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REPORT SETUP

Overview

This chapter provides information on setting up the user-defined fields necessary
to processing Pennsylvania State Requirement Reports.

1 “User Defined Fields Setup” on page 1-2 details how to set up benefit,
deduction, and hours code as user-defined fields necessary to run the
Pennsylvania PMRS report.
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User Defined Fields Setup

The Pennsylvania PMRS Report requires that deductions, benefits, and employee
fields are set up in User-Defined Fields. These fields accommodate contributions
made by employees, in the form of payroll deductions, or employers, in the form of
benefits. Then category codes must be added to the deduction and benefit fields.
Contributions depend on the plan to which the employee belongs.

Setting Up Deductions

To set up deduction user-defined fields for the Pennsylvania PMRS Report:

1 From the Maintenance menu, select Logos Suite > Security > User-
Defined Fields. The User-Defined Field page displays.

2 Select Deduction from the Record Type field.
3 Click the New button. The User-Defined Fields popup displays.

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

Sequence Number ¥
Data Type Text -
Maximum Length
Required ]
€3
4 Complete the fields exactly as follows:

Table 1.1
Control Value
Name PAPMRS
Data Type Text
Maximum Length 1
Required Unselected

5 Click OK.

To set up category codes for deductions:

1 From the Maintenance menu, select Human Resources > Deductions and
Benefits > Deductions. The Deduction List page displays.

2 Highlight the row of the deduction in the list for which you want to add a
category code.

Logos.NET Human Resources 1-2 Last Revised: January 24, 2012
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3 Click the User Defined Fields button. The Deduction Code User Defined
Fields page displays.

Deduction List

Deduction Code User Defined Fields - Blue1

Name

|Value
2004W2B0x10
2004W2B0x12
2004W2B0x14
PAPMRS

Csov L cancl

4 Click the PAPMRS row in the table to highlight it. Click it again to put the
row in EDIT mode.

5 Enter the appropriate value as needed for the codes:

Table 1.2
Value Meaning
R Regular contribution.
S

Service purchase.

6 Click Save.

7 Repeat Steps 2-6 for the remainder of the deductions for which you want to
add a category code.

Last Revised: January 24, 2012
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Setting Up Benefits

To set up benefit user-defined fields for the Pennsylvania PMRS Report:

1 From the Maintenance menu, select Logos Suite > Security > User-
Defined Fields. The User-Defined Field List page displays.

2 Select Benefit from the Record Type control.
3 Click the New button. The User-Defined Fields popup displays.

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

Sequence Number ¥

Data Type Text -

Maximum Length

Required ]
o]
4 Complete the fields exactly as follows:
Table 1.3
Control Value
Name PAPMRS
Data Type Text
Maximum Length 1

Required Unselected

5 Click OK.

To set up category codes for benefits:

1 From the Maintenance menu, select Human Resources > Deductions and
Benefits > Benefits. The Benefit List page displays.

2 Highlight the row of the benefit in the list for which you want to add a cat-
egory code.

Logos.NET Human Resources 1-4 Last Revised: January 24, 2012
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3 Click the User Defined Fields button. The Benefit Code User Defined

Fields page displays.

Benefit List

Benefit Code User Defined Fields - HMO +1

Name

| Value
2004W2B0x10

2004 2B0x1 2
20044 2B0x1 4
PAPMRS

4 Click the PAPMRS row in the table to highlight it. Click it again to put the
row in EDIT mode.

5 Enter the appropriate value as needed for the codes:
Table 1.4

Value Meaning

Y Benefit applies to PMRS.

Click Save.

Repeat Steps 2-6 for the remainder of the benefits for which you want to
add a category code.

Setting Up Employees

To set up a PMRS employee user-defined field for the Pennsylvania PMRS Report,
1

From the Maintenance menu, select Logos Suite > Security > User-
Defined Fields. The User-Defined Field page displays.

2 Select Employee from the Record Type control. (Users of Workforce Admin-
istration, select Employee Name.)

Last Revised: January 24, 2012 1-5
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3 Click the New button. The User-Defined Fields popup displays.

User-Defined Fields

User Defined Field Attributes

MName

Section Header il

Sequence Number ¥

Data Type Text -

Maximum Length

Required ]
Lo
4 Complete the fields exactly as follows:
Table 1.5
Control Value

Name PAPMRSDate
Data Type Date

Required Unselected

5 The Maximum Length control on the screen above will be hidden when a
Data Type of Date is selected. Click OK.
To add PMRS to employee:

1 From the Human Resources menu, select Human Resources > Employee
Maintenance. (Users of Workforce Administration, select Human Resources
> Workforce Administration > Search.) The Employee List page displays.

2 Use the Search controls to find the employee for whom you want to add
PMRS.

3 Click the Employee Number hyperlink for the employee on which you per-
formed the search.

Logos.NET Human Resources 1-6 Last Revised: January 24, 2012
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4 Select User Defined in the Attribute control. (Users of Workforce Administra-
tion, select the Name section of the Personal tab.)

Employee - Adkins, Kara (89)

atributa | User Defined ~| Ernployee Adking, Kara (89) v D@
Name ‘ WValue ‘
1099-R
Federal Tax ID
PAPMREDate
(s

5 Click the PAPMRSDate row in the table to highlight it. Click it again to put
the row in EDIT mode.

6 Enter the appropriate value for the following codes:

Table 1.6
Value Meaning
<date> The date the employee begins contributing to PMRS.

7 Click Save.
8 Repeat Steps 2-7 for any other employees who needs PMRS added.

To set up an employee user-defined field for the Pennsylvania Berks County Quar-
terly Wage Report,

9 From the Maintenance menu, select Logos Suite > Security > User-
Defined Fields. The User-Defined Field page displays.

10 Select Employee from the Record Type control. (Users of Workforce Admin-
istration, select Employee Name.)

11 Click the New button. The User-Defined Fields popup displays.
12 Complete the fields exactly as follows:

Table 1.7

Control Value
Name PA PSD Code
Data Type Text

Last Revised: January 24, 2012 1-7 Logos.NET Human Resources
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Table 1.7
Control Value
Maximum Length 6
Required Unselected
13 Click OK.

To add a PSD (Political Subdivision) code to employee:

1 From the Human Resources menu, select Human Resources > Employee
Maintenance. (Users of Workforce Administration, select Human Resources
> Workforce Administration > Search.) The Employee List page displays.

2 Use the Search controls to find the employee for whom you want to add a
PSD code.

3 Click the Employee Number hyperlink for the employee on which you per-
formed the search.

4 Select User Defined in the Attribute control. (Users of Workforce Administra-
tion, select the Name section of the Personal tab.)

Employee List
Employee - Allen, lan A (578)
Attribute  User Defined ~  Employee Allen, lan A (578 -
FMLA
FMLA Start Date =
FMLA End Date =
FMLA Documentation -
New York State Retirement
NY Retirement System
NY Retirement Tier
Pennsylvania = =
(PA PSD Code 123456 )

PAPMRSDate  01/01/2001 =

Kentucky

CERS

5 Enter the appropriate PA PSD Code. (This code is a state-assigned, six-digit
code.)

Click Save.

Repeat Steps 2-7 for any other employees who need a PA PSD Code added
for the Berks County Quarterly Wage Report.

Logos.NET Human Resources 1-8 Last Revised: January 24, 2012



REPORTS

Overview

This chapter provides detailed window and field information for Pennsylvania
state requirement reports. Use these reports as guides for state remittances. For
more information about these remittances, please refer to the following Web site:

D http://www.state.pa.us

The reports described in this chapter require that benefit groups and hour codes are set up in
Human Resources Maintenance.

1 “Pennsylvania PMRS Report” on page 2-3 allows authorized users to select
the information that appears on the Pennsylvania PMRS Report and sub-
mit it to myReports.

2 “Pennsylvania Local Quarterly Tax Report” on page 2-8 allows authorized
users to select the information that appears on the Pennsylvania Local
Quarterly Tax Report and submit it to myReports.

3 “Pennsylvania Quarterly Contribution Report” on page 2-11 allows autho-
rized users to select the information that appears on the Pennsylvania
Quarterly Contribution Report and submit it to myReports.

4 “Pennsylvania Create Unemployment Tax Data” on page 2-16 allows
authorized users to create a work file of unemployment tax data that may
be reviewed and modified.

5 “Pennsylvania Unemployment Tax List” on page 2-20 allows authorized
users to review and modify unemployment tax data for each employee
within an organization.

6 “Pennsylvania Unemployment Tax Entry” on page 2-22 allows authorized
users to add an employee record to the “Pennsylvania Unemployment Tax
List” or to maintain an employee record already on the list.

7 “Pennsylvania Unemployment Tax Report” on page 2-23 allows authorized
users to produce the “Pennsylvania Unemployment Tax Report.”

Last Revised: January 24, 2012 2-1 Logos.NET Human Resources
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8 “Create Berks County Quarterly Wage Data” on page 2-26 provides infor-
mation for the setup of the Berks County Quarterly Wage Report.

9 “Berks County Quarterly Wage List” on page 2-30 allows authorized users
to review and modify quarterly wage data for each employee within an
organization.

10 “Berks County Quarterly Wage Entry” on page 2-32 allows authorized
users to add an employee record to the “Berks County Quarterly Wage
List” or to maintain an employee record already on the list.

11 “Berks County Quarterly Wage Report” on page 2-33 allows authorized
users to create a report and transmittal file of the Berks County quarterly
wage data.

Logos.NET Human Resources 2-2 Last Revised: January 24, 2012
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MRS Report

The “Pennsylvania PMRS Report” page, accessed from the Human Resources menu

(Human Resources > State

Requirements > PA > PMRS Report), allows authorized

users to select the information that appears on the Pennsylvania PMRS Report and
submit it to myReports. For a description of the procedures that can be performed
on this page, please refer to Chapter 3, “Procedures.”

Pennsylvania PMRS

Load Saved Report
Override Report Title

Quarter [ ~
Year

Ly rous Codes

Available Benefit Group(s): 37

-

Distribution Group

Email Group

Selected Benefit Group(s): 0

AFSCME - AFSCME

AFSCME-LB - AFSCME-Limited Benefits
AUTO THEFT - Auto Theft

COMMAND - COMMAND
COMMAND==1/1/97 - Command Post 1997
COMMAND-PRE 97 - Command Pre 1997
COMMISSION - Commission

DC PRE 97 - Deputy Chiefs Pre 1997
ddddd - ddddd

DEPUTY CHIEFS - Deputy Chiefs
ELECTED - FT - Elected Full - Time Official
ELECTIONS - Elections

FIRE - FIRE

11

S

Entry Control Descriptions

Table 2.1 “Pennsylvania PM
Control
Load Saved Report

Override Report Title

Distribution Group

Quarter

Year

RS Report” Controls

Description

This control enables you to retrieve selection criteria that has been previously defined.
It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option
can be stored. The default selection is <blank>.

This control contains the title that will replace the default title. It may contain 64 charac-
ters.

This control identifies the group to which the report will be distributed. The report will be
sent to myReports for each user in the group.

Select the quarter for which results should be returned. The first quarter (1) is selected
by default.

This control is required. Enter the four-digit year for which results should be returned.

Benefit Groups Tab

As the default visible tab of the “Pennsylvania PMRS Report” page, the Benefit
Groups tab enables users to specify the benefit groups to include on the report.

Last Revised: January 24, 2012
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Benefit Groups Tab Entry Control Descriptions

Table2.2 “Pennsylvania PMRS Report” Benefit Groups Tab Controls

Control Description

Available Benefit Groups This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

Selected Benefit Groups This control displays all benefit groups that have been selected to include on the listing.

At least one benefit must be selected. Users may use Ctrl+Click to select multiple ben-
efit groups or Shift+Click to select a range of benefit groups.

Benefits Tab Command Buttons

Table 2.3 “Pennsylvania PMRS Report” Benefit Groups Tab Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

The Hours Codes tab on the “Pennsylvania PMRS Report” page enables users to
specify the hours codes to include on the report.

Hours Codes l

Available Hour Code(s): 125 Selected Hour Code(s): 0

01 FT ELECTED - Full Time Elected

01 FULL TIME - Full Time Regular

01 PART TIME - Part Time Regular

01 RETRO FT REG - Retra Pay

01 RETRO OT - RETRO FULL TIME OT PAY »
01 RETRO PT REG - RETRQ PART TIME REGULAR PAY __)
02 OT 1.5 - Qvertime Regular 1.5

02 OT 2.0 - Overtime Regular 2.0

02 OT 2.25 - Overtime Sworn 2.25 E)
03 PTO BUY - PTO Regular Buyout

03 PTO EARNED - PTQ Earned

03 PTO LOST - PTO Lost «
03 PTO USED - PTO Regular Used T _)

n »
~

Logos.NET Human Resources 2-4 Last Revised: January 24, 2012
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Hours Codes Tab Control Descriptions

Table 2.4 “Pennsylvania PMRS Report” Hours Codes Tab Controls

Control Description

Available Hour Code(s) This control displays all hour codes to which the user has authority. Users may use
Ctrl+Click to select multiple hour codes or Shift+Click to select a range of hour codes.

Selected Hour Code(s) This control displays all hour codes that have been selected to include on the listing. At

least one hour code must be selected. Users may use Ctrl+Click to select multiple hour
codes or Shift+Click to select a range of hour codes.

Hours Codes Tab Command Buttons

Table 2.5 “Pennsylvania PMRS Report” Hours Codes Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected hour codes in the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hour codes are listed in the Available Hour Code(s)
multi-select textbox, the Add command button is disabled.

This button moves all hour codes from the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hour codes are listed in the Available Hour Code(s)
multi-select textbox, the Add All command button is disabled.

This button moves all selected hour codes from the Selected Hour Code(s) multi-select textbox to the
Available Hour Code(s) multi-select textbox. If no hour codes are listed in the Selected Hour Code(s)
multi-select textbox, the Remove command button is disabled.

This button moves all hour codes from the Selected Hour Code(s) multi-select textbox to the Avail-
able Hour Code(s) multi-select textbox. If no hour codes are listed in the Selected Hour Code(s)
multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table2.6 “Pennsylvania PMRS Report” Command Buttons

Button

Submit

Reset

Save

Last Revised: January 24, 2012

Description

This button displays the “Pennsylvania PMRS Report” and provides a button to have it sent to myRe-
ports.

This button updates the page and sets the data in the controls to the state they were in when the
page was last saved.

If the report settings have not yet been saved, this button opens a popup page that enables the user
to save the current report settings and assign a name to the settings so they can be used at a later
date. When OK is clicked, the settings are saved, the popup page is closed, and the cursor focus is
placed in the Quarter control. When changes are made to a previously saved report, any changes
are saved to the report settings and the cursor focus is placed in the Quarter control. This button is
hidden if the user does not have the appropriate security permissions.

2-5 Logos.NET Human Resources
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Table2.6 “Pennsylvania PMRS Report” Command Buttons (continued)

Button Description

Save As This button opens a popup page that enables the user to save the current report settings and assign
a name to the settings so they can be used at a later date. When OK is clicked, the settings are
saved, the popup page is closed, and the cursor focus is placed in the Quarter control. This button is
hidden if the user does not have the appropriate security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. When OK is clicked, the saved report settings are deleted, all controls are
cleared, and the cursor focus is placed in the Quarter control. This button is hidden if the user does
not have the appropriate security permissions.

Report Output

Generated via the “Pennsylvania PMRS Report” page, the report provides users
with information detailing wage and contribution information for posted pay
batches that fall within the quarter selected. A sample report appears below.

@ Pennsylvania PMRS - Windows Internet Explorer (=R R =X
4 4 of 1 I 100% - Find | Next  Select a format - Export (4] =
X Cityof NWS Pennsylvania PMRS
Quarter 1 Year 2011
Employee Employer Termination
Employee SSN. Wages Contribution Rate Contribution Contribution Service Purchase Total Contribution _ Start Date _ Date
Ahmed, Gracie J - 1695 848256564 16,835.10 .00% 1,010.10 3,158.28 .00 4,168.38 02/10/198
Alejandrez, Marisol M - 3460 922264138 .00% .00 .00 .00 .00 34/12/201
Amaya, Valentina J - 2658 537153270 11,904.26 .00% 714.26 1,424.95 .00 2,139.21 éS/ZD/IEQ
9
Skiba, Kori C - 8057 250443883 80.00 .00% .00 .00 00 .00 08/04/200
i
Grand Totals Employees 4 $28,819.36 $1,724.36 $4,583.23 $0.00 $6,307.59
Monthly Totals
Months Wages Employee Contribution  Employer Contribution Service Purchase Total Contribution
1/2011 $9,853.36 $586.40 $1,550.91 $0.00 $2,137.31
2/2011 $9,483.00 $568.98 $1,516.16 $0.00 $2,085.14
3/2011 $9,483.00 $568.98 $1,516.16 $0.00 $2,085.14
Run by NWS on 07/26/2011 08:56:26 AM Page 1 of 1
Report Fields
Table 2.7 “Pennsylvania PMRS Report” Fields
Column Description
Employee Name This column displays the employee’s full name.
SSN This column displays the employee’s social security number.
Wages This column displays the sum of wages earned for the quarter selected.
Contribution Rate This column displays the contribution percentage, based on total wages, made by the
employee.

Logos.NET Human Resources 2-6 Last Revised: January 24, 2012
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Table2.7 “Pennsylvania PMRS Report” Fields (continued)

Column

Employee Contribution
Employer Contribution
Service Purchase
Total Contribution
Start Date

Termination Date

Description

This column displays the amount of the employee’s contribution.

This column displays the amount of the employer’s contribution.

This column displays the amount of the service purchase.

This column displays the total contribution made by the employee and the employer.
This column displays the date contributions began for this employee.

This column displays the employee’s termination date, if applicable.

Last Revised: January 24, 2012
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Pennsylvania Local Quarterly Tax Report

The “Pennsylvania PMRS Report” page, accessed from the Human Resources menu
(Human Resources > State Requirements > PA > Local Quarterly Tax Report),
allows authorized users to select the information that appears on the Pennsylvania
Local Quarterly Tax Report and submit it to myReports. For a description of the
procedures that can be performed on this page, please refer to Chapter 3, “Proce-

dures.”
Pennsylvania Local Quarterly Tax Report
Load Saved Report o Distribution Group T @
Override Report Title Email Group b
From Date j mf
To Date 3
Create Transmittal ||
Tax Codes

Detroit - Live - Detroit-Live

Detroit - Work - Detroit - work » »

test - test e’ P
» »
- -
4 4

Available Other Taxes: 3 Selected Earned Income Taxes: 0 Selected Local Service Taxes: 0

Entry Control Descriptions

Table 2.8 “Pennsylvania Local Quarterly Tax Report” Fields

Control Description

Load Saved Report This field enables you to retrieve selection criteria that has been previously defined. It
displays a list of all saved report settings in alphanumeric order (with numerics display-
ing first). An unlimited number of selection criteria combinations for a report option can
be stored. The default selection is <blank>.

Override Report Title This field contains the title that will replace the default title. It may contain 64 charac-
ters.
Distribution Group This field identifies the group to which the report will be distributed. The report will be

sent to myReports for each user in the group.

Email Group A group of people selected to receive the report by e-mail. Click in the field to select
from a list of existing groups. To create a new e-mail group, click the icon displayed to
the right of the field.

From Date This field is required. It contains the beginning date of the date range the report data
will cover.

To Date This field is required. It contains the ending date of the date range the report data will
cover.

Create Transmittal Checking this box creates a transmittal file of quarterly tax data in myReports. The lay-

out of the file corresponds to the MMREF-1 layout.
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Table 2.8 “Pennsylvania Local Quarterly Tax Report” Fields (continued)

Control Description

Available Tax Codes This multi-select list box displays all tax codes with a type of Other. Select which taxes
to include on the report output and in the transmittal file. The transmittal file format will
match the MMREF-1 submitted for W-2s at year’s end. Use Ctrl+Click to select multi-
ple codes or Shift+Click to select a range of codes.

Selected Earned Income This list box displays all earned income tax codes that have been selected to include

Taxes on the report. At least one code must be selected. Use Ctrl+Click to select multiple
codes or Shift+Click to select a range of codes.

Selected Local Service This list box displays all local service tax codes that have been selected to include on

Taxes the report. At least one code must be selected. Use Ctrl+Click to select multiple codes

or Shift+Click to select a range of codes.

Command Buttons

Table2.9 “Pennsylvania Local Quarterly Tax Report” Command Buttons

Button Description

Submit This button displays the “Pennsylvania Local Quarterly Tax Report” and provides a button to have it
sent to myReports.

Reset This button updates the page and sets the data in the controls to the state they were in when the
page was last saved.

Save If the report settings have not yet been saved, this button opens a popup page that enables the user
to save the current report settings and assign a name to the settings so they can be used at a later
date. When OK is clicked, the settings are saved, the popup page is closed, and the cursor focus is
placed in the From Date control. When changes are made to a previously saved report, any changes
are saved to the report settings and the cursor focus is placed in the From Date control. This button is
hidden if the user does not have the appropriate security permissions.

Save As This button opens a popup page that enables the user to save the current report settings and assign
a name to the settings so they can be used at a later date. When OK is clicked, the settings are
saved, the popup page is closed, and the cursor focus is placed in the From Date control. This button
is hidden if the user does not have the appropriate security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. When OK is clicked, the saved report settings are deleted, all controls are
cleared, and the cursor focus is placed in the From Date control. This button is hidden if the user
does not have the appropriate security permissions.
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Report Output

Generated via the “Pennsylvania Local Quarterly Tax Report” page, the report pro-
vides users with information detailing wage and contribution information for
posted pay batches that fall within the quarter selected. A sample report appears
below.

%@ Pennsylvania Local Quarterly Tax Report - Windows Interet Explorer = o =<
4 4 of1 | I 100% - Find | Next  Select a format ~  Export b =]
X Ciyof NWS Pennsylvania Local

Check Date Range 01/01/11 - 06/17/11

Employee Address SSN Gross Wages Tax Withheld

No Records Exist

EMPLOYER'S NAME, ADDRESS AND IDENTIFICATION | TDECLARE UNDER PENALTIES PROVIDED BY LAW THAT THIS RETURN IS A COMPLETE

NO.

City of NWS STATEMENT AND TO THE BEST OF MY KNOWLEDGE AND BELIEF IS A TRUE AND
888 W. Big Beaver COMPLETE RETURN.
Sutte 600 SIGNED TITLE DATE
Troy, MI 48084
4301790833741
Run by NWS on 06/17/2011 04:26:59 PM Page10f 1

Report Fields

Table 2.10 “Pennsylvania Local Quarterly Tax Report” Fields

Column
Employee
Address

SSN

Gross Wages

Taxes Withheld

Description

This column displays the employee’s full name.

This column displays the employee’s complete address.

This column displays the employee’s social security number.

This column displays the sum of wages the employee earned for the quarter selected.

This column displays the sum of taxes the employee paid for the quarter selected.
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Pennsylvania Quarterly Contribution Report

The “Pennsylvania Quarterly Contribution Report” page, accessed from the Human
Resources menu (Human Resources > State Requirements > PA > Quarterly Con-
tribution Report), allows authorized users to select the information that appears on
the Pennsylvania Quarterly Contribution Report and submit it to myReports. For a
description of the procedures that can be performed on this page, please refer to

Chapter 3, “Procedures.”

Pennsylvania Quarterly Contribution Report

Load Saved Report
Override Report Title

Quarter E- %
Year 2011
Taxable Wage Base
Tax Rate

Available Benefit Group(s). 37

i Distribution Group i @

Email Group i

Selected Benefit Group(s): 0

DC PRE 97 - Deputy Chiefs Pre 1997

mr - mr

NON-UNICN - Non-Union

NON-UNION PRE 99 - Non-Union Pre 1999
AUTO THEFT - Auto Theft

FIRE - FIRE

FIRE =>7/1/97 - Fire Department

FIRE PRE 7/1/97 - Fire Employees Pre 7/1/97
FIRE PREV PRE - Prior to 7/1/1997

FIRE PREVENTION - Fire Prevention
PART TIME - Part Time

POAM - POAM

POAM =>5/12/98 - POAM

~

)‘))
Y
9

Entry Control Descriptions

Table 2.11 “Pennsylvania Quarterly Contribution Report” Controls

Control

Load Saved Report

Override Report Title

Distribution Group

Quarter

Year

Taxable Wage Base

Tax Rate

Description

This control enables you to retrieve selection criteria that has been previously defined.
It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option
can be stored. The default selection is <blank>.

This control contains the title that will replace the default title. It may contain 64 charac-
ters.

This control identifies the group to which the report will be distributed. The report will be
sent to myReports for each user in the group.

This control identifies the quarter for which results should be returned. The first quarter
(1) is selected by default.

This control is required. It contains the four-digit year for which results should be
returned.

This control is required. It contains the amount of annual wages that are taxable. Earn-
ings above this amount will be included in the Excess Wages column on the report.
The acceptable range of entry is $.01 through $999,999.99.

This control is required. It contains the tax rate to include on the report. The acceptable
range of entry is 0.001% through 99.999%.

Last Revised: January 24, 2012
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Benefit Groups Tab
As the default visible tab of the “Pennsylvania Quarterly Contribution Report”

page, the Benefit Groups tab enables users to specify the benefit groups to include
on the report.

Benefit Groups Tab Entry Control Descriptions

Table 2.12 “Pennsylvania Quarterly Contribution Report” Benefit Groups Tab Controls

Control Description

Available Benefit Groups This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

Selected Benefit Groups This control displays all benefit groups that have been selected to include on the listing.

At least one benefit must be selected. Users may use Ctrl+Click to select multiple ben-
efit groups or Shift+Click to select a range of benefit groups.

Benefits Tab Command Buttons

Table 2.13 “Pennsylvania Quarterly Contribution Report” Benefit Groups Tab Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

The Hours Codes tab on the “Pennsylvania Quarterly Contribution Report” page
enables users to specify the hours codes to include on the report.

| Hours Codes

Available Hour Code(s): 125 Selected Hour Code(s): 0

01 FT ELECTED - Full Time Elected

01 FULL TIME - Full Time Regular

01 PART TIME - Part Time Regular

01 RETRO FT REG - Retro Pay

01 RETRO OT - RETRO FULL TIME OT PAY »
01 RETRO PT REG - RETRO PART TIME REGULAR PAY _)
02 OT 1.5 - Overtime Regular 1.5

02 OT 2.0 - Overtime Regular 2.0

02 OT 2.25 - Overtime Sworn 2.25 9
03 PTO BUY - PTO Regular Buyout

03 PTO EARNED - PTO Earned

03 PTO LOST - PTO Lost «
03 PTO USED - PTO Regular Used R _)

LT
A

Logos.NET Human Resources 2-12 Last Revised: January 24, 2012



‘g New World S)

SIETNS

Reports
Pennsylvania Quarterly Contribution Report

Hours Codes Tab Control Descriptions

Table 2.14 “Pennsylvania Quarterly Contribution Report” Hours Codes Tab Controls

Control Description

Available Hour Code(s) This control displays all hour codes to which the user has authority. Users may use
Ctrl+Click to select multiple hour codes or Shift+Click to select a range of hour codes.

Selected Hour Code(s) This control displays all hour codes that have been selected to include on the listing. At

least one hour code must be selected. Users may use Ctrl+Click to select multiple hour
codes or Shift+Click to select a range of hour codes.

Hours Codes Tab Command Buttons

Table 2.15 “Pennsylvania Quarterly Contribution Report” Hours Codes Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected hour codes in the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add command button is disabled.

This button moves all hour codes from the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add All command button is disabled.

This button moves all selected hour codes from the Selected Hour Code(s) multi-select textbox to the
Available Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour
Code(s) multi-select textbox, the Remove command button is disabled.

This button moves all hour codes from the Selected Hour Code(s) multi-select textbox to the Avail-
able Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour Code(s)
multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table 2.16 “Pennsylvania Quarterly Contribution Report” Command Buttons

Button

Submit

Reset

Save

Last Revised: January 24, 2012

Description

This button displays the “Pennsylvania Quarterly Contribution Report” and provides a button to have
it sent to myReports.

This button updates the page and sets the data in the controls to the state they were in when the
page was last saved.

If the report settings have not yet been saved, this button opens a popup page that enables the user
to save the current report settings and assign a name to the settings so they can be used at a later
date. When OK is clicked, the settings are saved, and the popup page is closed. When changes are
made to a previously saved report, any changes are saved to the report settings. This button is hid-
den if the user does not have the appropriate security permissions.
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Table 2.16 “Pennsylvania Quarterly Contribution Report” Command Buttons (continued)

Button Description

Save As This button opens a popup page that enables the user to save the current report settings and assign
a name to the settings so they can be used at a later date. When OK is clicked, the settings are
saved, and the popup page is closed. This button is hidden if the user does not have the appropriate
security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. When OK is clicked, the saved report settings are deleted, all controls are
cleared, and the cursor focus is placed in the Quarter control. This button is hidden if the user does
not have the appropriate security permissions.

Report Output

Generated via the “Pennsylvania Quarterly Contribution Report” page and sorted
alphabetically by department and employee, the report provides users with infor-
mation detailing unemployment quarterly wage, excess wage, and taxable wage
information for the quarter selected. A sample report appears below.

@ Pennsylvania Quarterly Contribution Report - Windows Internet Explorer = o =<
4 4 12 of12 b i 100% - Find | Next  Select a format ~ |Export | =
X Ciyof NWS Pennsylvania Quarterly
Contribution Report
Check Date Range 01/01/11 - 03/31/11
Quarter 1 Year 2011
Unemployment Quarterly
Employee SSN Wages  Excess Wages  Taxable Wages
8009 Steinmann, Jarod M 526-16-8638 30.00 .00 30.00
Department SPVR_BOR - Supervisor/Board of Review $240.00 $0.00 $240.00 =
Totals  Employees 8
6.00 %
5$14.40
Department SPVR_Cable - Supervisor/Cable TV
2133 Brisson, Saly L 101-18-8811 7,296.76 .00 7,296.76
2513 Gervasi, Aina V 344-50-6211 3,894.81 .00 3,894.81
1778 Godbout, Karissa R 231-04-1589 10,391.25 .00 10,391.25
2909 Lockman, Davonte K 446-36-7779 5,951.48 .00 5,951.48
3385 Quinonez, Hanna M 388-71-1992 3,318.01 .00 3,318.01
2763 Tigue, Danicla M 029-40-4027 3,318.00 .00 3,318.00
Department SPVR_Cable - Supervisor/Cable TV Totals  Employees 6 $34,170.31 $0.00 $34,170.31
Rate 6.00 %
$2,050.22
Department SPVR_Econ Dev - Supervisor/ Economic Development
1333 Ramach, Titus E 425-07-8635 9,709.83 .00 9,709.83
2818 Starling, Cyrus A 679-10-4923 7.404.05 .00 7.404.05
Department SPVR_Econ Dev - Supervisor/Economic Development $17,113.88 $0.00 $17,113.88
Totals  Employees 2
6.00 %
$1,026.83
Department SPVR_HR - Supervisor/Human Resources
3113 Beegle, Alissa M 204-27-0907 6,240.69 .00 6,240.69
2798 Bernhagen, Calie A 525-46-4733 7,618.26 .00 7,618.26
2311 Golar, Devon G 780-32-7749 6,280.95 .00 6,280.95
4165 Icenhour, Terence K 485-44-4632 463.84 .00 463.84
1026 Logie, Drake M 088-57-2831 15,042.90 .00 15,042.90
8017 Machain, Rocio R 177-20-3076 60.00 .00 60.00
8011 Mcconnal, Mario D 371-11-2719 60.00 .00 60.00
8062 Payant, Sky 1 IR 078-42-9636 60.00 .00 60.00
831 Schichter, Aryanna 714-27-4567 7.704.15 .00 7.704.15
Department SPVR_HR - Supervisor/Human Resources $43,530.79 $0.00 $43,530.79
Totals  Emplovees 9 ¥
Report Fields
“ H H H t1 H
Table 2.17 “Pennsylvania Quarterly Contribution Report” Fields
..
Column Description
N Thi | displ h | ’ ial i b
SS is column displays the employee’s social security number.
Employee Name This column displays the employee’s full name.
Unemployment This column displays the sum of unemployment wages earned for the quarter selected.
Quarterly Wages
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Table 2.17 “Pennsylvania Quarterly Contribution Report” Fields (continued)

Column Description

Excess Wages This column displays the gross wages that exceed the taxable wage base for the quarter
selected.

Taxable Wages This column displays the state taxable wages paid to the employee for the quarter selected.
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Pennsylvania Create Unemployment Tax Data

The “Pennsylvania Create Unemployment Tax Data” page, accessed from the
Human Resources menu (Human Resources > State Requirements > PA > Create
Unemployment Tax Data), creates a work file of unemployment tax data that may
be reviewed and modified.

Pennsylvania Create Unemployment Tax Data

Data Selection

From Check Date CTOT20H j E;E
9/30/2011 _ﬁj

To Check Date

enefit Group

Excluded: Included:

DC PRE 97 - Deputy Chiefs Pre 1997 -

mr - mr

NON-UNION - Non-Union

NON-UNION PRE 99 - Non-Union Pre 19¢=| ?)
AUTO THEFT - Auto Theft

FIRE - FIRE -

FIRE ==7/1/97 - Fire Department }_))
FIRE PRE 7/1/97 - Fire Employees Pre 7/

FIRE PREV PRE - Prior to 7/1/1997 SJ
FIRE PREVENTION - Fire Prevention

PART TIME - Part Time

POAM - POAM (_()
POAM =>5/12/98 - POAM

POAM PRE 5/98 - POAM Pre 5/12/98 2

Entry Control Descriptions

Table 2.18 “Pennsylvania Create Unemployment Tax Data” Controls

Control Description

Data Selection This section groups the controls containing the check date range.

From Check Date This control is required. It contains the first check date that will be included in the report
data.

To Check Date This control is required. It contains the last check date that will be included in the report
data.

Benefit Group Tab

As the default visible tab of the “Pennsylvania Create Unemployment Tax Data”
page, the Benefit Group tab enables users to specify the benefit groups to include in
the data.
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Benefit Group Tab Entry Control Descriptions

Table 2.19 “Pennsylvania Create Unemployment Tax Data” Benefit Group Tab Controls

Control Description

Available Benefit Groups This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

Selected Benefit Groups This control displays all benefit groups that have been selected to include on the listing.

At least one benefit must be selected. Users may use Ctrl+Click to select multiple ben-
efit groups or Shift+Click to select a range of benefit groups.

Benefit Group Tab Command Buttons

Table 2.20 “Pennsylvania Create Unemployment Tax Data” Benefit Group Tab Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

The Hours Codes tab on the “Pennsylvania Create Unemployment Tax Data” page
enables users to specify the hours codes to include in the data.

| Hours Codes

Available Hour Code(s): 125 Selected Hour Code(s): 0

01 FT ELECTED - Full Time Elected

01 FULL TIME - Full Time Regular

01 PART TIME - Part Time Regular

01 RETRO FT REG - Retro Pay

01 RETRO OT - RETRO FULL TIME OT PAY »
01 RETRO PT REG - RETRO PART TIME REGULAR PAY _)
02 OT 1.5 - Overtime Regular 1.5

02 OT 2.0 - Overtime Regular 2.0

02 OT 2.25 - Overtime Sworn 2.25 U
03 PTO BUY - PTQO Regular Buyout

03 PTO EARNED - PTO Earned

03 PTO LOST - PTO Lost «
03 PTO USED - PTO Regular Used i _)

1 »
A~
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Hours Codes Tab Control Descriptions

Table 2.21 “Pennsylvania Create Unemployment Tax Data” Hours Codes Tab Controls

Control Description

Available Hour Code(s) This control displays all hour codes to which the user has authority. Users may use
Ctrl+Click to select multiple hour codes or Shift+Click to select a range of hour codes.

Selected Hour Code(s) This control displays all hour codes that have been selected to include on the listing. At
least one hour code must be selected. Users may use Ctrl+Click to select multiple hour
codes or Shift+Click to select a range of hour codes.

Hours Codes Tab Command Buttons

Table 2.22 “Pennsylvania Create Unemployment Tax Data” Hours Codes Tab Command Buttons

Button Description

Add This button moves all selected hour codes in the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add command button is disabled.

Add All This button moves all hour codes from the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected hour codes from the Selected Hour Code(s) multi-select textbox to the
Available Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour
Code(s) multi-select textbox, the Remove command button is disabled.

Remove All This button moves all hour codes from the Selected Hour Code(s) multi-select textbox to the Avail-
able Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour Code(s)
multi-select textbox, the Remove All command button is disabled.

Deductions Tab

The Deductions tab on the “Pennsylvania Create Unemployment Tax Data” page
enables users to specify the deductions to include in the data.

Deductions Tab Entry Control Descriptions

Table 2.23 “Pennsylvania Create Unemployment Tax Data” Deductions Tab Controls

Control Description

Available Deductions This control displays all deductions to which the user has authority. Users may use
Ctrl+Click to select multiple deductions or Shift+Click to select a range of deductions.

Selected Deductions This control displays all deductions that have been selected to include on the listing. At
least one deduction must be selected. Users may use Ctrl+Click to select multiple
deductions or Shift+Click to select a range of deductions.
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Deductions Tab Command Buttons

Table 2.24 “Pennsylvania Create Unemployment Tax Data” Deductions Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table 2.25 “Pennsylvania Create Unemployment Tax Data” Command Buttons

Button

Create

Reset

Description

This button notifies the user that the previous work file will be cleared. If the user approves this, it
clears the previous unemployment tax data and inserts the current unemployment tax data into the
“Pennsylvania Unemployment Tax List” table.

This button clears the entry controls without saving any data, and returns the cursor focus to the
From Check Date control.

Last Revised: January 24, 2012
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Pennsylvania Unemployment Tax List

The “Pennsylvania Unemployment Tax List” page, accessed from the Human
Resources menu (Human Resources > State Requirements > PA > Unemployment
Tax List) or by clicking the Create button on the Pennsylvania Create Unemploy-
ment Tax Data page, allows authorized users to review and modify unemployment
tax data for each employee within an organization.

Pennsylvania Unemployment Tax List

Employee V__@
Employee Total Wages|  Number of Weeks Worked
Adkins, Kara $1,820.63 8 ~
Akins, Kristin §308.77 1}
Alfard, Dean $21,086.35 2
Allen, Mary $2,126.76 20
Anderson, Rachel $58.00 1
Andrews, Jennifer $2,806.56 29
Applegate, Brian $26,777.068 34
Armstrong, Benjamin $26,578.70 30
Amold, Bryan $30,146.96 30
Atwood, Matthew §5156.15 i
Bailey, Kevin 2064714 30
Baker, Eric Scott Il $26,614.78 2
Baker, Georgia $18,027.78 30
Ball, Carl $27.8098.91 30
Bandtha, John $26,946.53 30
BANKSTON, Brandon $1,827.00 10

v
nnnnnnnnnnnn A0 474 40 an

ftems: 1- 50 of 257

tion L eicte J_ fetrest R print

Page 1 +|of6 NextPages

Search Control Descriptions

Table 2.26 “Pennsylvania Unemployment Tax List” Search Controls

Control

Employee

Description

Select the name of an employee if you want to search for results for one employee only.

Search Command Buttons

Table 2.27 “Pennsylvania Unemployment Tax List” Search Command Buttons

Button Description

Search This button sends a search message to the unemployment tax data table and populates the grid with
the results.

Reset This button updates the page and sets the data in the controls to the state they were in when the
page was opened.
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List Results for Unemployment Tax Search

The Employee in the list is hyperlinked. Clicking on the link opens the “Pennsylva-
nia Unemployment Tax Entry” popup page in EDIT mode with the cursor focus on

the OK button.

The default sort order of the Pennsylvania Unemployment Tax List

is by Employee in alphabetical order.

Table 2.28 “Pennsylvania Unemployment Tax List” Grid

Column
Employee
Total Wages

Number of Weeks
Worked

Description
This column displays as a hyperlink the employee’s full name.
This column displays the employee’s total wages paid for the selected period.

This column displays the employee’s number of weeks worked in the selected period.

Command Buttons

Table 2.29 “Pennsylvania Unemployment Tax List” Command Buttons

Button

New

Delete

Refresh

Print

Description

This button opens the “Pennsylvania Unemployment Tax Entry” popup page in ADD mode with the
cursor focus in the Employee control.

This button is hidden if user does not have appropriate security permissions. If the user is authorized,
it prompts the user to confirm the deletion. If OK is clicked, the selected employee row is deleted.
The system refreshes the list and automatically highlights the first row in the list. Deleting the only
row in the list places the cursor focus on the New command button.

This button performs a postback and keeps the selected row highlighted. If the selected row was
deleted, Refresh automatically highlights the first row in the list. If there are no rows in the list, it
places the cursor focus on the New command button.

This button opens the “Pennsylvania Unemployment Tax Report” page.
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Pennsylvania Unemployment Tax Entry

The “Pennsylvania Unemployment Tax Entry” popup page, accessed by clicking the
New command button or an Employee hyperlink on the “Pennsylvania Unemploy-
ment Tax List” page, allows authorized users to add an employee record to the
Pennsylvania Unemployment Tax List or to maintain an employee record already

on the list.
Pennsylvania Unemployment Tax Entry

Employee ¥ @
Gross Wages

Mo OfWeeks Warked

Entry Control Descriptions

Table 2.30 “Pennsylvania Unemployment Tax Entry” Controls

Control Description

Employee This control is required. Select the employee for whom you will create the unemploy-
ment tax entry. This control is disabled in EDIT mode.

Actual Wages This control is required. Enter the actual wages the employee earned for this pay
period. The acceptable entries are 0.00 through 99,999,999.00.

No. Of Weeks Worked This control is required. It contains the number of weeks the employee worked. This
control may contain two characters.

Command Buttons

Table 2.31 “Pennsylvania Unemployment Tax Entry” Command Buttons

Button Description

OK This button adds or updates the information in the “Pennsylvania Unemployment Tax List,” closes the
popup, and returns the user to the “Pennsylvania Unemployment Tax List” page.

Cancel This button clears the entry controls without saving changes, closes the popup, and returns the user
to the “Pennsylvania Unemployment Tax List” page.
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Pennsylvania Unemployment Tax Report

The “Pennsylvania Unemployment Tax Report” page, accessed by clicking the Print
button on the “Pennsylvania Unemployment Tax List” page, allows authorized
users to produce the “Pennsylvania Unemployment Tax Report.” For a description
of the procedures that can be performed on this page, please refer to Chapter 3,

“Procedures.”

Pennsylvania Unemployment Tax List

Pennsylvania Unemployment Tax Report

Load Saved Report
Override Report Title

Employer Information

x Distribution Group = @

Email Group ¥

Contact Information

Federal Identification Number 610108500
Account Number
Plant Number

Create Transmittal File ~ None  ~

Contact Name
Contact Phone
Phone Extension

Sort Report By Employee  ~

Entry Control Descriptions

Table 2.32 “Pennsylvania Unemployment Tax Report” Controls

Control

Load Saved Report

Override Report Title

Distribution Group

Employer Information
Federal Identification Number

Account Number

Plant Number

Create Transmittal File

Contact Information

Contact Name

Contact Phone

Description

This control enables you to retrieve selection criteria that has been previously defined.
It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option
can be stored. The default selection is <blank>.

This control contains the title that will replace the default title. It may contain 64 charac-
ters.

This control identifies the group to which the report will be distributed. The report will be
sent to myReports for each user in the group.

This section groups employer information for the report.
This control is required. It contains the employer’s federal identification number.

This control is required. It contains the employer’s account number. This control may
contain nine characters.

This control contains the employer’s plant number, if applicable.

The Create Transmittal File field gives the options to forgo creating a transmittal file of
the Pennsylvania Unemployment Tax Report or to file the report using eTIDES (Elec-
tronic Tax Information and Data Exchange System) or UCMS (Unemployment Com-
pensation Management System).

This section groups contact information for the report.

This control is required. It contains the name of the person to contact with questions or
concerns about the report. This control may contain 30 characters.

This control is required. It contains the contact person’s phone number. This control
may contain 10 characters.

Last Revised: January 24, 2012
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Table 2.32 “Pennsylvania Unemployment Tax Report” Controls (continued)

Control Description

Phone Extension If applicable, this control contains the contact person’s phone extension. It may contain
four characters.

Sort Report By This control tells whether to sort the report by Employee or Department. The default
selection is Employee.

Command Buttons

Table 2.33 “Pennsylvania Unemployment Tax Report” Command Buttons

Button Description

Print This button displays the “Pennsylvania Unemployment Tax Report” and provides a button to have it
sent to myReports.

Reset This button clears the entry controls and places the cursor focus in the Federal Identification
Number control.

Save If the report settings have not yet been saved, this button opens a popup page that allows user to

save the current report settings and assign a name to the settings so they can be used at a later date.
Clicking OK saves the settings, closes the popup page, and places the cursor focus in the Federal
Identification Number control. When changes are made to a previously saved report, any changes
are saved to the report settings and the cursor focus is placed in the Federal Identification Number
control. This button is hidden if the user does not have the appropriate security permissions.

Save As This button opens a popup page that allows the user to save the current report settings and assign a
name to the settings so they can be used at a later date. Clicking OK saves the settings, closes the
popup page, and places the cursor focus in the Federal Identification Number control. This button is
hidden if the user does not have the appropriate security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. Clicking OK deletes the saved report settings, clears all controls, and places
the cursor focus in the Federal Identification Number control. This button is hidden if the user does
not have the appropriate security permissions.
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Pennsylvania Unemployment Tax Report

Generated via the “Pennsylvania Unemployment Tax Report” page and sorted
alphabetically by employee, the report provides users with information detailing
gross wages and number of work weeks for the quarter selected. A sample report

appears below.

@ Pennsylvania Unemployment Tax Report - Windows Internet Explorer

=5 EoE 5

4 4 1 of11 b Pl 100% - Find | Next Select a format ~ | Export k1| = ]
X Pennsylvania r
Unemployment Tax Report
Check Date Range 01/01/10 - 06/30/10
Employee SSN Gross Wages Number of Work Weeks
3453 Adam, Stone A 997-05-9374 31,608.91 14
3699 Adhami, Xzavier A 102-07-8540 1,399.28 14
2316 Aegerter, Gabriela L 591-46-3362 16,010.49 4 -
1695 Ahmed, Gracie J 848-25-6564 27,354.86 14 T
2848 Akinrefon, Dorothy L 606-09-3200 6,760.04 14
3460 Alejandrez, Marisol M 922-26-4138 15,919.79 14
4129 Aftobelo, Wilow A 806-68-9043 1,397.22 10
2658 Amaya, Valentina 1 537-15-3270 22,267.30 14
2894 Anderman, Ty D 760-85-7159 8,771.28 14
2478 Andrino, Kelie B 270-10-0431 31,167.71 14
2710 Angela, Ariel M 854-12-1452 27,722.33 14
3702 Anglebrandt, Khalid J 044-37-3820 51,183.48 14
1474 Archambeau, Phiip M 024-06-7218 1,200.00 z
4064 Ardd, Shelby M 4798-55-9314 1,378.35 14
3494 Arendale, Drew J 179-96-7453 2,141.58 6
4126 Arkontaky, Joanna E 820-69-1729 2,114.29 (3
4144 Arrand, Robert J I 040-39-8504 2,077.06 4
2741 Atala, Zackery L 357-53-6412 3,717.74 12
4078 Auxiien, Duane A 866-82-2347 282.51 2
2705 Avelar, Amani E 795-13-3373 21,368.90 14
1091 AyalaChanged, Ayiin J 080-89-4992 33,603.11 14
2668 Bacha, Rodney A 390-50-1312 1,849.94 14
2552 Baggott, Desirae A 709-17-0634 24,167.04 14
4019 Baires, Ashly L JR 932-48-1049 2,822.19 10
4113 Balckwel, Alice 014-84-7195 1,700.04 14
2248 Balick, Deborah 1 178-79-3712 30,363.60 14
2378 Bartkiewicz, Keyon D 101-26-2848 3,020.72 14
4133 Barvick, Kaley 1 389-02-9269 1,739.40 6
1260 Battistone, Mateo L 133-69-2491 42,460.02 b3
3018 Batun, Felicity J 378-51-4256 28,497.28 14
1011 Baugher, Kaila M 044-49-5191 37,718.08 14
2954 Baumeister, Luz M 006-27-6488 4,107.84 10
4067 Bayala, Harvey S 546-88-8727 2,255.95 12
2548 Becker, Bryan A 843-66-0575 21,553.20 14 =
2047 Berze Ashton G 440-59-40F" 109R 14

Report Fields

Table 2.34 “Pennsylvania Unemployment Tax Report” Fields

Column

SSN
Employee
Gross Wages

Number Of Work
Weeks

Description

This column displays the employee’s social security number.

This column displays the employee’s full name.

This column displays the employee’s gross wages for the selected quarter.

This column displays the employee’s number of work weeks for the selected quarter.
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Create Berks County Quarterly Wage Data

The “Create Berks County Quarterly Wage Data” page, accessed from the Human
Resources menu (Human Resources > State Requirements > PA > Create Berks
County Quarterly Wage Data), creates a work file of quarterly wage data that may
be reviewed and modified.

Create Berks County Quarterly Wage Data

Load Saved Report T Distribution Group ki @
Override Report Title Email Group o
Quarter 1 x

Year

(R .
Available Benefit Group(s): 37 Selected Benefit Group(s): 0

AFSCME - AFSCME »
AFSCME-LB - AFSCME-Limited Benefits ] ‘ _))

AUTO THEFT - Auto Theft =
COMMAND - COMMAND |l
COMMAND==>1/1/97 - Command Post 1997 & | »
COMMAND-PRE 97 - Command Pre 1997 _)
COMMISSION - Commission

DC PRE 97 - Deputy Chiefs Pre 1997

ddddd - ddddd SJ
DEPUTY CHIEFS - Deputy Chiefs

ELECTED - FT - Elected Full - Time Officials

ELECTIONS - Electi
FIRE - FIRE eetions g (_(,)
T T T W

Entry Control Descriptions

Table 2.35 “Create Berks County Quarterly Wage Data” Controls

Control Description

Quarter This control is required. It identifies the quarter for which results should be returned.
The available options are 1, 2, 3, 4, and All Quarters. The first quarter (1) is selected by
default.

Year This control is required. It contains the four-digit year for which results should be
returned.

Benefit Groups Tab

As the default visible tab of the “Create Berks County Quarterly Wage Data” page,
the Benefit Groups tab enables users to specify the benefit groups to include in the
data.
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Benefit Groups Tab Entry Control Descriptions

Table 2.36 “Create Berks County Quarterly Wage Data” Benefit Group Tab Controls

Control Description

Available Benefit Group(s) This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

Selected Benefit Group(s) This control displays all benefit groups that have been selected to include on the listing.

At least one benefit must be selected. Users may use Ctrl+Click to select multiple ben-
efit groups or Shift+Click to select a range of benefit groups.

Benefit Groups Tab Command Buttons

Table 2.37 “Create Berks County Quarterly Wage Data” Benefit Group Tab Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Group(s) multi-select textbox to
the Selected Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Available
Benefit Group(s) multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Group(s) multi-select textbox to the
Selected Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Available Benefit
Group(s) multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Group(s) multi-select textbox
to the Available Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Selected
Benefit Group(s) multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Group(s) multi-select textbox to the
Available Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Selected Benefit
Group(s) multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

The Hours Codes tab on the “Create Berks County Quarterly Wage Data” page
enables users to specify the hours codes to include in the data.

ene oup Hours Codes

Awailable Howr Code(s): 0 Selected Hour Code(s): 7

)| 123-123 -~
A |67 - agreement hours

—J | ACCAPTAIN - Acting Captain Pay
CAR - Car allowance

|| CE - Comp Time Eamed

= | CLEANING - Cleaning Allowance

B} | CLOTHES - Clothing Allowance

CM-DEF COMP - Refund City Mgr's Def Comp

CM-REF IMRF - Refund City Mar's IMRF

D | COMMARND - Command pay

COMP DRAW - Comp time draw down

CU - Comp time used &
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Hours Codes Tab Control Descriptions

Table 2.38 “Create Berks County Quarterly Wage Data” Hours Codes Tab Controls

Control Description

Available Hour Code(s) This control displays all hour codes to which the user has authority. Users may use
Ctrl+Click to select multiple hour codes or Shift+Click to select a range of hour codes.

Selected Hour Code(s) This control displays all hour codes that have been selected to include on the listing. At
least one hour code must be selected. Users may use Ctrl+Click to select multiple hour
codes or Shift+Click to select a range of hour codes.

Hours Codes Tab Command Buttons

Table 2.39 “Create Berks County Quarterly Wage Data” Hours Codes Tab Command Buttons

Button Description

Add This button moves all selected hour codes in the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add command button is disabled.

Add All This button moves all hour codes from the Available Hour Code(s) multi-select textbox to the
Selected Hour Code(s) multi-select textbox. If no hours codes are listed in the Available Hour
Code(s) multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected hour codes from the Selected Hour Code(s) multi-select textbox to the
Available Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour
Code(s) multi-select textbox, the Remove command button is disabled.

Remove All This button moves all hour codes from the Selected Hour Code(s) multi-select textbox to the Avail-
able Hour Code(s) multi-select textbox. If no hours codes are listed in the Selected Hour Code(s)
multi-select textbox, the Remove All command button is disabled.

Taxes Tab

The Taxes tab on the “Create Berks County Quarterly Wage Data” page enables
users to specify the tax codes to include in the data.

Available Tex Code(s): 17 Selected Tax Code(s): 0

CA-CA -

Detroit - Live - Detroit-Live ?J
Detroit - Work - Detroit - work
EIC - EIC

FED - Federal Income Tax
Fed2-FED 2

FICA - FICA

MED - Medicare

new federal tax - new federal tax S)
STATE - State Income Tax

state new - state new

SUTA - SUTA

test - test Y <_()

m
Q2
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Taxes Tab Control Descriptions

Table 2.40 “Create Berks County Quarterly Wage Data” Taxes Tab Controls

Control Description

Available Tax Code(s) This control displays all tax codes to which the user has authority. Users may use
Ctrl+Click to select multiple tax codes or Shift+Click to select a range of tax codes.

Selected Tax Code(s) This control displays all tax codes that have been selected to include on the listing. At
least one tax code must be selected. Users may use Ctrl+Click to select multiple tax
codes or Shift+Click to select a range of tax codes.

Taxes Tab Command Buttons

Table 2.41 “Create Berks County Quarterly Wage Data” Taxes Tab Command Buttons

Button Description

Add This button moves all selected tax codes in the Available Tax Code(s) multi-select textbox to the
Selected Tax Code(s) multi-select textbox. If no tax codes are listed in the Available Tax Code(s)
multi-select textbox, the Add command button is disabled.

Add All This button moves all tax codes from the Available Tax Code(s) multi-select textbox to the Selected
Tax Code(s) multi-select textbox. If no tax codes are listed in the Available Tax Code(s) multi-select
textbox, the Add All command button is disabled.

Remove This button moves all selected tax codes from the Selected Tax Code(s) multi-select textbox to the
Available Tax Code(s) multi-select textbox. If no tax codes are listed in the Selected Tax Code(s)
multi-select textbox, the Remove command button is disabled.

Remove All This button moves all tax codes from the Selected Tax Code(s) multi-select textbox to the Available
Tax Code(s) multi-select textbox. If no tax codes are listed in the Selected Tax Code(s) multi-select
textbox, the Remove All command button is disabled.

Command Buttons

Table 2.42 “Create Berks County Quarterly Wage Data” Command Buttons

Button Description

Create This button notifies the user that the previous work file will be cleared. If the user approves this, it
clears the previous quarterly wage data and inserts the current quarterly wage data into the “Berks
County Quarterly Wage List” table.

Reset This button clears the entry controls without saving any data, and returns the cursor focus to the
Quarter control.
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Berks County Quarterly Wage List

The “Berks County Quarterly Wage List” page, accessed from the Human Resources
menu (Human Resources > State Requirements > PA > Berks County Quarterly
Wage List) or by clicking the Create button from the Create Berks County Quarterly
Wage Data page, allows authorized users to review and modify quarterly wage
data for each employee within an organization.

Create Betks County Guarter & Diata =
Berks County Quarterly Wage List
Ermployes v.@
[_Seaccn |
Employee Total Gross Tax Withheld
Addison, Derek $0.00 $0.00 ~
Adkins, Kara $1,829.63 §548.89
AKins, Kristin §308.77 §92 63
Alford, Dean $21,086.35 $6,325.91
Allen, Mary $1,875.52 $562.66
Andersan, Allison $0.00 $0.00
Anderson, Rachel $58.00 F17.40
Andrews, Jennifer $2,661.36 79641
Applegate, Brian $26,677.06 $8,003.12
Arrnstrong, Benjamin $25,436.86 $7,631.06
Amold, Bryan $28,391.43 $8,517.43
Arthur, Aarti $0.00 $0.00
Azphalt, Adarm $0.00 $0.00 -
terns: 1-50 of 373 F‘age_1 v_ofS Mext Page 5
i Lo

Search Control Descriptions

Table 2.43 “Berks County Quarterly Wage List” Search Controls

Control Description

Employee Select the name of an employee if you want to search for results for one employee only.

Search Command Buttons

Table 2.44 “Berks County Quarterly Wage List” Search Command Buttons

Button Description

Search This button sends a search message to the Berks County Quarterly Wage data table and populates
the grid with the results.

Reset This button updates the page and sets the data in the controls to the state they were in when the
page was opened.
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List Results for Quarterly Wage Search

The Employee in the list is hyperlinked. Clicking on the link opens the “Berks
County Quarterly Wage Entry” popup page in EDIT mode with the cursor focus on
the OK button. The default sort order of the Berks County Quarterly Wage List is
by Employee in alphabetical order.

Table 2.45 “Berks County Quarterly Wage List” Grid

Column
Employee
Total Gross

Tax Withheld

Description
This column displays as a hyperlink the employee’s full name.
This column displays the employee’s total gross wages paid for the selected period.

This column displays the amount of the employee’s taxes withheld for the selected period.

Command Buttons

Table 2.46 “Berks County Quarterly Wage List” Command Buttons

Button

New

Delete

Refresh

Print

Description

This button opens the “Berks County Quarterly Wage Entry” popup page in ADD mode with the cur-
sor focus in the Employee control.

This button is hidden if the user does not have the appropriate security permissions. If the user is
authorized, it prompts the user to confirm the deletion. If OK is clicked, the selected employee row is
deleted. The system refreshes the list, and automatically highlights the first row in the list. Deleting
the only row in the list places the cursor focus on the New command button.

This button performs a postback and keeps the selected row highlighted. If the selected row was
deleted, Refresh automatically highlights the first row in the list. If there are no rows in the list, it
places the cursor focus on the New command button.

This button opens the “Berks County Quarterly Wage Report” page.
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Berks County Quarterly Wage Entry

The “Berks County Quarterly Wage Entry” popup page, accessed by clicking the
New command button or an Employee hyperlink on the “Berks County Quarterly
Wage List” page, allows authorized users to add an employee record to the Berks
County Quarterly Wage List or to maintain an employee record already on the list.

Berks County Quarterly Wage Entry

Quarter 1

Year 2011
Employee @
PSD Code 123456

Gross Wages ’W

Tax Withheld $1065.80

[

Entry Control Descriptions

Table 2.47 “Berks County Quarterly Wage Entry” Controls

Control Description

Employee This field is required. Select the employee for whom you will create the quarterly wage
entry. This field is disabled in EDIT mode.

PSD Code This field contains the employee’s state-assigned, six-digit Political Subdivision code, if
applicable. If an Employee who is selected already has a PSD code filled in on the
Employee User-Defined page in Employee Maintenance (Personal tab for Workforce
Administration users), the code will default in this field.

Gross Wages This field is required. Enter the gross wages the employee earned for this pay period.
The acceptable entries are 0.00 through 9,999,999.99.

Tax Withheld This field is required. It contains the amount of taxes withheld for this pay period. The
acceptable entries are 0.00 through 9,999,999.99.

Command Buttons

Table 2.48 “Berks County Quarterly Wage Entry” Command Buttons
Button Description

OK This button adds or updates the information in the “Berks County Quarterly Wage List”, closes the
popup, and returns the user to the “Berks County Quarterly Wage List” page.

Cancel This button clears the entry controls without saving changes, closes the popup, and returns the user
to the “Berks County Quarterly Wage List” page.

Logos.NET Human Resources 2-32 Last Revised: January 24, 2012



-‘g New World Systems
Berks County Quarterly Wage Report

Reports

Berks County Quarterly Wage Report

The “Berks County Quarterly Wage Report” page, accessed from the Human
Resources menu (Human Resources > State Requirements > PA > Berks County
Quarterly Wage Report) or by clicking the Print button on the “Berks County Quar-
terly Wage List” page, allows authorized users to produce the Berks County Quar-

terly Wage Report. For a description of the procedures that can be performed on
this page, please refer to Chapter 3, “Procedures.”

Berks County Quarterly Wage Report

Employer Information

Employer Number

Employer PSD Code

Create Disk File

prnt | Reset

Entry Control Descriptions

Table 2.49 “Berks County Quarterly Wage Report” Controls

Control Description

Employer Information This section groups employer information for the report.

Employer Number This field is required. It contains the employer’s state-assigned number.

Employer PSD Code This field contains the employer’s state-assigned, six-digit Political Subdivision code, if
applicable.

Create Disk File This field indicates whether to save this file to a disk. If this field is selected, the system

will open a standard Microsoft File Download dialog when the report is submitted. This
dialog allows the user to specify the file location and file type.

Command Buttons

Table 2.50 “Berks County Quarterly Wage Report” Command Buttons

Button Description

Print This button displays the “Berks County Quarterly Wage Report” and provides a button to have it sent
to myReports.

Reset This button clears the entry controls and places the cursor focus in the Employer Number control.

Save If the report settings have not yet been saved, this button opens a popup page that allows the user to

Last Revised: January 24, 2012

save the current report settings and assign a name to the settings so they can be used at a later date.
Clicking OK saves the settings, closes the popup page, and places the cursor focus in the Employer
Number control. When changes are made to a previously saved report, any changes are saved to the
report settings and the cursor focus is placed in the Employer Number control. This button is hidden
if the user does not have the appropriate security permissions.
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Table 2.50 “Berks County Quarterly Wage Report” Command Buttons (continued)

Button Description

Save As This button opens a popup page that allows the user to save the current report settings and assign a
name to the settings so they can be used at a later date. Clicking OK saves the settings, closes the
popup page, and places the cursor focus in the Employer Number control. This button is hidden if the
user does not have the appropriate security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. Clicking OK deletes the saved report settings, clears all controls, and places
the cursor focus in the Employer Number control. This button is hidden if the user does not have the
appropriate security permissions.

Report Output

Generated via the “Berks County Quarterly Wage Report” page and sorted alpha-
betically by employee, the report provides users with information detailing gross
wages and taxes withheld for the quarter selected. A sample report appears below.

% PA Berks County Quarterly Wage Report - Windows Interet Explorer o o)
¥] { of 1 ] 100% - Find | Next Select a format ~ Export | =]
SR i Quarterly Wage Report

Berks County
Quarter 1 Year 2011
PSD Code 432432

Employee PSD Code SSN Gross Wages Tax Withheld Tax Rate
Allen, Tan 578 123456 162-95-5123 4,382.10 1,065.80 0.0105%
Arun, Nancy 1423 163-93-5681 500.00 69.91 0.0112%
Bourn, Jason 88 234567 125-13-2512 1,600.00 0.00 0.0112%
Chen, Rosa 1240 445588 164-71-4354 4,406.33 888.89 0.0105%
Cunningham, Richard 129 332211 188-95-1631 1,680.00 0.00 0.0000%
Detloff, Marcus 139 032-65-4444 1,917.30 0.00 0.0000%
Distefano, Woodrow 56 381-38-1381 2,937.40 161.78 0.0112%
Extreme, Suzie 67 114477 012-15-4978 350.00 0.00 0.0105%
Fonzareli, Arthur 128 188-95-1630 1,420.80 0.00 0.0000%
Goldstein, Mary 45 1,918.40 108.39 0.0000%
Hil, Lucas 452 162-88-0090 164.15 83.31 0.0105%
Hil, Lucas 453 087-04-6187 536.87 96.18 0.0112%
Mc Bal, Katie 131 867530 026-55-4431 1,328.00 122.18 0.0000%
Nath, Jodi 1161 164-45-1893 2,195.76 272.38 0.0105%
O'Adams, Smith 5 165-69-5800 12,062.46 3,103.13 0.0105%
O'simpson, Bart 7 164-21-3777 1,494.75 0.00 0.0000%
Pie, Pot 23 333-33-3333 1,500.00 200.00 0.0000%
Rai, Jodi 461 167-25-3069 1,499.12 160.76 0.0105%
Samuel, Juan 82 123-45-6789 408.00 0.00 0.0000%
Simpson, Bartholomew 709 164-55-6993 1,648.32 395.96 0.0112%
St. Pete, A. Rene' 1492 165-80-2649 4,050.00 945.19 0.0112%
‘Weber, Warren 130 012-15-4120 1,520.00 0.00 0.0000%
‘Yonekura, Norimichi 462 167-70-2492 500.00 30.26 0.0105%
Grand Totals Employee Count 23 $50,019.76 §7,704.12
Run by New World Systems on 01/24/2012 10:20:03 AM Page 1of 1

Report Fields

Table 2.51 “Berks County Quarterly Wage Report” Fields

Column Description

Employee This column displays the employee’s full name.

SSN This column displays the employee’s social security number.

Gross Wages This column displays the employee’s gross wages for the selected quarter.
Tax Withheld This column displays the employee’s taxes withheld for the selected quarter.
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Pennsylvania New Hire Report

The “Pennsylvania New Hire Report” page, accessed from the Human Resources
menu (Human Resources > State Requirements > PA > New Hire Report), allows
authorized users to generate a Minnesota New Hire Report and an associated trans-
mittal file that provide information on employees who have been hired or rehired
within a date range of your choice.

Pennsylvania New Hire Report

Load Saved Report
Override Report Title

Hire Date Selection

FromDate 52712011 (28 )

I3

h Distribution Group M

Email Group X

Contact Information

First Name
o 7262011 s
Create File  [¥] Phone 7

Entry Control Descriptions

Table 2.52 “Pennsylvania New Hire Report” Controls

Control

Load Saved Report

Override Report Title

Distribution Group

Email Group

From Date

To Date

Create File

First Name
Last Name

Phone

Description

This field enables you to retrieve selection criteria that has been previously defined. It

displays a list of all saved report settings in alphanumeric order (with numerics display-
ing first). An unlimited number of selection criteria combinations for a report option can
be stored. The default selection is <blank>.

This field contains the title that will replace the default title. It may contain 64 charac-
ters.

This field identifies the group to which the report will be distributed. The report will be
sent to myReports for each user in the group.

A group of people selected to receive the report by e-mail. Click in the field to select
from a list of existing groups. To create a new e-mail group, click the icon displayed to
the right of the field.

New hire information will be captured for this date range. These entries are required.
You may use the calendar prompts to select the dates.

This control indicates whether to save this file to a disk. If this control is selected, the
system will open a standard Microsoft File Download dialog when the report is submit-
ted. This dialog allows the user to specify the file location and file type.

These fields contain the name, phone number and, if applicable, phone extension of
the person to contact with questions regarding this report. First Name, Last Name and
Phone are required entries.

Last Revised: January 24, 2012
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Table 2.53 “Berks County Quarterly Wage Report” Command Buttons

Button Description

Print
myReports.

Reset

Save

This button displays the “Pennsylvania New Hire Report” and provides a button to have it sent to

This button clears the entry controls and places the cursor focus in the Employer Number control.

If the report settings have not yet been saved, this button opens a popup page that allows the user to

save the current report settings and assign a name to the settings so they can be used at a later date.
Clicking OK saves the settings, closes the popup page, and places the cursor focus in the Employer
Number control. When changes are made to a previously saved report, any changes are saved to the
report settings and the cursor focus is placed in the Employer Number control. This button is hidden
if the user does not have the appropriate security permissions.

Save As

This button opens a popup page that allows the user to save the current report settings and assign a

name to the settings so they can be used at a later date. Clicking OK saves the settings, closes the
popup page, and places the cursor focus in the Employer Number control. This button is hidden if the
user does not have the appropriate security permissions.

Delete

Enabled only if the Load Saved Report option was used, this button prompts the user to delete the

current report settings. Clicking OK deletes the saved report settings, clears all controls, and places
the cursor focus in the Employer Number control. This button is hidden if the user does not have the

appropriate security permissions.

Report Output

Generated via the “Pennsylvania New Hire Report” page and sorted alphabetically
by employee, the report provides users with information detailing gross wages and
taxes withheld for the quarter selected. A sample report appears below.

@ Pennsylvania New Hire Report - Windows Internet Explorer E@
4 4 of 1 100% - Find | Next  Select a format - Export (4] =
Xy ot nnsylvania New Hire

Report
Hire Date Range 01/01/11 - 12/31/11
Employee SSN Date of Hire Date of Birth Address
4538 Ardolino, Jamison A 528-56-6536  01/10/2011 09/04/1994 9699 Holloway Rd
PLYMOUTH, ML 48170
4550 Departmenta, Noah 111-22-1122  04/19/2011 01/01/2001 4848 East Avenue
TROY, MI 48084
4582 Dingo, Dan 034-34-0934  01/01/2011 03/17/1965 9388 Main
BLOOMFIELD HILLS, MI 48301
4542 Franks, Janine 321-65-4444  03/01/2011 04/10/1980 3214 Columbus
TRA, MI 48023
4530 Goodman, Jake L 317-46-2303  01/03/2011 08/29/1986 4692 Town And Country Dr
CANTON, MI 48187 L
4566 Granger, Hermione 443-23-4123 06/10/2011 01/01/1980 333 Castle Way T
TROY, MI 48084
4539 HUMBACH, JENNIFER PAULINE ~ 381-15-7709  02/21/2011 03/31/1993 38186 SOUTH RICKHAM
WESTLAND, MI 48186
4536 Jaekel, Nathanial A 569-37-5060  01/03/2011 01/06/1973 1372 Cedar Rd
CANTON, MI 48187
4551 James, Robert 321-11-1122  04/19/2011 06/20/1987 3211 Rose
STERLING, MI 48310
4547 Jason, Reynoids 888-88-8888  04/12/2011 01/01/2002 23423 Gator Bivd
MID VENICE, FL 34292
4541 Michelini, Dan JR 323-43-2432  03/18/2011 12/15/1955 283237 Fairway
BLOOMFIELD HILLS, MI 48301
4572 New, Applcant 984-95-1321  06/20/2011 06/06/2011 123 elm street
CUSHMAN, MO 01002
4573 Payne, Janet 026-51-4544  06/20/2011 06/10/1980 3654 Daisey
STERLING, MI 48310
4529 Seaward, Aurora H 201762298 01/02/2011 06/03/1979 7844 Eastwood Dr
CANTON, MI 48187
4559 Skiba, Mary 654-21-3111  05/23/2011 06/21/1980 8787 Woodfieid
SOUTHFIELD, MI 48034
4579 smith, John 555-55-5555  06/27/2011 08/27/2011 123 Main
AGAWAM, MA 01001
4560 Townsend, Bil 123-57-8945  05/25/2011 07/08/1955 123 Main Street
TROY, MI 48084
4545 Verlanger, Justin 992-99-9922  04/08/2011 03/17/1998 PO Box 2245 -
DEAREORN MI4R124
Logos.NET Human Resources 2-36
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Table 2.54 “Pennsylvania New Hire Report” Fields

Column
Employee
SSN

Date of Hire
Date of Birth
Address

Description

This column displays the employee’s full name.

This column displays the employee’s social security number.
This column displays the date the employee was hired.

This column displays the date the employee was born.

This column displays the employee’s address.

Last Revised: January 24, 2012
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PROCEDURES

Overview

This chapter provides a step-by-step guide to reporting features. It details the fol-
lowing procedures:

D “Saving Report Settings”

D “Loading a Saved Report”

» “Printing a Report”

For information on specific reports and submitting reports, please see Chapter 2,
“Reports.”

Last Revised: January 24, 2012 3-1 Logos.NET Human Resources
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Saving Report Settings

Use this procedure to save report settings for future use.

1 From the Human Resources > State Requirements > PA > [Report Name]
menu, select the report for which you want to save report settings. The
report page displays.

2 Complete the controls for the report you selected as detailed in Chapter 2,
“Reports.”

3 Click the Save button to automatically save changes to an existing report
template.

-OR-
Click the Save As button to save a new report template. A dialog similar to
the following displays:

Flease enter a new report criteria name

R Concel

4 Enter a unique name for the report template in the Please enter a new report
criteria name control.

5 Click OK.

The report settings are now saved for future use. For more information on loading
a save report, please refer to the “Loading a Saved Report” topic.

Logos.NET Human Resources 3-2 Last Revised: January 24, 2012
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Loading a Saved Report

Use this procedure to load saved settings for the selected report.

1 From the Human Resources > State Requirements > PA > [Report Name]
menu, select the report for which you want to load a saved report. The
report page displays.

2 From the Load Saved Report control, select the name of the previously saved
report template.

The controls update to display the saved report settings.

3 Make the necessary changes to the template or submit the report to myRe-
ports.
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Printing a Report

The myReports feature on the “Printing a Report” displays folders that hold all
reports that are waiting to be printed by the logged-in user.

f-‘ Welcome to Logos.NET - Amy Smalley

[ mySearch | | myactivities (@) for 06/17:2005 D [myCalendar |
T — | Mo Activities exist for the selected date
Type | Purchase Order v < June 2005 ~ >
| Sun Men  Tue  Wed  Thu  Fi oa
Search For
29 a0 31 01 0z 03 04

[_Search_] 05| os  o7] o8] o8| 1of 14

12 13 14 15, 16 17 18
14 20 21 220 23 24 25

| myTasks
28 27 28 29 30 o1 0z
03 04 05 06 a7 08 09
|_.Daily Activities I Open Activities ]|
| myReports (7} |
3 Folder List | mySettings |
8 curent(7) Customize Page View
(3 archive (0) Change Passwaord
S | &8

When you click on the Current hyperlink next to the folder icon, the myReports
page will launch. The reports you have run will be listed on the left side of the

page:

Pe

myReports

DODHD DS @I ~[DD

Records 1 to 50 of 430

>

@ | Reparts for News Waorld Support
& [ current
] Fennsylvania Unemployment Tax Repart
] Fennsylvania Quarterly Contribution Repart
1 New warld Payroll Validation Repart
1 Pennsylvania Local Guarterly Tax Report
=[] Wewworld Payrall Validation Report
1 Wew varld Payrall Validation Repart
[ Wewr wiorld Payroll Validation Repart
[ Wewr wiarld Payrall validation Repart
[ New world Payroll Walidation Report
O wtitty Bill Form
[ carrier Route Report
[ gilling Register
[ calculate Bills
[] Deposit Status Report
O um Settings Listing
[ mews wiors Payroll Validation Repart
O mew world Payroll Validation Repart

Db

(' New World Systems

[ [ [ [ [ [ s 0 [ m m
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The report name is hyperlinked. Click on the name of the report you want to see,
and the results will display on the right-hand side of the page:
P
myRepo
@ <] @l@ Ba23 |:@Q_Fageﬂ f_ [ choose Printer
Records 1 to 50 of 430
a0 Reparts for Mew World Suppart New World City
A O current Pennsylvania Unemployment Tax Report
& [ Fennsylvania Unemployrment Tax Report
Bl [ Pennzylvania Guarterly Contribution Report From Date: 171 /2006 - To Dete: 331 2006
Bl [ Mewworld Payrall Yalidation Repart
B [ Pennsylvania Local Quarerly Tax Report
£l [ Mew world Pavrall Validation Repart 58H Ermployes Grass Wages " moer OF Work
'1% [ Mew warld Pavroll Yalidation Report
'1% [ Mew Wwiorld Pavyroll Yalidation Report
‘B [ Mew'orld Payroll Validation Report 998-26-3099 Brach, Curis- & 257012 2
B O MewWorld Payroll validation Report 834:56:3.208 Hess; Kourni;- 331 520,00, =
& [ Utility Bill Form 299.82.0199  Snider, Wanda- 39 2,240.00 2
B O carier Route Report Total Employee Court: 3 $5,630:12
B [ silling Register
B [ caleulate Bills
‘B [ Deposit Status Report
')i% [ um Bettings Listing
B O Mewworld Payrall Yalidation Repart
')@ [ Mew warld Pavyrall Yalidation Repart
Bl [ Mew world Payrall Validation Repart
To print the report, click the Print button.
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