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 Employee Name FICA Payroll Period Employee Name FICA
9/15/2020 Jane Doe 40.30 9/15/2020 John Doe 99.20
Future 2020 payroll Jane Doe 40.30 Future 2020 payroll
Future 2020 payroll Jane Doe 30.00 Future 2020 payroll
Future 2020 payroll Jane Doe 40.30 Future 2020 payroll
Future 2020 payroll Jane Doe 30.00 Future 2020 payroll
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30
Future 2020 payroll Jane Doe 40.30

Total 624.20 Total 99.20



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).
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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).

i
Payroll Check Informaticn
I —
Employee #: 4 Mame: Jane Doe
_ G_ros.—: F'a_*,.' (F3) | Teoowes (F4) Empleyee Deduction (FE) Employer's Share (FE) Aect. st (FYT)
Tax and Pretax Benefit Deductions
Calculate Tax State Withholding
Tax Status Maried Filing Jointly w|  *Tax State
Withhold FICA 54030 State Deductions 1 :
Adjustment 3 0.00 State Withhalding $0.00
Withhold Medicare 5943 Additional State Tax
Adjustment 3 0.00 .
Federal Withhalding
W-4 2019 or earier W4 2020 or later
Federal Allowances (W-4 line 5) Tz Two Jobs (W4 step Zc)
Federal Withholding S0.00 Claim Dependents (WW-4 step 3)
Extra Federal Withholding (W-4 line &) 0.00 Cther Income (W-4 step 4a)
Deductions (-4 step 4b)
Federal Withholding S0.00
Extra Federal Withholding (V-4 step 4c)
Pretax Deductions Checkbox(es)if exemptfrom tax
Deduction Name Emplovee Share Income Tax FICA Medicare
p DeferredIncome ' $50.00 Il I
Cafeteria £0.00
*
Delete
A Close




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

Employer's Share (FE) Acct. Dist(F7)

State Withholding
“Tax State

State Deductions
State Withholding

Additional State Tax

Payroll Check Information
Employee #: 4 Mame: Jane Doe
GrossPay (F3) | Texes (F4) ° Employee Deduction (F5)
Tax and Pretax Benefit Deductions
Caleulate Tax
Tax Status Mamied Filing Joirnthy
Withhold FICA ] £0.00
Adjustment 3 0.00
Withhold Medicare 5343
Adjustment s 000
Federal Withholding
W4 2015 or eardier

W-4 2020 or later

£0.00

Federal Allowances (W-4 line 5)
Federal Withholding

Extra Federal Withholding (V-4 line &)

1Ea]

Two Jobs (W-4 step Zc)

Claim Dependents (W-4 step 3)
Cither Income (W-4 step 4a)
Deductions (W-4 step £b)
Federal Withholding

Extra Federal Withholding (WW-4 step 4c)

50.00

Pretax Deductions

Deduction Name

p Deferred Income
Cafeteria
_%E

Delete

Employee Share

Checkbox{es) if exemptfrom tax

Income Tax FICA
$50.00 ER
$0.00

Medicare

L]

Save

Close

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.
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