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CTAS 2025 

 

CTAS 2025 enhancements include encryption of sensitive data, toaster notifications to inform 
users of activation/inactivation of codes in the Chart of Accounts, program code option added 
to payroll module and related reports (claims and payroll), check number added to paystub, 
updates to the W3 Report, and clarified column headings in the Proposed Budget Report. In 
addition to these enhancements, some minor known issues have also been corrected. 
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Section 1: Encryption of Sensitive Data 
 
Upon update/installation of CTAS 2025, users will be required to initiate encryption. The data 
that will be encrypted is employee social security number, date of birth, and address.  In order 
to encrypt the data, users will need to create a Restore Key.  This key will be used when 
encrypted data needs to be restored.  As a result, this key must be stored in a secure location 
(not on the computer). 
 
When logging into CTAS 2025 for the first time, you will receive the following message: 

 

You must select OK to continue. 
 
You will then create the entity’s Restore Key, following the guidelines specified in the Encryption 
Setup below: 
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Once the Restore Key meets the criteria set above, the criteria items will turn green, and the 
Print Key button (Boxed) will become active. 

 
 
You will then need to write down or use the Print Key button to print out the Restore Key.  The 
key needs to be kept in a safe place (do not save on the computer).   
An example of the Print Preview window after clicking the Print Key button is shown below. 

 
 
Once the restore key is written down or printed and saved in a safe location, you will check the 
“I have written or printed out the key.  It is stored in a safe place.” box (circled).  Then Select the 
Go button (boxed). 
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CTAS will go through the encryption process to secure the sensitive data and once it is finished, 
it will display that it was successful.  Now select the Continue button (boxed).   

 
 
This opens the CTAS program to the accounting module, receipts section, as it normally would 
upon log in.  CTAS will look and function in very similar ways to past versions. 
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With the addition of encryption to the CTAS program, the Utilities tab (F6) and backup process 
will change slightly.  The Office of the State Auditor (OSA) recommends following the 
instructions below for all backups. 
 
With the CTAS program open, select the Admin Tab (Circled), then the Admin icon (Triangle), 
and finally the Utilities tab (F6) (Boxed).  The Utilities tab is where you will complete the backup 
process. 

 
Notice the addition of two fields, “Include Encryption Keys” and “Restore Key” (Arrows). 
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The backup process is very similar to previous versions of CTAS, with the only additions being 
that users check the “Include Encryption Keys” box (Circled) and will add the “Restore Key” 
(Boxed), that the user created. 
 
With the “Include Encryption Keys” box checked and the “Restore Key” field completed, select 
the “Backup” button (triangle).   

 
 
CTAS allows the user to select where the backup will be saved (the OSA recommends saving to 
an external storage device).  Once the location has been selected, select “OK” (boxed). 
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CTAS will create the backup folder and display a confirmation box that the backup was 
successfully created.  Select “OK” to continue (Boxed).   

 
 
 
Section 2: Toaster Notifications of Activated/Inactivated Account Codes 

Currently, codes in the chart of the accounts (fund, account, object, and program codes) can be 
activated/inactivated by checking or unchecking the box in the Active column. 
 
You will now receive a toaster pop up notification to confirm that the code is activated or 
inactivated.  Example of notification: 

 
 
This notification will display in the bottom right corner (boxed) when an account code is 
activated or deactivated using the checkbox.  (See next page). 



8 
 

 

 
Section 3: Addition of Program Code in Payroll and Reports 
 
The program code option has been added to the account distribution in the Employee and 
Payroll sections.  This allows users to track wages related to grants/aids/projects, if desired. The 
program codes have also been added to the claims and payroll reports. 
 
Program codes are still optional. 
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In the Payroll Module under the Employee icon, the Acct. Dist. (F6) tab (circled) of a created 
employee or new employee will now have the option to add a program code.  Example of the 
tab (for current employee) is shown below. (Program Code column boxed.)  (See next page). 
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The program code column has also been added in the Payroll Section.  Within a created payroll, 
when adding hours in the Payroll Check Information box, notice the Acct. Dist.(F7) tab (circled) 
and the Program Code column (boxed). 

 
 

Section 4: Check number added to paystub 
 
By law, the addition of leave time to the paystub created limited space on paychecks, 
eliminating the ability to detach the bottom two sections (paystubs).  Users now print paystubs 
after the check is issued.  Per user request, the check number has been added to the paystub. 
 
Example of the paystub is shown below.  The check number is boxed.  (See next page). 
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Section 5: Update to Reports 
 
W3 Report 
The federal and state ID’s, State abbreviation, and total number of W2’s being reported were 
added to this report. (Additions are highlighted in the report.)  (See next page.) 
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Proposed Budget Report 
The word “Actual” was removed from the 2nd and 4th budget columns. 
 

 
 
  



13 
 

Section 6: Other Fixes 
 
1099s no longer include voided disbursements. 
 
Restricted account codes can no longer be activated. 
 
Multiple claims can be selected and deleted at once. 
 
When trying to delete a debt that is tied to a disbursement, the error message has been 
updated to inform user of the issue. 
 
Schedule 2/2A/Financial Statement Reports have section/column headings that have been 
updated for Conservation of Natural Resources, Urban Redevelopment and Housing, Economic 
Development and Assistance, and Economic Opportunity. 
 
Phone numbers in the Vendor List have been reformatted to a 10-digit format for consistency. 
 
The retirement plan in the Employee Earnings Record Report now populates. 
 
When adding employees, the tabbing sequence has been updated to go in order of the boxes 
that are displayed and to no longer skip boxes. 
 
For more information on these items and other fixes go to the CTAS webpage on the OSA 
website www.osa.state.mn.us and look for the CTAS 2025 Enhancements or use the following 
link:  CTAS 2025 Enhancements.  
 

 

 

http://www.osa.state.mn.us/
https://www.osa.state.mn.us/training-guidance/guidance/ctas-sub-pages/ctas-2025-feature-enhancements/

