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Overview of PPP Program

Applications for forgivable government loans started on April 3, 2020

Companies under 500 employees are eligible

Apply with your bank or SBA loan lender

Read all the details at https://home.treasury.gov/system/files/136/PPP--
Fact-Sheet.pdf

https://home.treasury.gov/system/files/136/PPP--Fact-Sheet.pdf


What can I use the 
loan funds for?

• Payroll costs, including benefits

• Interest on mortgage 
obligations, incurred before 
February 15, 2020

• Rent, under lease agreements in 
force before February 15, 2020

• Utilities, for which service began 
before February 15, 2020



What classifies 
as payroll costs?

• Salary, wages, commissions, or tips (capped at $100,000 on an 
annualized basis for each employee)

• Employee benefits 

• Vacation

• Parental/family/medical/sick leave

• Separation/dismissal payments

• Group health care costs

• Retirement benefits

• State and local taxes assessed on compensation



How much of 
the loan will 
be forgiven?

• You will owe money when your loan is due if you use 
the loan amount for anything other than payroll 
costs, mortgage interest, rent, and utilities payments 
over the 8 weeks after getting the loan.

• You must also maintain staff and payroll

• Number of Staff must be maintained

• Level of Payroll: Your loan forgiveness will also be 
reduced if you decrease salaries and wages by 
more than 25% for any employee that made less 
than $100,000 annualized in 2019. 

• Re-Hiring: You have until June 30, 2020 to restore 
your full-time employment and salary levels for 
any changes made between February 15, 2020 
and April 26, 2020. 



Today’s Goals

How do I setup my PPP 
loan leave in RFMS?

How do I process 
payments using PPP 

money?

How does My Company 
calculate PPP loan balance 

and repayment?



Before you begin

Contact your 
accountant to find 
preferred method for 
processing PPP in 
RFMS



3 Options for PPP in RFMS

Requires a new (physical) checking account from bank with only PPP funds 
and a new RFMS Bank RegisterOption A

Requires a new RFMS Bank Register (but not a new account or checks from 
your bank)Option B

To be used if PPP funds have already been deposited into existing checking 
account without creating a new bank account with the bank or within RFMS.Option C



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Step 1 – Add 3 new account 
codes

Accounting → File → General 
Ledger → Chart of Accounts



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Click Green + → Enter new accounts.

Asset: PPP Bank Account
Liability: PPP Loan
Expense: PPP Expense/Gift

You can name the account anything 
you wish, does not need to match 
what we show here.

PPP Loan

1500



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Step 2 – Add a new Checking 
Register 

Accounting → File → Banking 
→ New Register

Choose the account code you 
created in step 1 (asset 
account)



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Step 3 – Post a "Not for sales 
income" deposit in the PPP 
bank account. Code to PPP 
Loan.

PPP Loan



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Step 4 - When writing 
checks applicable for the 
PPP Loan use the new 
checks and PPP Bank 
Register in RFMS. 

If the bank register 
balance is depleted, 
your loan funds are 
also depleted.



Option A:  Setting up 
PPP Loan in RFMS as a 

new physical bank 
account

Step 5 - When loan period has 
ended, post journal entry for 
entire full amount of all checks 
posted in PPP bank register 

Accounting > File > General 
Ledger > Journal Batch Entries

Debit PPP Loan
Credit PPP Expense



Option A:  Setting up PPP Loan in 
RFMS as a new physical bank 
account

Step 6 –

If a balance exists in the PPP register, you may be 
required to repay the balance of the loan.

If that is the case, write a check for the remaining 
funds and code it to the PPP Loan.

This will leave the both PPP Bank Asset and the 
PPP Liability with a zero balance.

The PPP Expense/Gift account should reflect a 
credit balance. This will reflect all monies used 
from the loan.



3 Options for PPP in RFMS

Requires a new (physical) checking account from bank with only PPP funds 
and a new RFMS Bank RegisterOption A

Requires a new RFMS Bank Register (but not a new account or checks from 
your bank)Option B

To be used if PPP funds have already been deposited into existing checking 
account without creating a new bank account with the bank or within RFMS.Option C



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

Step 1 – Add 2 new account 
codes

Accounting → File → General 
Ledger → Chart of Accounts



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

Click Green + → Enter new accounts.

Liability: PPP Loan
Expense: PPP Expense/Gift
You can name the account anything 
you wish, does not need to match 
what we show here.

PPP Loan

1500



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

Step 2 – Add a new Checking 
Register for the Liability 
account 

Accounting → File → Banking 
→ New Register

Choose the account code you 
created in step 1 (liability 
account)



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

Step 3 – Post 2 

“Not for sales income" 
deposits

• Operating Bank Register 

• PPP Liability Register

Both deposits are coded to 
PPP Loan Account Code

PPP Loan



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

• Step 4 – After writing checks, 
you will need to record the 
PPP expenses

• Create bank charge for the 
sum of the applicable checks 
written. When RFMS prompts 
for the account code for the 
bank charge, use the PPP 
Loan account code. 

Make sure these bank charges 
have CLEAR descriptions, using 
notes, if necessary. Examples 
include: Checks 1233-1264 Sub 
Payroll, Check 1283 Rent, etc.



Option B: Requires a new 
RFMS Bank Register (but 

not a new account or 
checks from your bank)

Step 5 -When loan period 
has ended, post journal 
entry for entire full amount 
of all bank charges posted 
in PPP bank register 
(Accounting > File > General 
Ledger > Journal Batch 
Entries).

Debit PPP Loan

Credit PPP Expense/Gift



Option B: Requires a new RFMS 
Bank Register (but not a new 
account or checks from your bank)

Step 6 –

• If a balance exists in the PPP register, you may 
be required to repay the balance of the loan. If 
that is the case, write a check for the remaining 
funds from the operating account and code it to 
the PPP Loan.

• As performed with previous check runs, post 
bank charge as outlined in step 5, and confirm 
the ending balance of the PPP Loan register is 
zero.



3 Options for PPP in RFMS

Requires a new (physical) checking account from bank with only PPP funds 
and a new RFMS Bank RegisterOption A

Requires a new RFMS Bank Register (but not a new account or checks from 
your bank)Option B

To be used if PPP funds have already been deposited into existing checking 
account without creating a new bank account with the bank or within RFMS.Option C



Option C:  PPP funds have 
already been deposited 

into existing checking 
account without creating a 
new bank account with the 

bank or within RFMS.

Step 1 – Add 2 new account 
codes

Accounting → File → General 
Ledger → Chart of Accounts



Click Green + → Enter new accounts.

Liability: PPP Loan
Expense: PPP Expense/Gift
You can name the account anything 
you wish, does not need to match 
what we show here.

PPP Loan

1500

Option C:  PPP funds have 
already been deposited 

into existing checking 
account without creating a 
new bank account with the 

bank or within RFMS.



Option C:  PPP funds have 
already been deposited into 

existing checking account 
without creating a new bank 

account with the bank or 
within RFMS.

• Step 3 - When cutting 
payroll checks/posting 
payables applicable 
for the PPP Loan



Option C:  PPP funds have 
already been deposited into 

existing checking account 
without creating a new bank 

account with the bank or 
within RFMS.

Step 4 -When loan 
period has ended, print 
the journal for the PPP 
Loan account code 
Accounting > File > 
General Ledger > 
General Ledger 
Functions > Print 
Journal 

Compare balance to 
loan amount.



Option C:  PPP funds have already been 
deposited into existing checking account 

without creating a new bank account 
with the bank or within RFMS.

Step 5 –

• If balance exists, you may be required to repay 
the balance of the loan. If that is the case, write 
a check for the remaining funds and code it to 
the PPP Loan.

• Review the detail of the Journal printed in step 3 
for reclassification.
-Debit appropriate accounts codes for checks 
posted to PPE loan account code in this time 
period (payroll, rent, utilities).
-Credit PPP Expense/Gift



Where can I find more information?

• https://rfmsinc.zendesk.com
/hc/en-
us/articles/360046710034-
PPP-Loans-Setup-Tracking-
options

• https://home.treasury.gov/sy
stem/files/136/PPP--Fact-
Sheet.pdf

https://rfmsinc.zendesk.com/hc/en-us/articles/360046710034-PPP-Loans-Setup-Tracking-options
https://home.treasury.gov/system/files/136/PPP--Fact-Sheet.pdf


Thank you for watching


