Minute Men HR Management Services

HOW TO Gather Your Payroll Information for SBA PPP Loan Applications
(Evolution version, revised 4/3/20)

1.) Run the CARES SBA PPP Census (B792) report for the requested date range.

Reports> Run Reports > Select CARES report

- In Parameters, select desired date range (be sure to only select check dates
with status of “processed.”

- In Earnings/Other Selection tab, choose “Gross Wages” ED_GROUP in the
left column.

- Inthe right column choose any “Deduction” that you would like to include in
your report as an expense total. Examples are 401k ER Match and Total
Insurance Premium (memo 12DD).

Payiols Eamings/Other Seleciion |

Select ED GROUP for Eamings Select Codes for "ER Other" Column
2[aec_srour ~ [geoeoucron Please note ED Group for Earnings description may vary by
T o company. Descriptions such as Gross Wages or ACA Gross
D[onoBwe Tavatt wages B2 Ak £ ach Wages can be used, but we recommend cross-referencing
] i 2 Cotivintin * I Totl Insurance Premium (memo 1200) - .

0] 407K ER Match Dlfon 01k wages with a Payroll Register (S109).
> ]| Gross 'ages | Dental Ins. [post-tas]
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YEAR 019 2019 2019 2019 2019 2019 019 018 018 %018 %018 %018
PERIOD DATES: 01/03/2019 121192018 Jan February March  Apnil May June July August  Seplember October  November December PERIOD TOTALS PERIOD TOTALS WICAP Position Stalus
"B620 Smith Mary EARNINGS: 27381 27381 27361 NIA
71809 Jones Michael  EARNINGS: "6456  "38.05 "202.64 202,64 A
71762 Last Name First Name EARNINGS: 500 78 500,78 500,78 NiA
1777 Last Name First Name EARNINGS: "112239 738685 5045 0036 35585 "a085.80 "4085.80 A
75620 Last Name First Name EARNINGS: M873.21 "1329.7 "3202.81 320291 WA
1855 Last Name First Name ~ EARNINGS: ] fosoe  f7824 28630 "286.30 WA
6635 Last Mame First Name ~ EARNINGS: 1a68  Teda2 "B13.60 51360 A
"B409 Last Name First Name EARNINGS: 'B55.2 "855.20 "B55.20 NiA
6606 Last Name First Name EARNINGS: 84380 2738 3066 1124 Beo73 esso  fozess Q3110 %7340 1553 "5527.68 5927 68 NIA
71851 Last Name First Name  EARNINGS: "195.12 "195.12 "185.12 WA
6619 Last Mame: First Name  EARNINGS. "166.74 "186.74 "186.74 NiA
"8426 Last Name First Name EARNINGS: 82288 7044 %Bs20  "eser  Moez41 "oesve 7875 417020 170,20 WA
6633 Last Name First Name  EARNINGS: f30.88  M48.43 "288.11 286.11 WA
78565 L pName First Name  EARNINGS: "1207.35 873 71730 'sse7e  os2o  777oe  7ss4s  fiosoes Birzo  oss11 YBaeer 5724 Moserar 710867 47 NIA
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2 PERIOD DATES: 01/032019 12/19/2018 Jan February March April May June July August September October  November December PERIOD TOTALS PERIOD TOTALS W/CAP Position Status
3 '8620 Smith Mary EARNINGS: 27381 27361 27381 NA
4 71809 Jones Michael __EARNINGS "6ase %805 S— %0264 %0264 A
22475288 Last Name FirstName EARNINGS 275652 '1862.4 1876.06 53670 Full Tm\j
22571804 Last Name First Name  EARNINGS: 154088 "32241 n23738 7106 56288 22686 NA
226"1814 Last Name FirstName  EARNINGS: 78626 "23385 "07054 58340 156682 'B03SS NA™
22778671 Last Name FirstName EARNINGS: L e ETR miowiin o NA
22876624 Last Name FirstName EARNINGS: 76743 "351.27 NA
22971812 Last Name FirstName EARNINGS: "257.36 33302 50744 48854 97470 "037.32 "1578.05 66156  Bo1.71 NA
2306612 Last Name First Name  EARNINGS: 83078 000 4684 08021 46400 402082 "2020.02 NA
23171841 Last Name FirstName EARNINGS: 362 21033 22674 9482 27189 88740 '887.40 NA
2326626 Last Name First Name  EARNINGS: "169.29 "169.29 169,20 NA
233'8600 Last Name FirstName ~EARNINGS: "054.80 "441.99 %8670 73620 74450 79950 60820 107060 80367  "293.16 *7039.41 7039.41 NA
2345974 Last Name FirstName EARNINGS: "122463 "8945 28620 7550 143150 "126950 "1672.70 5149.48 5149.48 NA
2357845 Last Name FirstName  EARNINGS: 17518 37083 6205 6042 127838 "1278.38 NA
238 TOTALS: "188399.84 128156 51 "129506.85135666.11"141486.54 "155297.60 146668.56 214164.05"138518.42 "138272.10139937 37 146467 13"1602635.10 "1714767.19
a7 EE COUNTS "122 13 14 112 116 122 25 131 125 28 i} "121
238
239 40T ER Match fat was TOTAL FEDERAL INCOME TAX: "15692.17 "10652.49 "11262.05 "1230562 "4671.86 "13322.56 "1263342 "18274.80 "11947.84 "11854.38 "12200.53 "11392.54 "156600.26
240 il o TOTAL FUI TAX 04665 57126 %2585 43569 34028 36650 39550 19480 25340 24284 22138 17813 507262
241 TOTAL ER SSIMEDICARE TAX: "14412.62 0804 20909999999'091423 "10378.42 "10823.98 "1188020 "11220.13 "1638366 "044390 078432 '991148 'B35897 13431612
TOTAL ER SUILOCAL TAX: 536.00 31943 27067 25745 23897 22357 2080 20699 16326 5154 4413 13103 200383
from parameters TOTAL ER MATCH: '256‘ 23 '177014 '1747 48 'ZON 68 '171759 '|71548 '1714 10 '2555 66 '1723 85 '|772 50 '2023 08 'VG75 31 'Z3|V705
A ER MEDICAL 52155.15 21419.42 2130674 2165596 21366.87 21364.76 2136338 203058 2137313 2142178 2167536 5080217 "31703430
25

2.) Collect 941 forms and copies of other tax returns as requested by your bank.
Please allow up to two business days to turn around copies of tax returns.
First quarter 2020 quarterly reports will be distributed via email beginning mid-April.

ASOQ Clients (standard payroll, not part of the Minute Men Select PEO)

- Copies of 941 and Unemployment returns are found in sets of quarterly
reports previously distributed.

- If you do not have saved copies and they are not available from your
company’s accountant, your assigned Client Payroll Representative can send
you a copy.
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Minute Men HR Management Services

PEQ Clients (Minute Men Select customers)

- All tax returns, with the exception of Ohio Unemployment returns, are filed
under Minute Men Select Inc. and were not previously distributed to clients.

- PEO clients will find copies of Ohio Unemployment returns that were
previously emailed in quarterly “Company Packages”. Client Payroll
Representatives can send copies of the Ohio Unemployment returns upon
request.

- PEO clients can request a copy of a 941 Schedule R (or 943 and 940 Schedule
Rs) from your assigned Client Relations Manager.

Page =B or 26

Continuation Sheet for Schedule R (Form 941)
(Rev. January 2018)

Chock the quarter {same as Form 941

LThOSE

Employer identification number (EIN) | 26 ]
Al B 1: sanuary, February, March

Name as sho,

Form bé1 Iy‘n;,u Men Select Inc I O 2: Ao May, June

Type of fler (checkoney || Section 3504 Agent  [X] Ceiifed Professional Employer Organization (CPEO)

) {b)
Cllent's Type of wages,
Employer s, a
identification on
number (EIN) {CPEOQ Usa Cnly)

(d)

(e} ) (3)
Fedoral ncome tax | Total social securtty _|Section 3121(q) Notics | quaite
w N

Divide By 2 to get
Employer Portion of
FICA taxes

3.) Alternate FTE Count: ACA clients can run the Affordable Care Act (ACA) FTE
Report (S2711)
- Reports> Click Affordable Care Act (ACA) FTE Report (52711)

2|2 Report Name "l

[C[AC4 1095 Preview Report (53125)

[CI[ACA Eligibility Analsis Report (52713)

ACA Inactive Employee Report (S2731)

ACA Rule Of Parity (52834)

=D [>]Affordable Care Act (ACA) FTE Report (52711)
Check Stub Detail Report (52530)

Cover Letter (S133)
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Minute Men HR Management Services

Click Report Parameters, select the year and time period

38 Browse o/~ Report Parameters |

Overide default parameters as _ _
lAffordab!e Care Act [ACA) FTE Report [52?12] ) Restore Defaults |

Payrolls I Misc |
Check Date Period 1 1 Select Payrolls for
Year [V 1stQuater |V 3rid Quarter [~ 1stQuater [~ 3rd Quarter

2019 ﬂg W 2ndQuater [ 4thQuarter | | [~ 2ndQuatter [~ 4th Quarter
i [~ Year
Fom = 17172019  ~| To 12/312019 |

| I~ Show Processed Only

gIE Check Date ‘lFlunﬁ ‘lProcessed |Slatus|Type|
P[] 12/6/2019 112/6/201910:28:30 .. P D
[|11/29/2019 111/25/20199:4840...P R

Select all by clicking the box next to Check Date

?é Check Date - | Runft = |Plocessed |Status| Type|
»[M|12/31/2019 4 2114/2020 3:21:05 PM P A
* [V[12/31/2019 3 1/30/2020 3:41:59 PM P S
«[F[12/31/2019 212/31/20199.5856 ... P T
* [F[12/27/2019 312/26/2019 4.54:25 ... P S
e [Vl|12/27/2019 212/26/20191:4443.. P S
* [VI[12/27/2019 112/26/20193.52.41 ... P R
* [V[12/20/2019 1.12A18/201912:41:1... P R
*[F[12/13/2019 11212/2019201:25... P R
*[¥|12/6/2019 112/5/201930748PMP R
* [V[11/29/2019 111/27/201912151... P R
«[F[11/22/2019 111/21/20191:35:54 .. P R
*[7[11/15/2019 111/14/20191:28:54 ... P R
¢[[1113/2019 11112/20191:46:30 ... P M
*[v[11/8/2019 1 11/7/2018 353.02PM P R
*[V[1111/2019 110/31/20195:33:.44 . P R

Click the Misc. tab

88 Biowse < ReportParameters I

Override default parameters as
| Affordable Care Act (ACA) FTE Report (5271 v ]| | € Restore Defaults |

Paprolls  Misc ﬁ

i Repoit Mode | I Calculate Hours
" Detail & Summary
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Minute Men HR Management Services

- Click Summary and Use Monthly Average
3f Browse o/~ Report Paramelers]

_Eluerride default parameters as
Affordable Care Act (ACA) FTE Report (5271 || | §) Restore Defauks

Paprolls Misc l
Report Mode

| T Calculate Hours
™ Detail @mmaty
Detail Sort @se Monthly Average

(" EE Code + EE LastMName
' [~ Round FTE To Two Decimals
[~Additional E/D Group Eamings

j. [” Use E/D Group Only

' v Include Only M1 ACA Hours with Line Item D ate for Setup(E) and Import(l) Payroll Types
[~Additional Dutput Options

[~ Csv
[” Excel

- (Top Right) Change to Print then click Run Reports

[ Run through the Queue

| Print ﬁv J Run Hepo*]

- (Bottom Left) Click View to review report

.ﬁl\dl@
& st

¥ View | Task Qu.

- Results: Full Time Employee Count + Full Time Equivalent Ee Count

Full Time Employee Count: 12 Full Time Equivalent Employee Count: 22 '

Disclaimer: Clients are responsible for verifying the accuracy of their
own wages used in the application process. Minute Men HR
Mangement Services and Minute Men Select do not provide tax advice
and encourage clients to consult with their CPA for guidance.
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