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Archdiocese of Boston
Guidance on Issuing Special Easter and Christmas Checks

Many parishes, schools, and other entities in the RCAB 401(k) Plan have a lgtanding practice of providing Easter
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year. Most, althought O Al 1T h 1T AAOET T O EAOA 1 AAA O pgafnieh, eithér printdda® O E
a live check and enclosed in an Easter or Christmas candpresented as a direct deposit check stub showing the

amount and also enclosed in a cardRRS rulesapplicable to the safe harbor RCAB 401(k) Plan prohibit exclusion of

certain types of wages from 401(k) employee deductions (and employer matching contributionsYhus, all payments
(including special Christmas/Easter payments)nade to employees and priets that have active 401(k) deductions

must include these deductionsunless these payments are made on a date other than the regular paydaed the
employee has provided a voluntary request for suspensionThe processes outlined below are intended to allow

Pastors, School Principalsand agency Directors to provide these honoraria to employees/priests while also ensuring
compliance with federal tax law.

Questions to determine how to use this document:

Would you like Yes Create a ondime check
No separate checks, date batch-can be on a
live checks or common pay date
grossup?
No

Issue in regular payroll batch
using CMAS earnings code

Do you have any
Employee 401(k) use upload for
Waivers? data + batch
Override to issue
live checks; use
EE Override to
suppress 401(k)
deductions

Create a ondgime check Must issue on a non

es date batch common pay date

use batch Override tg
issue live checks;
manually key all data
in QuickPay screen +
use Check Calculator
for Net to Gross batch
to suppress 401(k)
deductions

Option 1 - Best practice:




Include Easter and Christmas bonus payments in regular payroll runs, using tBaster (EAST) and Christmas
(CMAS)earnings codes. These codes have regular federal income tax withholding attached to them, so there will be
no difference between using these codes and a Regular earnings code for tax withholding purposédding Easter

and Christmas payments to regular abcks will ensure that 401(k) deductions are taken as required by IRS rules and
PAO OEA AipiTUAAOGE | ATA POEAOOOSQq xOEOOAT ET OOOOAOQET I
given these amounts, locations can print check stubs and higgitht the earnings code or point it out in an

accompanying memo.

Instructions: The CMASEASTamountswill needtopAA EAUAA ET 01 AAAE Alobthd QuigkRay O C
screen To addthe CMASEAST earnings cod€s) to the QuickPay screen, clicRayroll>Pay Entry Options .

= HR & Payroll ple

Pay Entry

Batch

Pay Entry Options /
Batch endar Audit
Batch Types ( y Autc -

Batch Types

Scroll downon the Batch Types screeand click Regular, then scroll to the bottom of the next screen to add
ECMAZEEASTto the bottom of the list of earnings codes. This code will show for all future payrolls until deletedge
same screen, Delete link on far right). Click Save.

AN Earn/Ded/Tax Code

@ EREG - Regular ~

EPERS - PERSONAL ~

EVAC - Vacation v

EHOL - Holiday v

ESICK - Sick v

ECMAS - CHRISTMAS HONORARIUM “

To start the batch, go tdPayroll>Pay Entry , find the applicablebi-weekly check date, clickAdd Batch, hame the
batch, click Start Batch, then addamounts to theCMAScolumns for employee/priestrecords (hours are not
required). View Check Detailand then Register, per normal procedure. Once you have completed your regular
payroll entries and your CMAS/EAST amounts, you can submit the payroll as you normally woukinployees can
view their pay stubs to see these earnings.

Option 2: Alternative acceptable practice (separate checks, not grossed up . no employee/priest 401(k)
deductions skipped . any check date can be used):

For locations thatwould like separate checksand thatwill not have any enployees/priest swho skip active 401(k)
deductions (.e., who leave all 401(k) deductions in place}jetailed instructions and Paylocity screen shots are below.

We recommend thatadministrators use anupload process to process separate checks for Christnigsister payments.
To uploada file of ChristmagEaster honoraria for a group of employees/priestsdetermine first if you will only be
paying Active employees, or if you will also be payingny employees coded as LOA. nder Employees>Employee
Search, if you will only pay Active employeesleave the Status: Active filter intact. If you want to pay employees on
LOA, click the X next to that filter to display all employees (including LOA and Terminatsthatus). ClickExport
Employees.



 Advanced Last Name, First Name, SSN, Employee Id

Active Filters:

X Status: Active

Active ¥ I

Save search as...

‘ Save ‘

@ Display SN m Export Employees Ti

- Add New Employee

An Excel sheet will generate. You may need to look for it in the upper or lower corner of your screen. Be sure popup
blockers are disabled for this siteso that you can view the Excel sheet.

A
1 Last Name
2 Atter

3 Bella

4 Cibbe

5 Copper
6 |edwards
7 Murphy
8 Smith

B C D

First Nami Preferred Fi Emp Id

Pat "3520001
Silvia "3520002
Davide "3520007
Mary "3520018
Fr. Edwarc "3520005
Jan "3520017
sally "3520008

E F G =
Status Superviso Department Canonical

A Rectory Layperson

A Parish/Church Layperson

A Parish/Church Layperson

A Religious Education Layperson

A Parish/Church Incardinated Priest
A Parish/Church Layperson

A Parish/Church Layperson

The sheet then needs to be formatted for upload. The following fields must be included and in this ordand all other
data/fields must be deleted. Use the sample upload template to assist you, cutting and pasting the Employee ID#s
first, and then enterE under Type of Code, thel€MASunder CodeJeaving Hours banks, and then enter the $ amount
per person underAmount . If different employees will receive varying amounts, you may want to enter the amounts
into the original spreadsheet(while the names ae listed) and then cut and paste data into the upload format to avoid
errors. Once satisfied, delete the header linghown below.

Employee ID

Type of Code

Code Hours Amount

Save the file either directly to CSV, or first save to Excel and then SaveC&8% somewhere you can easily find it on

your computer.

I [ Desktop

/

‘ CMAS upload Template-12-13-22

‘ CSV (Comma delimited) (*.csv)

You will now begin your Christmasbatch. UnderPayroll>Pay Entry , click Add a One Time Check Date Even if you
will be issuing these payments on the same day as a normal pay date, gtill must set up the payments with a

one-time check date.

Create Batch

Create Batch Payroll Audit

Payroll Setup

Check Date

12/23/2022 - Bi-Weekly v

Populate the date fields, usingvhatever date you prefer Click Add when done.
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Check Dates

Batch Calendar Audits

Check Dates Holidays

Check Dates

@ Check Date
@ period Begin Date
@ Pperiod End Date

® Expected Submit Date

Pay Frequency

12/16/2022

12/16/2022

12/16/2022

1211412022
One Time (®

Scroll down to find the date for the batch you just created and click the link with that date. Double check that you are

selecting the Pay Freq optioidi A O EahdAét bi-weekly).

Calendar

Check Dates.

® Check Date

® period Begin Date

® Period End Date

® Expected submit Date

Pay Frequency

Calendar

o T | e =

Check Date
Period Begin Date

Period End Date

Expected Submit Date (i

Check Date Period Begin Penod End Expected submit

Check Dates
@ Calendar entry saved successtully,

This returns you to the Create Batch page. Confirm that your nevih€ck Date shows in the Check Date drop down (it
should). Under Batch Type, selediimelmprt , then clickAdd Batch. You will use this process taipload a file with
your Christmas payment amounts by employee/priest. Your location does not need to use Time & Latmutilize this

feature.

Create Batch

Create Batch Payroll Audit

Payroll Setup

Check Date

Period Begin Date

Period End Date
Batch Type

12/16/2022 v
TrETE———————ate ()
Edit/ Change

12/16/2022

12/16/2022

Timelmprt v

oll Tips & Deadlines ‘

Name the batch in the Create New field (ex: Christmas) and leave all other filters as is, unless you only waipiaty

certain Positions, Departments, Canonical Roles, etc.

Under Check Type, sele@PECIAL.This will automatically show you only Easter and Christmas earnings types and

will suppress all deductionsexcept 401(k)/Roth.




Note: to manually key in the sgcial check amounts instead of usingnimport, click Add One Time Check Date then
choose Batch Type BECIAL You can proeed to the QuiclPay screen to key in these payments.

s — © Time import File

Include Approved Time Off Requests #

Indude Expanded FLA

e s ST P, e 2 /

Pecios e

M M

Period End

To generate live checks, click th®verride link next to Check Type to get to the Batch Check Attributes, then
check theBlock All box next to Direct Deposits. ClicBave& Return (bottom left) to return to the main Batch
Type screen.

Payroll 12/19/2022 Batch Check Attributes

Batch Check Attributes

© Check Type Name 2ND CHECK Direct Deposits Block All
UJ Block Special Only
Override Tax Frequency None 4 Time Off Accruals O Block Hours | Block Frequency
Deduction Multiplier 1 Auto Labor Distribution O Block
Use Supplemental Tax Rate (i) [
Override FITW No Override v 0.00
Override SITW No Override v 0.00

To upload the file you prepared, clickChoose File, select your prepared file, andhen click Import (bottom
left of your screenz see abové.

Time Import File

JSelect
—selegv

@ Time Import File
®uplpad EEEHLAERZIN CMAS upload 12-9-22.csv

Include Approved Time Off Requests ¢

Include Expanded FMLA 0

You should see a green bar confirming that your upload was a succelsyou receive an error message, check
your file to confirm that you deleted the first line (column headings) and saved to CSV.



Payroll 12/23/2022

@ Time clock import completed on 12/12/2022 8:29:42 AM The time clock impart file contained 7 record(s) with no errors or warnings.

Batch Type: Time Clock Import

Batch Name Christmas

Batch Status

stats Rep ort - |

You will then return to the Create Batch screen, where you cafick to review your batch by clicking the link
with the name of your batch

Batches

4 BarchA/?(Ed User # Checks Batch Type Status Ov Begin Date Ov End Date User Action
O christmas 12/12/2022 8:27:49 AM cgustavson 7 Timelmprt - Overridden Open N/A N/A Q Approve Ba Totals

On the Detail screen, lick on the name of an employee, then scroll down and View Check Details.

Christmas

Employee

Demographics Rates Avail Hours - Dollars

Name Atra, Patrick A Salary a 6,00 - $416

Pay Frequency B 8ase Rate $16.0000 / Hour VAC 280054480

Status s Additional Rate(s)

Employment Type RE

Home Shift

Check Detail

Auto Pay 0 22,00 Hours Check Type speciaLv 9

Line Items

Earn/Ded/Tax Hours Amount Rate Code Rate Department

EREG - Regular v fo.000] 000 ~Select~ v 00000 | - Select~ v
£OT - Overtime v 0.0000 0.00 ~Select- v 00000 | | - Select-- v
EVAC - Vacation v 0.0000 0.00 - Select - 00000 ||| - Select- v
EHOL - Holiday v 0.0000 0.00 0.0000 ||| ~Select— v
ESICK - Sick v 0.0000 0.00 00000 ||| ~Select~ v
ECMAS - CHRISTMAS HONORAF v 0.0000 200.00 -Select- v 00000 ||| - Select~ v
- Select - v 0 ~Select- v o | - Select- v

EARNING TOTALS: 00000 20000

m ki s s

Review the checko confirm that all active 401(k) deductions were taken and that the match was awarded.
Note the gross and net check amounts. Employees with flat dolla@#(k) deductions (ex: $500) oradditional
federal or state income tax withholding (ex: $250 extra federal per pay, $100 extra MA per pagay not see a
net check if the Christmas/Easter payment is smaller than these amounts. CliRkturn to Payroll to review
other employee/priest Check Details.



Preview / Summary
Gross $200.00 Net $151.46
Earnings Deductions
Earning Rate Hours Amount Deduction Amount
201 0.0000 0.0000 800 201P 20.00
cMAS 0.0000 0.0000 200.00 Total: $20.00
Total: 0.0000 Total: $200.00
Taxes Direct Deposits
Tax Taxable Wages Amount Transit Account Amount
FTW 180.00 0.00 211370707 99999 151.46
MA 180.00 1324 Total: $151.46
MED 200.00 290
ss 200.00 12.40
Total: $28.54

When satisfiedwith all records, click Batch Totals at the bottom.

On the next screen, clicRegister, and then review the document as you normally would, double checking for zero
direct deposits/live checks. When satisfied, clickpprove Batch .

Payroll: 12/16/2022 | Christmas | 3 Check(s)

Batch Totals Filter

Batch Christmas -- Open Y Status Open
Department —All-- v Use Override Departments
Canonical ~All - ¥
Line Items
Earn/Ded/Tax Description Control Hrs Actual Hrs Difference Control $ Actual $ Difference Action
ECMAS CHRISTMAS HONORARIUM 0.0000 0.0000 0.0000 0.00 600.00 -600.00 Detalls
EEAST EASTER HONORARIUM 0.0000 0.0000 0.0000 0.00 0.00 0.00 Detalls
TOTALS: 0.0000 0.0000 0.0000 0 600.00 -600.00

- e [ e

Reports

Report Sort Emp Iid »

. EE

This will take you back to the Payroll > Pay Entry screen. The batch status will Beady to Submit.Click the Submit
Payroll button.

Payroll Setup Notes

12/23/2022 -

Check Date P

Payroll Notes

Period Begin Date 12/23/2022

Period End Date 12/23/2022
Batch Type Regular v

Add Batct Payroll Tips & Deadlines

Batches
4 Batch Created User # Checks Batch Type Status Ov Begin Date Ov End Date User Action
O  christmas 12/12/2022 8:27:49 AM cgustavson 7 Timelmprt - Qverridden Ready to Submit N/A N/A 24 Approved




Option 3: Alternative acceptable practice (separate checks. not grossed up. some employee/priest 401(k)
deductions skipped. alternative check date REQUIRED:

For locationsthat have at least one employee/priest who has a Suspension Request form on file (a sampleeisw),
any suchchecks will need to be dated with aifferent date from the regular pay date to satisfy IRS regulations and
401(k) Plan rules (ex:Christmascheck could be datedecember 16 whereas regular paycheck will be dated
December 23. More detailed instructions andPaylocity screen shots are below.

Follow the steps for preparing an upload file described under Option 2, above. Thender Payroll>Pay Entry , click
Add a One Time Check Date

Create Batch

Create Batch Payroll Audit

Payroll Setup

122372022 - i wWeskly W

Check Date

Add one Time Check Date ()

Populate the date fields, using different date than the regular pay datesClickAdd when done.

Check Dates

Batch Calendar

Check Dates k
Check Dates

@ Check Date 12/16/2022
© Pperiod Begin Date 12/16/2022

@ period End Date 12/16/2022

@ Expected Submit Date 12.*'.‘,-‘2022|

Bay Erequency One Time(

Follow the steps under Option 2 foipreparing and uploading the pay file or manually add the payments on the

QuickPay screen For employees who havesubmitted a voluntary Suspension Request, once you have entered the
AiTO01 0 T £ OEA #EOEOOI AO ET 11T OAOEOIi h O1T 1T OAOOEAA OEAEO
to bring up their Detail screen. Next to Check Type, click the Overridaki



Christmas

m QuickPay Prorated/Retro Pay (O

Employee

Demographics Rates Avail Hours - Dollars C
Name Cibbe, Davide Salary 2 3547 - $602.07 D
Pay Frequency B BaseRate = £17.0000/¢ Hour /A G
Status A Additional Rate(s)

Employment Type

Home Shift
Check Detail
Auto Pay [ 10.00 Hours Check Type SPECIAL § Querride C
Line Items
Earn/Ded/Tax Hours Amount Rate Code Rate Department
ECMAS - CHRISTMAS HONORAF v 0.0000} 100.00 -Select- v 0.0000 | - Select-- v

The lower portion of the Override screen shows all of the deductions and earnings that have been Blocked (meaning
the box is checked). The 401(k) deductions (and Match) dmt have a check mark, meaning they are active/(& a not
Blocked). To Block them for this Special pay only, check the relevant Hd©®1P and/or ROTH) and then clickSave
Override 8 91 0 xEI1T OAOOOT O1 OEA AipPiTUAAGO $AOAEd OAOAA
(meaning an Override ha been activated). Clickiew Check Details to confirm that the deduction is now gone. Click
Return to Payroll to continue with your review and finalization of the batch.

401A Memo 401A —— 401k Loan 401KLOANPAYMENT

U 401mMm MemoERMatch 401 Match 401P 401k 401K PRETAX

AUCR Standard AUTO INS-CASH REIMB 20N Memo 4QNC

AUNC Standard AUTO INS NON-CASH AFAT Standard AFLAC AFTERTAX

AUTO pUCC AUTO - PERSONAL USE - IMPUTED AFPT 125 AFLAC PRETAX

BAPT Standard BAPTISM STIPEND AUNC Standard AUTO INS NON-CASH

BONUS Standard Bonus AUTO Standard AUTO - PERSONAL USE - IMPUTED
BRVMT Standard Bereavement AUTOC Standard CLERGY AUTO

O cam MemoERMatch Clergy/Priest Match BAFA Standard BASICPOSTTAXFAM

CcLuB Standard CLUB STIPENDS BAFP 125 BASICPRETAX FAM

CMAS Standard CHRISTMAS HONORARIUM BAIA Standard BASICPOSTTAXIND

COAC Standard COACHING STIPEND BAIP 125 BASICPRETAX IND

COMM Standard Commission BI1A Standard BASICATXINDPLS1

CURR Standard CURRICULUM STIPEND BI1P 125 BASICPTXINDPLS1

DFPT Standard DEPT HEAD STIPEND ot CATH Standard CATHOLICAPPEAL b
‘Save Override

4. Not Recommended: Net to Gross Checks, whether including or_skipping 401(k) deductions

In Paylocity, a separate Batch type has been set up for NetGrossChecks We do not recommend using this feature
for Christmas honoraria due to the potential expense for employees/priests with more sizable 401(k) deductions
and/or additional federal or state income tax withholding (see exampléCheck Detaibelow). While it is possible to
avoid applying an active 401(k) deduction if a Suspension Request is on filed a pay date other than the regular date
is used, federal andgstate withholding should not be adjusted/suppressed.

First, determine if you have any employees/priests who have submitted a written request for suspension of 401(k)
deductions. If you have at least one, yamust use a paydate other than the regular pay date. If you do not have
any requests for suspension, you may use a regular paydatea separate date In bothinstances you will first need
to Add a One Time Check Date(see page 4, above).Once you haveadded your check date and clicked on the link
with that date (making sure you are choosing One Time instead of-Bfeekly), on the Create Batch page, choose
NetToGross from the Batch Type dropdown. Clickddd Batch.




Create Batch

Create Batch

Payroll Setup

Check Date

Period Begin Date

Period End Date

Batch Type

Payroll Audit

12/16/2022

12/16/2022

12/16/2022

Regular

- Select --
< = | BONUS/SEV

Empty

Batche

Hourly

Regulac

On the next screen, name your batchThe check type will automatically default to NetToGrossYou can Override

direct deposits from this screen as explained on page 6, above. Clitlrt Batch when ready.

Batch Type: NetToGross

Options
® ®Batch Name NTG CMAY @®Manual Entry
Oupload BEEERITSN No file chosen
Auto Post Check Type
Qverrl £
Auto Post Items NetToGross v Check Type NetToGross v

You will then land on the QuickPay screen, where you can enter the Net amoubysemployee. View Check Details for

each employee to confirm that they look correct.

Avail Hours - Dollars.

a

Modified in Pay Entry Detail

Employee Name

2
T NetloGrs  NTGCMAS
Employee
Demographics Rates
Name s salary
Pay Frequency g BaseRate $230000/Hc our
Status ‘Additional Rate(s)
Type RET
QuickPay
Emp ID
03520001 Atta, Patrick A
03520002 8orta, Samia’$
)3520007 Cibbe, Davide
(03520018 Copper, Mary
3520005 £dwards, Fr. Edmond
03520017 Murphy, june M
@ 3520008 Smith, Sadie

Cost Center

Department
Canonical

Cost Center
70002100
70001-100
70001-100
70005-100
70001-110
70001-100

70001-100

Cost Center Filter

Department - Select - v
Canonical - Select - v
Sort By: | Name
Net Pay Gross

200

200

200

200

200

200

200

Records: 7

See example Check below, for an employee with a 10% gex 401(k) and an extra $10dederal income tax withholding.

The net check of $200 cost the parish $466.93.
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To handle individual employee/priest 401(k) deduction suppression, you will need to use Check Calculator for each
payment. After you creae a onetime check datefor a nonrregular pay date (see page 3-4 above). For employees
who will keep their 401(k) deductions in place, nadditional action is required. For employees who will sspend
401(k)/Roth deductions, confirm that you have aSuspension Request on file. Then follow the steps below:

1 Go to Payroll >Check Calculator

Select theEmployee in the top right of the screen

51T AAO -TAA OKhedd O O# OAAOA A

Under Check Date, selethe onetime check date you creatednon-common pay date)
In the Calculator, click the Net to Gross radio button

Enter the desired Net Pay

Select the appropriate Earnings Code

=A =4 =8 =4 -4 =9
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