
Updated December 2025                1 

 

CTAS 2026 

The CTAS 2026 enhancements include implementing the first phase of Minnesota Paid Leave and the 
correction of a known issue.  
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Section 1: Minnesota Paid Leave 
The following information is needed prior to setting up Paid Leave in CTAS: 

1. Determine the Employer Size - Normal or Small. Minnesota Paid Leave has been sending 
notices through the mail to employers to confirm if the employer is a normal or small 
employer. For questions, please contact Minnesota Paid Leave at 844-556-0444 or via email 
paidleave@state.mn.us. 

2. Determine how the Paid Leave premiums will be split between the employee and the 
employer. The Town Board or City Council should determine this split. Minnesota State 
Statute 268B.14 Subdivision 3 requires employers contribute a minimum percentage.  
***The above items do not involve the Minnesota Office of the State Auditor. You will 
need to know this information to set up Paid Leave in CTAS.*** 

To have CTAS calculate and withhold premiums (from employee paychecks), follow the steps below. 
1. Open CTAS and go to the Admin Module, Admin icon, Edit System Information tab. 

  

mailto:paidleave@state.mn.us
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In the PFML Qualified Entity Employer section, select the dropdown arrow and choose the 
employer type applicable to your entity, then select Save.     

 
2. Activate PFML for employees that qualify and set how the premium will be split between 

the employee and employer. (Payroll Module, Employee Section)  

Select the Payroll tab, Employee icon, open an employee from the Employee List tab (or 
when adding a new employee) and select the Leave and Benefits (F7) tab. Notice the 
addition of the Paid Family Medical Leave section.  
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To activate an employee for PFML, check the Enable Paid Family Leave check box. Once that 
is checked, the Employee and Employer Percentages will become active. The Employer 
Percentage will default to 50%. The Employer percentage can be edited to the range of 50% 
to 100%. Once the employer percentage is set, the employee percentage will automatically 
calculate and display the remaining percentage to total 100%.   

In this example, the employer is paying the required minimum (which is 50%) plus an 
additional 25% for the employee. Therefore, the employer percentage is entered as 75% 
and the employee percentage automatically calculates and displays the remaining 25%, for a 
total of 100%.  

After setting the percentages, click the Save button. 

After individual employee records have been updated for Paid Leave, CTAS is ready to 
calculate the premiums in a payroll.    



Updated December 2025   5 

3. When running payroll, CTAS will calculate both the employer and employee premiums. 
(Payroll Module, Payroll section) The premiums will be displayed in the payroll. 

Create a payroll, add employees to the roster, and enter hours for an employee. The 
premiums will be calculated automatically and displayed in a few different places in CTAS. 
The employee premiums will be displayed on the Employee Deductions (F5) tab and the 
employer premiums will be displayed on the Employer’s Share (F6) tab. Finally, if the 
employer is paying more than the required minimum, the additional amount is considered a 
fringe benefit and is taxable to the employee for Federal and State income taxes, Social 
Security, and Medicare. As a result, this is displayed on the Gross Pay (F3) tab.  

In this example, the employer is a normal employer and the employer/employee split will be 
75% employer and 25% employee. If the employee’s gross pay is $1600, the total premium 
will be $1,600 * .88% = $14.08. The breakdown would be:  
• Employer $10.56 (75% of $14.08),  

o where 50% of $14.08 or $7.04 is the required minimum, and  
o where 25% of $14.08 or $3.52 is the additional amount above the required 

minimum, and  
• Employee $3.52 (25% of $14.08). 

The employer premium is displayed on the Employer’s Share (F6) tab of a payroll. Select this 
tab and you will find the percentage of the premium that the employer is responsible for - 
broken out between the required minimum and any additional percentage the entity 
decides to contribute for the employee. 
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As discussed previously, the additional amount is taxable to the employee so this amount is 
also displayed on the Gross Pay (F3) tab. 

 

The employee premium is displayed on the Employee Deduction (F5) tab of a payroll. Select 
this tab and you will find the percentage of the premium that the employee is responsible 
for. 
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Using the same facts as above, except if the employer was a small employer instead of a 
normal employer, the total premium rate would 75% of the normal employer’s premium 
rate. If the employee’s gross pay is $1,600, the total premium will be $1,600 * .88% = $14.08 
* .75 = $10.56 (or $1,600 *.0066 = $10.56). The employer is required to contribute a 
minimum of 25% of a normal employer. (The employee contribution remains the same as 
under a normal employer). The breakdown would be:  
• Employer $7.04 (50% of $14.08) (Note: 50% is being used because the employer split is 

set at 75% and with a small employer, the employer contribution is set at 25% of the 
normal employer. Therefore, 75% - 25% is 50%.),  

o where 25% of $14.08 (or $1,600 * .0022) is $3.52, which is the required 
minimum (the small employer required minimum is 25% per state statute), and  

o where 25% of $14.08 or $3.52 is the additional amount above the required 
minimum, and  

• Employee $3.52 (25% of $14.08) (the same as under a normal employer). 
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4. CTAS will display the employee premiums and any employer contribution above the 
required minimum on the payroll register and withhold the employee premiums on the 
paycheck/paystub. 

The payroll register (landscape version) has some new sections and columns to 
accommodate the Paid Leave premiums. A new section has been added called Taxable non-
wages. The Tips column was moved under this section since tips are not wages represented 
on this check. In this section, a column was also added called Employer Cont. PFML. This 
column is for the additional employer contribution above the minimum, if any. Note: 
Neither tips nor employer cont. PFML are added into the Taxable Wages column on this 
report. This is because these two items are non-wages. (These two amounts are added into 
gross pay when CTAS is calculating taxes to withhold). And finally, a new column was added 
next to State Withholding called PFML. This column represents the employee premium 
withheld. This amount is included as a deduction and is subtracted from gross pay (along 
with other deductions) to arrive at the net pay.  

 

The payroll register, portrait version, has not been fully updated for Paid Leave; however, 
the landscape version does include Paid Leave. Please only use the landscape version of the 
payroll register for now. The payroll register, portrait version, is being worked on and 
should not be used until it is corrected.   
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The paycheck/paystub has also been updated to show the employee/employer premiums. 
Under the Employee After-Tax Deductions, a PFML line has been added for the employee 
premium. Under the Employer Contributions, two lines have been added. One line says 
PFML Required to represent the employer amount that was the required minimum. The 
other line is labeled as PFML Additional to represent the employer amount above the 
required minimum, if any. This line has an asterisk (*) by it since even though this is an 
employer contribution, it is taxable to the employee. 
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Section 2: Known Issue Corrected  
The PERA Exclusion Report was not pulling data and instead displayed a blank report. This issue has 
been corrected, and the report is now displaying correctly.  

For more information on these items and other fixes go to the CTAS webpage on the OSA website 
https://www.osa.state.mn.us. 

https://www.osa.state.mn.us/training-guidance/guidance/ctas/
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