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CTAS User Manual 1-1
Setting Up Your CTASv8 System: Entering the Program

Once you’ve installed CTASv8 (moving forward called CTAS) onto your computer, double-click

on the CTAS icon using the left mouse button. “a
w
Qll-

CTASvS

The Welcome screen will appear:

[ Welcome to CTAS

Application Version Mumber 8.0.0
Copyright 2004-2014 Cffice of the State Auditor.
All Rights Reserved.
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,' Waming: This program is protected by copyright laws and intemational treaties.
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The /Restore Database buttons are found only on the Welcome screen. The Restore
Database button copies the data from a backup file made by the CTAS system.
1

/
Enter User ID in Text box. The recommended User ID is your first initial and last name.
Enter your User ID and click on the Login button.
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Setting Up Your CTAS System: Entering the Program (continued)

After clicking the Continue button, the Receipts Menu screen will appear:

Task Bar |
X+ CTAS | =| @ i
Accountin Payrol Investments Indebtedness Reports Admin Hel Exit
-—= ing Payroll I Indeb Rept Admi ] Exi
> a8 & aaE s
Receipts  Claims Disbursements Budget Cash Chartof Vendors
Icons Accounts
Receipts 254 PM
Receipis List | Add Receipt
A
~=7 | Seamh By Search by Receipt Date
i |Receip1 Date 08r42014 E To  DG042014 E|
List | 5
Box N
Date T Receipt o T8 Remitter ¥4 Description T8 Amount 78 Void VA Clezred T4 Deposit DatelD T8 Occurrence Date v
Buttons
\
\
\
|
| DVewEdt | IVd(UN) | ODdele | HBputtoCV| | §Pim

The system automatically defaults to the Receipts Menu screen found in the Accounting
Module. Users can navigate to any other section of CTAS from this screen by clicking on
the appropriate icon. To change to the Payroll, Investments, Indebtedness, Reports or
Admin modules, select a tab from the Task Bar. Once you are in the appropriate module,
you can move to another screen within the module by clicking on the corresponding icon.
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CTAS User Manual
Setting Up Your CTAS System: Administration Information

Entering the Information for Your Entity

The screen where you enter your entity information in is the Administration section. To
access the Administration module, click on the Admin tab in the Task Bar, then select the

Admin icon. The Administration screen, as shown below, wiH-appear
, gt
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"g ccccc ting Payroll Investments Indebted Reports | Ad imin - Help Exit
a
Admin
Admin 3:26 PM
Edit System Infermation (F4) Year-end Processing (F5) | Utlities (FE) | Error Log (F7) 1 Up e (F8)

System Infomation (F3) dit Syster

New Township |
I
50 Main Street |

Institution

Address
Newiown MN 55414
Phone: (s 1 Fecl [ S S

Email
Current Fiscal Year: 2014

Federal ID Number
State ID Number:

0SA Code

I
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To begin enterlng the information for your local government, click on the Edit System
Information tab (F4) of the Administration screen. The Edit System Information screen

will appear (see next page).
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Setting Up Your CTAS System: Administration Information
(continued)

CTAS =Rl
it

Admin 3:20 PM

System Infomation (F3) | {Edit System Information (F4] | Year-end Processing (F5) | Utilities (F6) | Error Log (F7) ' Uparade (FB)

* Institution Name: Mew Township

“Address Line1: 50 Main Strest

Address Line2

“City Newtown ‘State MN  ‘Zip 55414

Phone - Facdl . o

Federal ID Number Curren| tFiscal Year 2014
State ID Number
*0SA Code:

[1%]
)
<

CCCCC

When the Updating System Information screen appears, complete the following steps:

e  Enter the name of your town or city in the Institution Name field.

e Enter the mailing address of the town or city in the Address fields.

o Enter the Federal Employer ID number in the Federal ID field; it begins with
41-.

e Type the State ID number, if you have one, in the State ID field.

e Enter the OSA Code (received from the Office of the State Auditor).

e Click on the up or down arrow in the Current Fiscal Year box to change the
fiscal year.

e Click on the Save button. You will receive the message “System Information
updated successfully.” Click OK.

Note: The Federal ID and State ID are not required and may be entered at any time.
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Setting Up Your CTAS System: Chart of Accounts

To access the Chart of Accounts section, click on the Accounting tab in the Task Bar, then
select the Chart of Accounts icon. For a more detailed explanation of the Chart of

\ . a=mT
Accounts, see Chapter 8 of this manuak. -
‘\. ,,,,,,
-
e .- ! CTAS - o
— i:\:cunting" Bayroll Investments ﬁlﬂdeb;edness Reports Admin Help Exit
A E b 2aEe e
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts
Chart of Accounts 3:30 PM
Funds (F3) | Account Numbers (F4), | Object Codes (F5) | Program Codes (F6)
il Ne«.ﬂ.r‘:“———_::-—___<Dli ‘‘‘‘‘ - -
_____________ o .
Number w T T~ S E DO~ - T == - o T~ e~ _ Ta Active v
[} 100 | Ge

Read and Bridge
Federal Community Development Block Grants

2:1 S Liby I
A ~ ibrarytest =
s 212 A ~ Municipal State Aid Street Maintenance (Optional) !Ei! Tabs
& 213 - ~ Public Housing (Opticnal) (=]
a 20 Se Ambulance Fund ]
a 24 ~ Shade Tree Disease Control (Optional) B
5 25 NQ Community Development 5l
A 250 N Community Center Fund ]
o 275 EDw I |
= 300 Debt Sefvice Fund
o 40D Capital Projects,Fund
= 401 General Capital Frisgis
& 402 Municipal State Aid Stres (Construction
S 403 Open Spaces Acquisition (Optidazl)
404 Park Acquisition and Development (Ontional)
405 Tax Increment Financing Projects ¥~
= 406 Cap Proj - Assist Livings S
a 407 2008 Usility Imp Prog Fnd S
- 500 Permanent Funds ~
- 501 Perpetual Care R
-a 600 Enterprise Fund S ~
4 601 Water S "
o - - A ~
DVewEdt | | 2Deete | [ Epottocsy] { 4) Active ‘ [ 5) In-Active D

To modify the Chart of Accounts, click on the appropriate tab to add or delete Fund
Numbers, Account Numbers, Object Codes, and Program Codes as needed. Use
bottom buttons to modify existing numbers. The Program Codes are optional. See
Chapter 8 for more information on Program Codes.

Note: Fund Numbers, Account Numbers, and Object Codes should only be added, edited,
or deleted after consulting the CTAS Chart of Accounts issued by the Office of the State

Auditor.

Deviating from the Chart of Accounts will result in inaccurate results when

printing or submitting reports.
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Setting Up Your CTAS System: Cash Control

Entering the Beginning Balances

To access the Cash Control section from within the Accountln_g Module of CTAS, click on

-

- ==
N e
~  _a==-
N & b, _\_\ _____ w—— CTAS — o T
B Accounting (RPN Rt Indebtedness  Reports  Admin  Help  Exit
i V'

AE & '@ @
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts

Cash 4:44 PM
Cash List

Fundhlumber T+ Fund Name ¥ Beg Balance (2014) T8 Account Number ¥H \Cash Processing
+ 200 Special Revenue Fund $0.00 10100 D its in Tr E
£ 201 Road and Bridge $10,000.00 10100
£ 225 Community Development $5,000.00° 10100 Outstanding C+
£ 400 Capital Projects Fund $0.00 10100
- 500 Permanent Funds $0.00 10100
+ 600 Enterprise Fund $0.00 10100
+- 601 ‘Water $35,000.00 10100
+ 700 Internal Service Fund $0.00 10100
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Setting Up Your CTAS System: Cash Control (continued)

To enter beginning balances, highlight the fund and click the Edit button.

7
,
¥ — sfhs -— e = .
" | Accounting | Payoll  Investments  Indebtedness  Reports  Admin %e(p Exit L
. . ’
: : : " e 7 >
= /’ ,
Receipts Claims Disbursements Budget Cash Chartof Vendors / L
Accounts ’ ’
/ A2 y
Cash 4 v, 4:44 PM
7 ,
Cash List V2 ’
Fundhlumber T+ Fund Name K ¥ Beg Balance (2014) ,/ T+ Account Number TH  Cash Processing
» -+ Genersl Funds ] $20,000.00 10100 i
4 200 Special Revenue Fund v, $0.00 10100 D its in Tr #
4 201 Road and Bridge Va $10,000.00 10100
& 25 Community Development R4 $5,00000 10100 :]muarﬂmc
= 400 Capital Projects Fund , $0.00 10100
= 500 Permanent Funds P $0.00 10100
& 600 Enterprise Fund ’ $0.00 10100
& 801 later Pid $35,000.00 10100
+ 700 Internal Service Fund V4 $0.00 10100
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Setting Up Your CTAS System: Cash Control (continued)

After clicking the Edit button, the Fund tab will open:

-
-
-

s, (T4 | o
Accounting Bayroll Investments Indebted Reppste™  Adm Help Exit
A E U e &8
Receip laims ~ Disbursem: Budget_ Cask™ “Ch d
Cash &« - 4:46 PM
CashList / 100 x
QmiNumber 100 Beginning Balance
FUHN{%\ General Funds e i
Fund Creation Date WQMW
Account Number mm[)\\\
4
. 4 7 ><7
With the fund tab open, complete the following steps: ,/_ .-~ ~v.
//// /, \\
. . LT 4 e
o Select the Fiscal Year for the beginaingbalance. ..
e Enter the Fund’s beginning batahce ., AN
e Click the Save button. -~ ..
e To enter the beginning balance for another fund, click on the Cash List tab,

highlight the fund in the Cash List tab, and click the Edit button. Repeat steps
above for each fund beginning balance needed.

Office of the State Auditor



CTAS User Manual 1-9
Setting Up Your CTAS System: Vendors

To access the Vendors section from within the Accounting Module of CTAS, click on the
Vendors icon. The Vendors screen, as shown below, will appear.

~
\\
~

¥ S~ —— CTAS — e o
=
Accounting | Payroll  Dwelwmegts  Indebtedness  Reports  Admin  Help  Exit
S

AsE & &g B

Receipts Claims Disbursements Budget Cash Chartof Vendors

Accounts
Vendors 4:48 PM
Vendors List | Add Vendors
Vendor \ [V] Active Vendors

\§ Search

Vendor ¥R Federal| ¥+ Adgress(lin ¥+ Addressilin ¥+ City T Stte TR ZipCod ¥+ ContactNa W4 PhoneNo(M ¥+ Phoneho.( T+ PhoneNo(F ¥+ Email Addre ¥H Require 10 W+ Active T4

(2} Credit Uni.. {65 Thore Street | | Yonder 90 i i i 4 | i
+ Diamond.. 569874125 56 HereWvenue Up North MHN 55287 Harvy Harrison _(B55) 555-8574 45 harvy.hamrisen.. Y e
+ Don's Gar. 25 78 There Qrﬁt Down Scuth ~ MN 23658 Rick James (B55) 555-9874 rick james@yah.. Y i
+ Merthern 65 Dare Devil Q Closeby MHN 45874 i N ¥
42 Post Mast. 25 Main \ Here MM 55554 N ¥
+ Telephon 45 Main 5t N Upton MM 55526 N ¥
4 WE Ener 652 Tth Avenue Y St. Paul MM 55103 N ¥

N
N\
Y
AN
N
Y
A Y
A Y
A Y
N
N
N
N
N
N
AN
N
Y
N
A Y
N
N
N
A
DView/Edt | [ 2Delete | [3)Ewottocsv S
A Y
N
N
Y

To enter a vendor's information, click on the Add Vendors tab of the VVendors screen.

After the Add Vendors tab is selected, you will have the ability to enter the information for
the vendor. An example of the Add Vendors tab is shown on the next page.
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Setting Up Your CTAS System: Vendors (continued)

CTAS = O |t

Acceuntin

Vendors

Federal ID Number

* Vendor Name

Address

Contact Name
Phone #
Fax #

Email Address

Payroll  Investments Indebtedness Reports Admin  Help  Exit

Accounts

4:51 PM

g

[#] Form 1093 Required [¥] Active

Cancel

When the Add Vendors tab is selected, complete the following steps:

For vendors that require a 1099, enter their Federal ID Number.

Enter the name of the vendor.

Enter the address of the vendor. The first two lines are the street address. The
third line is the city, state, and zip code.

Enter the name of the person that is your contact with the vendor.

Enter the telephone number for the contact.

Enter the contact’s telephone extension, if appropriate.

Enter the fax number for the vendor.

Enter the vendor’s e-mail address.

If the vendor will need a 1099 printed at the end of the year, check the
Form 1099 Required box.

Check the Active box. You will then be able to select this vendor when entering
transactions.

Click the Save button to add the vendor’s information.

Office of the State Auditor
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Setting Up Your CTAS System: Payroll System

To select the Payroll Module, click on the Payroll tab of the Task Bar.

-
P _ = c1as g — o0
Accounting Payroll lnTEsiments Indebtedness Reports Admin Help Exit
Employee  Payroll  Tax
Tables
Payroll 4:54 PM

Payroll Period List | Add Payroll
Search by Date

01/01/2014 Tt 09/04/2014 -

: o F e
Payroll Ending W+ Description ¥4 Check Date T Posted T Date Posted T
O 01012014 i ; i N ]

4 011072014 Jan. 10 Payroll 017102014 4 0772172014
4 0172472014 Jan. 24th Pay period 0172472014 % i 0772172014
4 02/07/2014 Feb. 7th Payroll 0272112014 el 0772212014
4« 0272172014 Feb. 21st Payroll 0272112014 ¥ 0712212014
4 030772014 March 7th Payroll 03/07/2014 2 0772212014
& 032172014 March 21st Payroll 0372112014 Y 0712212014
& 0410472014 April 4th Payrall 04/04/2014 Y 0712212014
& 041812014 April 18th Payroll 04118/2014 Y 0712212014
050212014 May 2nd Fayroll 05/02/2014 ¥ 0712212014
4 05162014 May 16th Payroll 051162014 Y 0712212014
. 0513072014 May 20th Payroll 05/20/2014 Y 0712212014
. 06132014 June 13th Fayroll 061372014 ¥ 712212014
4 062712014 June 27th Fayrell 06/27/2014 77 0712212014
07112014 July 11th Payroll 0711i2014 by 0712212014
2) View/Edit ‘ [ 3) Delete ] ‘QExpndtn(‘_‘;V

Before doing payroll, there are two steps that must be completed: entering the employee
records and entering the information for the tax tables.
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Setting Up Your CTAS System: Payroll System (continued)

Entering Employee Information in the Demographics and Job Tab (F3)

To add an employee’s information to the system, click the Add Employees tab. The Add
Employees screen with six tabs will appear, as shown on page»I 224. This screen allows
you to enter information for an employee. L7

7
7

Notes on entering the Employee Record informatién:

a. Enter the appropriate information orythe five tabs for each employee.

b. The tabs, Demographics and Job; “Tax and Insurance, Acct Dist, and Official
Role must be completed bngre clicking the Save button to record the new
employee. (Fields in blye-are required.) The tabs Other and Employer and Sick
and Vacation may o,r,méy not be necessary, depending on your entity’s benefits.

The first tab is for the E,mfjioyee’s Demographics and Position Information:

P 7
L — ! - L CTAS _ n " _ .
: ’ o
: [vestments  lndebtegpels Aamin it

Emplayo V39%4 9:35 AM

Jaibh idermstion

o Enter the employee’s name, address, and Social Security number. The name
must be entered as it reads on the employee’s Social Security card. This
information will be printed on the W-2.

e Assign and enter an Employee number using a method of your choosing.

e Enter the Effective Date. This is the date the pay rates became effective.

e Inthe Job Information box, enter the Department name. This can be Supervisor,
Council Member, Clerk, Treasurer, Street Department, etc.

Office of the State Auditor
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Setting Up Your CTAS System: Payroll System (continued)

Entering Employee Information in the Demographics and Job Tab (F3)
(continued)

e Click on the appropriate Employee Type radio button.
Note: Town Board members are part-time employees.

e Enter the Pay Type and Pay Rate. For example, a board member/councilperson
could have Regular Rate 1 as the meeting rate, Regular Rate 2 as an hourly rate,
and Regular Rate 3 as a salary rate. The overtime rates are not calculated as
time and a half: the overtime rate needs to be calculated and then entered.

e Select the pay frequency by clicking on the down arrow and then highlighting
your choice.

e Click the Hourly or Salary radio button.

When this tab is completed, click on the Tax and Insurance (F4) tab.

Office of the State Auditor



CTAS User Manual 1-14
Setting Up Your CTAS System: Payroll System (continued)

Entering Information in Tax and Insurance Tab (F4)

236 AM

e Click the Calculate Tax box to calculate the Federal and State Income Tax
Withholding amount.

e Click the Withhold FICA and/or Withhold Medicare boxes, if applicable.

o Select the Tax Status, Single or Married.

e Enter the number of federal exemptions claimed on the W-4 in the Federal
Deduction field.

e Enter the Tax State: for Minnesota, enter MN.

e Enter the number of state exemptions claimed on the W-4 in the State
Deductions field.

e Enter the appropriate information in the Deferred Income, Cafeteria Plan, and
Insurance Information areas. These are the amounts to be withheld from the
employee’s pay. The Deferred Income and Cafeteria Plan amounts are
deducted before Federal and State income taxes are calculated.

0 The Payroll Period fields indicate from which paychecks the deduction
should be withheld. The 1st of the month through the 14th of the month is
the first pay period. The 15th of the month through the 28th of the month
is the second pay period, and the 29th of the month through the 31st of the
month is the third pay period.

When this tab is completed, click on the Other and Employer Tab (F5).
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Setting Up Your CTAS System: Payroll System (continued)

Entering Information in Other and Employer Tab (F5)

BT AM

;;;;;

Fayred Feens

Pyl P - Fetinemend  Pagulsr 0000 3 Addsonal % 0,000 5 TOTAL
Filed WS for Eamed Income Credit || Dmployss Spoust

[ e

This tab is for the employee’s Other Deductions and the Employer’s Share of deductions.

e If an employee is paying in PERA, enter the Type of Plan in the Retirement
Type field. The Retirement Type is used to indicate which PERA plan the
employee participates in (DCP, Coordinated, etc.).

e Enter the percentage to be withheld. The percentage should be entered as a
decimal. For example, to withhold 5%, enter 0.05 in the Percentage field.

e Enter the Union Dues or any Other Deductions required to be withheld from an
employee’s pay.

e Enter the employer’s share of any benefits. If the employee is paying into
PERA, enter the percentage for the employer’s share of the retirement.

When this tab is completed, click on the Acct Dist tab (F6).
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Setting Up Your CTAS System: Payroll System (continued)

Entering information in Acct Dist Tab (F6)

Save Cancel

The fourth tab is for the Account Distribution screen. On this screen, 1.00 is equivalent to
100%. All employee distribution records must equal 100%. This allows an employee’s
wages to be split among several categories. The percentages should be entered as a
decimal.

The breakdown that is likely to occur the most often should be entered. The account
distribution breakdown can be adjusted when entering the employee hours for the payroll
period.

Note: At least one Fund Number, Account Number, Object Code, and percentage must be
entered for each employee.

When this tab is completed, users can enter Sick and Vacation benefits information by
clicking on the Sick and Vacation Tab (F7). Users are not required to complete the Sick
and Vacation tab. This tab is provided as an option for the cities or towns that provide
these benefits.

Next, click on the Official Role Tab (F8).
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Setting Up Your CTAS System: Payroll System (continued)

Entering Information in the Official Role Tab (F8)

816 AM

-
<
’
’
’
’

Select the role that pertains to the employee. Multiple roles can be ,s'élected for an
employee. Each entity must have one primary contact and one City CguﬁciI/Town Board
or Town Supervisor selected. If a role for an employee is not listed, sélect the Other box.
One role must be selected for an employee. /'

/
/

When all mandatory tabs are completed, select the Save button.
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables

Once you’ve entered the employee records, the second component that needs to be
completed is the entering of the tax tables. Click on the Tax Tables icon to open the Tax
Tables section.

-
-
-
-
-
-
-
-
-
-
-

-
-
g

y e CTAS. p—
Accounting Payroll Tnvestment Ingehsadmess  Report: Adm Help  Ex
—————— G G
& 8 @me--
Employes  Payroll  Tax
Tables
Tax Tables
TaxTable | Add Tax Table
Tax Yearto Import (2000 2| [ import from OSA Webste [ import from file |
Tax Year ¥ FICA(EE) T FICA(ER) T Medicars (EE) T Medicare (EF)
% 2014 ; 062 0.062. ]

There are three methods for adding tax tables. Two will be demonstrated in this section;
the third will be shown in the Payroll Chapter.
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables (continued)
Option One:

Import Tax Table from Office of the State Auditor website at www.auditor.state.mn.us
(computer must be connected to the Internet).

With the Tax Table icon selected, select the Tax Table tab. Enter the year of the tax table
to be imported, then click the Import fromCSA Website. = __-- -

Click OK on the pop-up box.

, =)

The data has been imported successfully from the O5A web site.
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables (continued)

Confirm the Tax Table for the year imported is present.
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables (continued)
Option Two:

Manually enter Tax Table information.
Once in the Tax Table icon, select the Add Tax Table tab.

-

-
- _—
T e BV e 4 O
L
-
& aa ==
-
-
yee  Payro Tx - - -
: -
: _
-
-
Tax Tahlos A’ - 1007 AM
x Table  Ads
i Yoarta oo |201 it dam (154 Yiirkatn et b
Tax Year w w va o (EE) w o
& i3
(=3 eiete
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables (continued)

Enter tax year for the Tax Tables being entered.
/

i
T T T S - =
deemomting | G [westments  iptebtedbess  Sprees  damin
/
& 8o /
Emgioyee  Payrol  Tax
skl /
/
Tax Tablos / 1011 AM
Tas Table | Add the | 4
Yew 015
Annual Federal 1 ax Hanges Anmal State Tax Hanges
Mamed iect 5 ogefime \ Mam = Marriea fizte
Dl "M-_:
FICA Fte Hmeonm Rt
Azmpnze Erglype | 00000 Ercliven
Ermdoyer 000002 Engloyer

Enter the information into the appropriate fields from the tax table information obtained from the
Office of the State Auditor’s website at http://www.auditor.state.mn.us/default.aspx?page=ctas. A
sample of the tax table information from the Office of the State Auditor is shown on the next page.
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Setting Up Your CTAS System: Payroll System (continued)

Payroll Tax Tables (continued)

CTAS Version 8
2015 Tax Tables

Annual Federal Tax
Single Married Rate
Range 2,300.00 8,600.00 0.100
11,525.00 | 27,050.00 0.150
39,750.00 | 83,500.00 0.250
93,050.00 | 159,800.00 0.280
191,600.00 | 239,050.00 0.330
413,800.00 | 420,100.00 0.350
415,500.00 | 473,450.00 0.396
Withholding 92250 1,845.00
Allowance 4,000.00
Annual State Tax
Single: Married Rate
Range 2,300.00 8,600.00 0.0535
27,370.00 | 45,250.00 0.0705
84,660.00 | 154,220.00 0.0785
157,250.00 | 266,860.00 0.0985
Withholding 1,34125 1,960.78
FICA Medicare
Employee 0.062 0.0145
Employer 0.062 0.0145
P.E.R.A. Rates
Employee | Emplover | Employer | Employer
Plan Rate Rate Additional Total
Coordinated 6.50% 6.50% 1.00% 7.50%
Basic 2.10% 9.10% 2.68% 11.78%
Police & Fire 10.80% 16.20% n/a 16.20%
Defined Contribution Plan Elected
Officials 5.00% 5.00% n/a 5.00%
Defined Contribution Plan  City
Managers/Administrators 6.50% 6.50% n/a 6.50%

Revised 12/19/2014

Office of the State Auditor





