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It’s not easy to navigate the changing tides of information
on coronavirus relief loans such as the Paycheck Protection Program (PPP). Even if your organization received
funding, it is not clear what your next steps should be. To
avoid repaying the loan or any unused portions of it, you
must keep detailed records. At this time, the guidance
around loan forgiveness is currently unclear, but keeping
detailed track of expenses now will help you avoid future
challenges.
Below are steps for recording Paycheck Protection Program (PPP) funds and expenses in QuickBooks Online.
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Keep in mind that you may have to alter
some steps if you are using a different accounting software.
1. Setup the PPP Loan Account on the
Chart of Accounts
• This loan is a liability until it is determined how much of the loan will be
forgiven.
• It’s recommended the account be a
“Long Term Liability.”
2. Create the PPP Bank Account.
• It might not be possible to open a
new bank account in a timely manner
at this time. However, it’s important to
create a separate bank account on
the books to capture the PPP Loan
and Expenses activity.
• Name the account “PPP Bank.”
3. Record the PPP Loan Income.
• Setup the Loan Vendor. If your lending institution is already a vendor,
consider setting up the same vendor
but with an extension such as “(Lending Institution) – PPP loan.”
• Deposit the Loan Funds.
4. Record Expenses.
• Use the regular Business Checking
to pay expenses as normal.
• After payment, reimburse the Business Checking from the PPP Bank
Account via the “Write Check” function.
• Do not combine payments and always include proper descriptions in
the memo fields.
• Add attachments when available.
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5. Create Reports.
• This method keeps a clean trail of
PPP Income & Expenses, but will not
show spending for the new PPP Bank
by expense type.
• To obtain a spending report, you must
create a custom report, but you might
end up transposing this data to Excel
for loan reporting purposes.
What Are Eligible PPP Expenses?
• Payroll costs, including benefits.
• Interest on mortgage obligations, incurred before February 15, 2020.
• Rent, under lease agreements in
force before February 15, 2020.
• Utilities (electric, gas, water, telephone and internet) for which service
began before February 15, 2020.
What Counts As Payroll Costs?
• Salary, wages, commissions or tips
(capped at $100,000 on an annualized basis for each employee).
• Employee benefits including costs
for vacation, parental, family, medical
or sick leave, allowance for separation or dismissal. Payments are also
required for the provisions of group
health care benefits including insurance premiums, and payment of any
retirement benefits.
• State and local taxes assessed on
compensation.
• For a sole proprietor or independent
contractor: wages, commissions, and
income or net earnings from self-employment, capped at $100,000 on an
annualized basis for each employee.

Other Points to Know About PPP
• Funds must be spent within 24 weeks
from the date received.
• Once an application is submitted,
the business cannot delay receiving
funds and the term of spending. For
example, if a business has a seasonal business and submitted an application too soon.
• An application must be submitted for
loan forgiveness within 10 months after the 24 week period.
• Funds not spent are considered the
unforgiven portion of the loan. This
amount has to be repaid.
• There is no federal tax liability on the
forgiven loan. No determination has
been made yet to state tax liability.
• Besides banks, there are other resources to apply for funding including
Business2Credit, Fundera and Lendio.
Even if you have not received a loan, it’s
important to track the cost of coronavirus for your business. Set up a line item
in your accounting system to track the
cost of coronavirus. This would include
supplies for cleaning/maintenance, time
spent (such as planning for remote work),
IT costs, etc.
In the future, if you apply for a loan or sell
your business, there is going to be a “blip”
in your history. By having this breakout,
the financials can be easily recast to reflect business as it would have been without the virus.
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At the start of 2020, no one predicted
the turn we would take just three months
into the year. But nonetheless, everyone
around the world was forced to adapt.
Donnelly-Boland employees had to spend
a considerable amount of time working
from their homes to keep themselves,
their families, and our clients safe. But as
Allegheny County moved into the Green
Phase, we started to open back up our
offices.There were several precautions
we put into place and continue to practice
every day while we're back to work.
Entry Screening
Upon entering our building, all Donnelly-Boland employees have their temperature taken. Employees with an abnormal
temperature are sent home immediately.
Our screening stations include facial recognition and ease of use. Necessary visitors and guests are also screened.
Work Stations
Additionally, we have spread out our em-

Adapting to the
"New Normal"

ployee's work spaces to avoid further
contamination, and follow the CDC's and
PA Health Department social distancing
guidelines. We installed partitions that
slide shut on our cubicle openings, helping to miminizie airborne contaminants,
and create small offices for each of our
employees.
Face Masks
We also require all personnel who enters our offices to wear face masks at all
times. This includes both employees and
guests. To help this process, our company provided each employee with five reuseable face masks.
Video Conference Meetings
At the start of Allegheny County's lockdown period, Donnelly-Boland immediately suspended all in-person meetings
until further noticed. Now, with Allegheny
County in its Green Phase of reopening,
we are still utilizing video conferences
as much as possible. A benefit of video
conferencing is that more people are free

to join, being that the need for travel and
possible schedule conflicts have been
taken away. This is something we have
also applied to our DBU complimentary
educational seminars. In June, we held
our first Zoom seminar, which focused
on QuickBooks Online and the accurate
tracking of Payment Protection Program
funds. As we progress forward in this
uncertain time, we believe video conferencing may be here to stay longer than
we think. This may be the new normal for
client meetings, instead of going to grab
lunch.
While we address the changes our business has had to make to adapt to the
current times, it's important to note that
these may not be the only changes to
come. With new recommendations and
regulations changing by the day, it's important for organizations to stay updated.
If your organization is struggling to develop a plan in regards to social distancing,
feel free to reach out to us.
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Virtual
Recruiting
The COVID-19 pandemic has
changed nearly every facet of the
business world. One of the ways it has
affected Human Resources professionals has been with the recruiting
process. Recruiting includes the identifying, attracting, interviewing, selecting, hiring, and onboarding of employees, and each part of this process
has been impacted in recent months.
Out of them all, the most significant
change has been in the interviewing
process.
Traditionally, recruiting included two or
three in-person interviews, and at this
time, that may not be feasible. Changing to virtual interviewing may be the
best option for your organization, but
you should be aware of several items.
The Benefits of Virtual Recruiting
There are several aspects about virtual technology that are wonderful.
Keep in mind that it wasn’t long ago
that virtual interviewing wouldn’t have
even been a possibility. Now, there
are several options, and some of them
have no cost, like Google Hangouts.
Additionally, virtual interviews can
be convenient for all parties. For example, if you have people working at
different locations, virtual interviews
can allow you to include more people
that may not have been able to travel
before.
Also, as long as you inform the candidate, you are allowed to record inter-
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views for others from your organization to watch or to refine your team’s
processes.
General Tips for Virtual Recruiting
Depending on your industry or the
particular position you are hiring for,
there may be nuances to ensure an
effective process. However, below are
some general tips for virtual recruiting:

Preparation
Virtual interviews are different than
in-person interviews. If your organization has two people interviewing a
candidate, make sure you rehearse
beforehand who will ask the questions and the overall order of the interview. Talking over people on an online
platform can become very distracting.
Expectations
This process may be new for you, but
it is likely new for your candidates, too.
Make sure to give them all of the information ahead of time about your virtual meeting. When should they log into
the meeting? How long do you expect
the meeting to be? Make sure that the
candidate is familiar with the platform
you intend to use.
Technology
Although technology can undoubtedly make many processes easier, technology is also incredibly frustrating
when it doesn’t work. Make sure that
your team can troubleshoot things
like audio feedback, cameras that aren’t working, lagging video, and other common problems. The more that
your organization uses a platform, the
better off you’ll be.
If you have any questions about virtual interviewing or any other part of the
recruiting process, please feel free to
reach out to me directly.
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Numerous new laws provide economic relief to individuals and businesses
hardest hit by this year’s pandemic.
This much-needed financial assistance, however, comes with a few
strings attached.
Here are three potential surprises if
you use the available economic relief
packages:
•Getting a tax bill for unemployment
benefits. While the $1,200 economic
impact payments most Americans received does not have to be reported
as taxable income on your 2020 tax
return, there is currently no such luck
with unemployment benefits. In addition to paying federal taxes on your
unemployment compensation, more
than half of states also impose a tax
on unemployment benefits.
What you need to do: See if your unemployment compensation check
withholds a portion of your pay for
taxes. Even if your check does have
withholding for income tax purposes,
the withholding amount may not be
enough. If possible, talk to your state
unemployment office and try to get
withholding amounts revised.
•Paying estimated tax payments. If
you normally receive a paycheck from
your employer, you may have never
needed to write a check to the IRS to
pay estimated future taxes. Your em-

Be Prepared for
Pandemic Tax
Surprises

ployer withholds your taxes from your
paychecks and sends it to the IRS for
you. If you’re collecting unemployment benefits, however, you may be
required to pay tax on the unemployment benefits received during the first
six months of 2020 by July 15, 2020.

What you need to do: Estimate the
amount of tax you owe for all sources
of income, then compare that number
with the amount of money withheld
from your income to pay these taxes.
If necessary, send in quarterly estimated tax payments to the U.S. Treasury and, in some cases, state revenue departments. This must be done
each quarter, with the next payment
due July 15. You may need to send
money in on September 15, 2020 and
January 15, 2021 as well.
•Reporting emergency distributions
from retirement accounts: You may
withdraw up to $100,000 in 2020 from
various retirement accounts to help
cover pandemic-related emergency
expenses without incurring penalties.
While you will not be required to pay
an early withdrawal penalty, you will
still be subject to income tax when filing your 2020 tax return.
What you need to do: If you plan to
withdraw funds from your retirement
account, reserve enough of the money to pay the tax! The amount you reserve depends on your potential tax
situation so call for a tax review before
taking money out of the account.
If you should have any futher tax
questions or would like to seek out
any of our professionals here at Donnelly-Boland, please feel free to give
me a call.

www.donnelly-boland.com | Page 5

Jerry Cool
IT Manager
jcool@donnelly-boland.com | 412-882-5383 x 1132

The Families First Coronavirus ReHackers have found their new playground amid the increased use of
video conferencing during the coronavirus pandemic: Zoombombing!
Zoombombing defined
Named for the company Zoom, the
unfortunate first high-profile victim of
this phenomena, zoombombing occurs when internet trolls hack video
conference meetings and join as uninvited attendees. After infiltrating a
meeting, the hackers then have their
fun, doing everything from performing
harmless pranks to posting sexually
explicit content.

attendees of your video conferencing meetings. By assigning a
moderator (host), attendees can
be removed or dismissed.
•

•

Keeping your meetings private
You can protect yourself, your friends
and your company while using popular video conferencing tools with
these tips.
•

Monitor meeting attendance. Designate an employee to monitor the
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Protect
Your Video
Meetings

•

Create a waiting room for new
attendees. Most conferencing
platforms have a feature called a
waiting room. When this feature is
enabled, each user who connects
to your meeting is put in a queue.
The meeting host then approves
each person waiting in the queue
for admission to the meeting.
Turn off screen sharing for everyone but the meeting host. A favorite zoombomber prank is to hack
into a meeting, share their screen
and then draw something really
funny or inappropriate.
Consider only allowing the meeting host to share a screen and to
give permissions to others who
subsequently want to share a
screen.

•

Password protect your meetings.
As a meeting organizer, you can
also choose to password-protect
your meetings. Don’t forget to distribute the password to all attendees prior to the meeting.

•

Carefully choose your video conferencing service. With many different companies offering video
conferencing services, it can be
difficult to find which company
features the best security measures. Take the time to do your
homework to find the platform
that’s right for your business.

Several adaptations have had to take
place for organizations as we enter
this unknown territory. With new technologies comes new playing field for
hackers. Even sharing these tips with
your coworkers and clients can help
avoid a meeting dilemma. Be sure to
protect yourself and your organization
with these simple steps!
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