-00-10—{V\

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

\VJ[’OO: Health/Dental/Life/LTD Insurance E-10-00-10-5059-OQV\

»

A.’é\dr)@

»

A.’é\dr)@

= a X

L @

[ All Bookmarks

9:02 AM
1211872005 &

- o X

L @

[ All Bookmarks

9:02 AM
12/18/2025 =

12



24

Click "Submit"

C ParishSoft % [& ParishSOFT Accounting x o+ 4 Gemini - a8 X
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83 | [J Cemetery [J RSinformation [J) Vendors [ StAdrian k Bookmarks Faj ParishSOFT Account.. (" ParishsSOFT Family.. ) Microsoft Office Ho.. '+ ParishSOFT Training... | Exempt/Excluded |... » | [3 AllBookmarks
i 2 vl &
13 2t v)
114 2 vl
B o
B o
| E Y
8 a1 |
19 3 v
20 3 v]
21 ae vl
22 3¢ | |
23 37 HSAtobe pdtoaccount  MN 2400AP04P00: Health Savings Withholding (HSA) L-10-00-20-24(v|
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3 11 403(b) Employer Benefit- 2400AP05P00: 403(b) Pension Withholding L-10-00-20-24%| 5063GA00P00: Pension E-10-00-10-5063-00 4]
4 13  403(b) Employer Benefit- 2400AP05P00: 403(b) Pension Withholding L-10-00-20-24% | 5063GA00P00: Pension E-10-00-10-5063-00 4]
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 Employer Ber 2400AP08P00: Health Insurance L-10-00-20-2400-08  |¥| 5059GA00P00: Health/Dental/Life/LTD Insurance E-10-00 ¥ |
7 29 MN Pd Leave-Employer  2400AP12P00: MN Paid Leave Withholding L-10-00-20-2{%| 5052GA00P00: MN Paid Leave Tax Expense E-10-00-10-{¥|
8 34 LTD Employee Benefit 2400AP13P00: LTD Insurance L-10-00-20-2400-13 || 5059GA00P00: Health/Dental/Life/LTD Insurance E-10-00 |
ps; # .
ar, @ Qs Lee-\@ed N « EET Il
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Click "Direct Deposit"
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New Record Find Record
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26 Click here (only if ACH file is not already selected)
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27 Click here and add the account number and routing number provided by Benxcel
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List Screens
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New Record Find Record

¥ Record has been updated! 12/17/2025 4:56:09 PM

Quick Find

Employee Information

Direct Deposit Paychecks Attachments

General ~ Emp/Cust TaxData PayData Ded/Ben Accums  Personal
Watch Help Video! [}
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28  Click "Checking" for account type
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Watch Help Video! [
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New Record Find Record
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Quick Find

Employee Information
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Click here to enter the HSA per payroll amount. Note: You may have to adjust this

30

amount for the very last payroll of the year to match what the system deducts

from the employee. And, you might have to adjust the "HSA to be paid out to

account" amount to match the system amount for the HSA deduction. Contact

Cindy Olson or Jon Briggs for assistance.
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< C % winona.parishsoftaccounting.com/PR/EmployeeDirectDeposit.aspx
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Home Logout
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31 Click here and remove the amount on the first line to make the amount blank. If
the employee already has their earnings going to multiple bank accounts, you will
need to leave the amount in for one of the accounts and then the other one will
have to be blank to get the remaining amount in the paycheck. For instance, $100
to HSA, then another amount to one of the other bank accounts and then blank
the amount field for the third account. (Contact Cindy Olson or Jon Briggs for

assistance).
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32 Click "Submit"
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