
CTAS Payroll Instructions for Deferring Employee Federal Social Security Payroll Taxes 

Add payroll in CTAS, create the payroll roster, enter hours, then view or print the Payroll Register. 

 

Record the amounts for employees for Social Security/FICA (boxed).  This can be done in an Excel spreadsheet or other documentation file. (See example below 
and available on OSA website. Spreadsheet is for up to 20 employees. Contact the OSA for more than 20 employees).  ***The sum of all Social Security/FICA 
taxes deferred for 2020 will need to be paid between January 1, 2021, and ending on December 31, 2021.***  

 

Payroll Period FICA Payroll Period FICA
9/15/2020 40.30               9/15/2020 99.20            

Future 2020 payroll 40.30               Future 2020 payroll
Future 2020 payroll 30.00               Future 2020 payroll
Future 2020 payroll 40.30               Future 2020 payroll
Future 2020 payroll 30.00               Future 2020 payroll
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               
Future 2020 payroll 40.30               

Total 624.20             Total 99.20            
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Jane Doe
Jane Doe
Jane Doe
Jane Doe

Jane Doe
Jane Doe
Jane Doe
Jane Doe
Jane Doe
Jane Doe
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Jane Doe
Jane Doe
Jane Doe
Jane Doe
Jane Doe
Jane Doe

John Doe



With the amounts that would have been withheld in 2020 documented, close the Payroll Register Report.  Open/Edit the individual employee information, 
double left click on the employee name or highlight the employee name and left click on Edit Check in the lower left hand corner (boxed). 

 

 

 

 

 

 

 

 

 

 

 

 

 



This opens the Payroll Check Information box (oval), select the Taxes (F4) tab (boxed).  Uncheck the Withhold FICA box (arrow), then select Save in the lower 
right hand corner (triangle).  (Screen shot below is from CTAS 2020, earlier versions of CTAS will look different, but will contain the same Withhold FICA 
check box in the Taxes (F4) tab). 

 

 



Once unchecked and saved the withheld Social Security/FICA amount should now reflect a $0 balance (boxed). 

 

Complete the step above for all employees who are having their Social Security/FICA taxes deferred until 2021. 



Print or view the Payroll Register Report, confirm all deductions are correct and finish the remaining steps in the payroll process. 

 

 

 


