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PPP LOAN FORGIVENESS REPORT

 Some Housekeeping Items:

 All participants have been placed on mute.
 All registrants will receive a follow up e-mail 

with a link to the recorded webinar and any 
training documentation.

 If you have any questions or want to request 
training, please e-mail training@ctrhcm.com

mailto:training@ctrhcm.com


REFERENCE THE INSTRUCTIONS!

https://learning.myisolved.com/library/documents/2159

Because this report is ever-changing because of the updated 
guidance we receive, please BOOKMARK these instructions. The 
instructions are updated, detailed and take you through the 
report so you know exactly how the report is working and how 
to use it for your application!

This is your BEST resource for the PPP Loan Forgiveness Report!

https://learning.myisolved.com/library/documents/2159


RUNNING THE REPORT



RUNNING THE REPORT

o Legal Company: If left blank, will generate for all active legal companies. 
Select Legal Company in drop-down if needed for specific company.

o Include Terminated Companies: The default of the report is “active” 
companies. If you need to include a terminated company, check this box.

o Include Pay Group Breakdown: Check this box to include pay groups for 
grouping purposes.

o Options: Select either:

o Covered Period Duration: Select 8 or 24 weeks

o Weekly FTE Hours Threshold-leave blank as it will default to 40 
hours per week.

o Seasonal Period Begin Date: A report filter to include a seasonal 
timeframe of a 12-week period between May 1,2019 through 
September 15, 2019.

o Wkly/Biwkly Coverage option: select either:

o Use Alternative Payroll Covered Period for Weekly & 
Biweekly Pay Groups-uses the first full pay period falling in 
the covered period following the Loan Disbursement Date 
and counting forward 56 days

Presenter
Presentation Notes
8 weeks, dropdown for 24. Weekly FTE-leave blank as it defaults to 40 hours per week per the SBA Guidance
Seasonal-begin date, 12 weeks through that period
Other options-just keep to default…lets explore



o The option to “Include all payrolls paid or incurred in loan period” has been removed from 
the dropdown for both Wkly/Biwkly Coverage option and Mth/Semi-Mthly Coverage 
option.

o The alternative covered payroll period or covered period options is available to select for 
the Wkly/Biwkly Coverage option

o The covered period is the default option for the Mth/Semi-Mthly Coverage option.

o A new dropdown labeled “Incurred or Paid Option” has been added to allow the user to 
include paid or incurred payrolls which would follow the options selected for the loan 
period. The options include:

o Include all payrolls paid or incurred during the Covered/Alternative period for payroll costs 
only

o Note: By selecting this, the FTE calculation will use only the 8 or 24 week period – no paid 
or incurred would apply. This is the default and should be kept. 

o The other option is to Include all payrolls paid or incurred during the Covered/Alternative 
period for payroll cost and FTE Calculation and to only Only include payrolls worked within 
the Covered/Alternative period

If using a 24-week period, the maximum payroll costs listed in Table 1 and 2 
will be updated to $46,154 (24-week equivalent of $100,000)

Presenter
Presentation Notes
Keep to the default as it will be based on SBA guidance and it will take you in the right direction. 



ENSURING ACCURACY: MARKING OWNERSHIP





Client Management > Tables > Misc. Employee Fields





UPDATE:
An additional Miscellaneous Field has been added to allow users to 
override the FTE Exception Average FTE if they choose to do so:
Code = CARESFTEXO (CARES FTE Override)

•This can be used if the user wishes to override the value that is 
being populated on Table 1 from the FTE Average chosen comparison 
period.
•If no value is entered, the FTE Average from the chosen comparison 
period will be populated in Table 1
•Will be one decimal numeric field
•If override of greater than 1 is entered, 1 will be populated
•Note: the value shown in the Loan Period Details Tab for the FTE 
Average on FTE Exceptions will show the value from the chosen 
comparison period, not the override value – that will only be shown 
in Table 1



UPDATE:

 If an employee is terminated prior to the begin date of the Covered Period 
or the Alternative Covered Payroll Period that is chosen, the employee will be 
excluded from the wage reduction calculation.

 Owner/employee compensation calculation maximums have changed to 
account for the 24-week loan period

The changes made in the 7-3 release account for the 24-week maximum 
wage for owners at $20,833 but additional changes to the calculation will 
be made in the next version of the report to do the comparison to 2019 
compensation for both the 8- and 24-week timeframes based on the 
guidelines in the instructions:



RUNNING THE REPORT



REPORT-SUMMARY TAB

Presenter
Presentation Notes
Open the report, 1st Tab is Summary and has 3 section. The reduction in headcount will be the average FTE for 2 periods or 3 for seasonal dates and will highlight the lowest average FTE. The goal is 100% forgiveness reduction.  The wages-this is total eligible payroll costs so it’s showing you your wage reduction and any penalty. 



REPORT-SUMMARY TAB

o New columns added to the Summary page: “Payroll Periods in Loan Period for 
FTE” which will indicate the payrolls included as part of the FTE calculation

o “Payroll Periods in Loan Period for Payroll Cost” which will indicate the payrolls 
included as part of the payroll costs calculation (screenshot below):



REPORT-SCHEDULE A 

Presenter
Presentation Notes
Line 1-3 is your cash compensation. Line 6 may not have a value if we don’t track this and this is the same with Line 7. It doesn’t mean you aren’t eligible-it just means we aren’t tracking this in iSolved. Line 11 is your summary.  Line 13-so have you met your safe harbor #2? Feb 14-April 26th? This is making the comparison, 14th-26th reduction eligible for the safe harbor. If you see a 1 here , you have met your safe harbor



REPORT-WORKSHEET TABLE 1 

Presenter
Presentation Notes
Your exceptions will show here-terminate, resigned, FMLA, etc-this will show you how the FTE reduction exemptions have been captured. Pay close attention to the language-it says direct or indirect-so lets take an example, you make chemicals for public pools, you’re not directly impacted by orders but indirectly impacted because its very broad. It’s very beneficials borrowers- find the mandates the caused your business to be impacted and document, document, document!! E-fmla, fmla, make sure you have documentation-if an employee is out on maternity leave, if an employee is terminated.



REPORT-WORKSHEET TABLE 2 

Presenter
Presentation Notes
This is Worksheet Table 2.  Employees who made over 100K during any pay period in 2019 should not be included in the wage reduction calculation.  This would include anyone who made over 100K in any payroll in 2019. So for a biweekly pay period, any employee who made over $3,846.15 (100K/26) during any pay period of 2019 would not be factored into the wage reduction calculation and would go on Worksheet Table 2.  This is important as this would most likely leave off commissioned sales people for many businesses. You won’t be penalized for sales commission reductions due to lack of new sales during COVID if they made over 100K in any one pay period in 2019-these employees would go in Worksheet Table 2 and would not be subject to the wage reduction calculation



REPORT-EMPLOYEE WAGE DETAILS 

Presenter
Presentation Notes
The wage details tab compares wages to quarter 1-average hourly or the comparison in paying the loan so you see 1/1-3/31-we don’t want that to drop below 75%



REPORT-EMPLOYEE WAGE DETAILS

Presenter
Presentation Notes
So lets look at 2/15-6/30: your average FTE for reference period so you have your 2 standard timerames with your 1/1-2/29/30 here. The Average FTE is calculating for your 2 periods, 3 if you include seasonal-and this is picking the lowest FTE count.  When looking at this, you see for quarter one, its annualizing the wages so the wages earned in Q1 for entire year-that’s your wage loan period and the wage difference for Q1 and the loan period. Remember greater than 20% ownership is employee ownership.



2019 EMPLOYEE HOURS PAID

Presenter
Presentation Notes
You can see your average FTE here-average FTE for your reference period for 2 periods and if you included seasonal, it’s 3 periods. It will pick the lowest FTE count



2020 EMPLOYEE HOURS PAID



EMPLOYEE LOAN PERIOD DETAILS

Based on guidance in the SBA Loan Forgiveness Application on Page 4 which states:
- “For each employee, enter the average number of hours paid per week, divide by 

40, and round the total to the nearest tenth.” The loan period average FTE 
calculation will be modified to add up all hours for the loan period and divide by the 
# of pay periods to get an average, then divide by 40 to calculate the average FTE 
(special payrolls will still be excluded from the # of pay periods, but hours will be 
included in the calculation.)

The Loan Period Details Tab will show the totals used to calculate the average FTE:



EMPLOYEE LOAN PERIOD DETAILS

The Exception Reason has been added to the Loan Period Average FTE column 
on the Loan Period Details tab, if applicable to identify the employees that are 
not included in that calculation



FTE REDUCTIONS

Borrowers are EXEMPTED from the loan forgiveness reduction stemming 
from a reduction in FTE employees during the covered period if the borrow 
is able to document in good faith:
- An inability to rehire individuals who were employees of the borrow on 

2/15/2020; and
- An inability to hire similarly qualified individuals for unfiled positions on 

or before 12/31/2020

Additional exemptions include any employees who:
-were fired for cause,
-voluntarily resigned,
-voluntarily requested and accepted a reduction in hours. 



FTE REDUCTIONS

Borrowers are EXEMPTED from the loan forgiveness reduction stemming from a 
reduction in FTE employees during the covered period if the borrow is able to
document in good faith:
- “An inability to return to the same level of business activity as the borrow 

was operating at before February 15, 2020, due to compliance with 
requirements established for guidance issued between March 1, 2020 and 
December 31, 2020…”

- This exemption refers to direct and indirect compliance with COVID-19 
related regulations. 

DOCUMENT, DOCUMENT, DOCUMENT!
Copies of the applicable COVID requirements or guidance
Relevant borrower financial records



BIG QUESTION

Can you apply for Forgiveness before the end of the covered period? 

From the Interim Rule 6/22/2020:
When must a borrower apply for loan forgiveness or start making payments on a 
loan?



To ensure reporting accuracy, make sure you do the following:

o When requesting access to the PPP Loan Forgiveness Report, include 
your Loan Disbursement Date

o Verify Employee Statuses: THIS IS CRUCIAL. Make sure you have hours 
recorded for your salary employees and make sure your employee 
statuses are accurate.

o Mark Employee Ownership: Employee Management > Employee 
Maintenance>Employment>ownership %

REPORTING ACCURACY

PPP Scheduled A Worksheet
Table 1

TEST COMPANY ABC
Employee Salary / Hourly Wage

Employee's Name Identifier Cash Compensation Average FTE Reduction
Test Employee 1 1234 1,050.00 0.3 0.00
Test Employee 2 1235 0.00 0.0 522.22
Test Employee 3 1236 0.00 0.0 581.12
Test Employee 4 1237 0.00 0.0 76.64
Test Employee 5 1238 0.00 0.0 847.76



REPORT CALCULATIONS

o WAGES : The default calculation is “ALL” paid earnings (excluding 
1099 & 3rd party sick pay and FFCRA FMLA Earnings and FFCRA Sick 
Pay Earnings). 

o HOURS: The default calculation is hours for all paid earnings 
(excluding 1099 or 3rd party sick pay).For each employee, the 
average number of hours per week, divided by 40 and rounded to 
the nearest tenth. The maximum for each employee is capped at 
1.0.

o HEALTH COST: The default is Medical Pre-tax and Medical Post-tax 
deductions. 

o RETIREMENT COST: The default is any Employer Deferred Comp 
Match.

REPORTING ACCURACY



REPORTING ACCURACY

o OWNER-EMPLOYER Considerations : There are special rules for owner-
employees of a company for the report

o Owners are excluded from FTE calculations

o Owner-employee’s compensation is listed on Line 9A of Schedule A. Total 
amount paid to owner-employees/self-employed individuals:

o This amount may not be in included in PPP Schedule A Worksheet, 
Table 1 or 2

o If there is more than one individual included, attach a separate table 
that lists the names of and payments to each

o If there is more than one owner-employee, use the filter the 
EMPLOYEE WAGE DETAIL tab to identify owners and use to prepare 
data for the separate table



NEXT UPDATES FOR THE REPORT
The next version of the report will be available with the release on 7-17-20 and 
will include the following changes:

• Owner/Employee loan period payroll costs calculations to compare 2019 
compensation based on the loan period timeframe
• Changing the calculation of the Average FTE during the comparison periods to 
weekly from monthly based on the guidelines provided below.
• The addition of 2 organization levels that can be selected to sub-total by those 
levels on the Wage Details, Loan Period Details and Summary page.



WE ARE HERE TO HELP!

Be sure to check out our COVID-19 INFO PAGE here as we will continue to update 
you: https://ctrhcm.com/covid-19-information-center/

Reach out to your CTR Support Representative or e-mail training@ctrhcm.com

THANK YOU! 

https://ctrhcm.com/covid-19-information-center/
mailto:training@ctrhcm.com
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