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REPORT SETUP

Overview

This chapter provides information on setting up the user-defined fields necessary
to processing Arizona 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 Ari-
zona Retirement report.

Last Revised: September 20, 2005 1-1 Logos.NET Human Resources



Report Setup R— —
User Defined Fields Setup ‘g Neww World Systems

User Defined Fields Setup

The Arizona Retirement 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 Arizona Retirement 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 control.
3 Click the New button. The “User-Defined Fields” popup displays.

23 Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName

Diata Type E_TE)ﬁ ¥
Maximum Length
Required O
Lo

4 Complete the fields exactly as follows:

Table 1.1

Control Value
Name ASRS
Data Type Text
Maximum Length 3
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: September 20, 2005
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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 - PPO-Single

Name | Value |
2004W2B0x10

2004W2B0x12

2004W2B0x14

ASRS

4 Click the ASRS 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 Normal retirement contribution.

PoO1 Voluntary deduction plan, contract 1.
PO2 Voluntary deduction plan, contract 2.
PO3 Voluntary deduction plan, contract 3.
S01 Voluntary deduction system, contract 1.
502 Voluntary deduction system, contract 2.
S03 Voluntary deduction system, contract 3.

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: September 20, 2005 1-3 Logos.NET Human Resources
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Setting Up Benefits

To set up benefit user-defined fields for the Arizona Retirement Report:

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

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

ps.NET -- Web Page Dialog

User Defined Field Attributes

MName

Data Type f_TE)ﬁ _Y_]
Maximum Length
Required O
Lo

4 Complete the fields exactly as follows:

Table 1.3

Control Value
Name ASRS
Data Type Text
Maximum Length 3
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: September 20, 2005
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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 - Profit

Name | Value
2003W2Bo0x10 Y
2003W2B0x12
2003W2B0x14 Prafs

2004¥2B0x10
20044 2B0x1 2
200442B0x1 4
ASRS

sze Jcancel

4 Click the ASRS 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
R Normal retirement contribution.

PO1 Voluntary deduction plan, contract 1.
P02 Voluntary deduction plan, contract 2.
PO3 Voluntary deduction plan, contract 3.
So1 Voluntary deduction system, contract 1.
S02 Voluntary deduction system, contract 2.
503 Voluntary deduction system, contract 3.

6 Click Save.

7 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 an ASRS employee user-defined field for the Arizona Retirement 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.

Last Revised: September 20, 2005 1-5 Logos.NET Human Resources
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3 Click the New button. The “User-Defined Fields” popup displays.

User Defined Field Attributes

Diata Type f_TE)ﬁ

Required O

Cor ] canca

MName

Maximum Length

4 Complete the fields exactly as follows:

Table 1.5
Control Value
Name ASRS
Data Type Text
Maximum Length 1
Required Unselected
5 Click OK. This sets up the user-defined fields for employees who use the
normal retirement contribution option.
6 User-defined fields must also be set up for employees who use contract
options for voluntary deductions. Click New.
7 Complete the fields exactly as follows:
Table 1.6
Control Value
Name ASRSContract01
Data Type Numeric
Minimum Value 1
Maximum Value 99999999
Required Unselected

Click OK.

Repeat Steps 3 through 5 to add user-defined fields named
ASRSContract02 and ASRSContract03. All other parameters besides the

name are unchanged.

To add ASRS to employee:

1 From the Human Resources menu, select Human Resources > Employee
Maintenance. The “Employee List” page displays.

Logos.NET Human Resources
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2 Use the Search controls to find the employee for whom you want to add an
ASRS group.

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

Select User Defined in the Attribute control.

If the employee uses the normal retirement contribution, click on the ASRS
row. Click it again to put the row in EDIT mode.

6 Enter the appropriate value for the following codes:

Table 1.7
Value Meaning
Y The employee applies to ASRS.
Click Save.

If the employee uses any of the contract plans, click on the appropriate
ASRSContract row. Click on it again to put the row in EDIT mode.

9 Enter the 8-digit number of the contract.
10 Click Save.

Setting Up Hours Codes

To set up hours codes user-defined fields for the ASRS Retirement Report:

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

2 Select Hours Code from the Record Type control.
3 Click the New button. The “User-Defined Fields” popup displays.

23 Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName

Data Type TEXT |
Maximum Length
Required O
o

4 Complete the fields exactly as follows:

Table 1.8
Control Value
Name ASRS
Data Type Text

Last Revised: September 20, 2005 1-7 Logos.NET Human Resources
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Table 1.8
Control Value
Maximum Length 1
Required Unselected

5 Click OK.

To set up category codes for hours codes:

1 From the Maintenance menu, select Human Resources > Earnings Main-
tenance > Hours Codes. The “Hours Codes List” page displays.

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

3 Click the User Defined Fields button. The “Hour Code User Defined
Fields” page displays.

Hours Codes List

Hours Code User Defined Fields - REG

Name | Value
2004W2B0x12

2004W2B0x14

ASRS

4 Click the ASRS 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 1.9
Value Meaning
N Do not include wages for this hours code in the wage column
of the report or the text file. If this is blank, the wages will be
included.

6 Click Save.

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

Logos.NET Human Resources 1-8 Last Revised: September 20, 2005
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Overview

This chapter provides detailed window and field information for Arizona 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.az.us

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

1 “Arizona Retirement Report (ASRS)” on page 2-2 allows authorized users
to print a listing of employer and employee contributions for employees in
the retirement plan.

2 “PSPRS Report” on page 2-5 enables authorized users to select the infor-
mation that appears on the Arizona Retirement Report and submit it to
myReports.

Last Revised: September 20, 2005 2-1 Logos.NET Human Resources
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Arizona Retirement Report (ASRS)

The “Arizona Retirement Report (ASRS)” page, accessed from the Human
Resources menu (Human Resources> State Requirements> AZ> Arizona Retire-
ment Report), is used to print a listing of employer and employee contributions for
employees in the retirement plan.

ASRS Retirement Report

Load Saved Report |

Start Date =l
End Date ~l

Employer Information

Account Humber
Department Mumber

Create DiskFile [

Entry Control Descriptions

Table 2.1 “Arizona Retirement Report (ASRS)” Controls

Control Description

Load Saved Report 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>.

Override Report Title ;I'his control contains the title that will replace the default title. It may contain 64 charac-
ers.

Distribution Group This is the group to which the report will be distributed. The report will be sent to myRe-
ports for each user in the group.

From Date This control is required. Enter the first date for which report results should be returned.

To Date This control is required. Enter the last date for which report results should be returned.

Employer Information This section organizes controls that hold information about the employer.

Account Number This control contains the employer’s three-character account number, which is

assigned by ASRS.

Department Number This control contains the employer’s six-character department number, which is
assigned by ASRS.

Create Disk File This control indicates whether a disk file will be created when the report is run. It is
deselected by default.

Logos.NET Human Resources 2-2 Last Revised: September 20, 2005
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Command Buttons

Table 2.2

Button

Print

Reset

Save

Save As

Delete

“Arizona Retirement Report (ASRS)” Command Buttons

Description
Automatically sends the “Arizona Retirement Report (ASRS)” to myReports.

Performs a postback 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, opens a popup page that allows user to save the cur-
rent report settings and assign a name to the settings so they can be used at a later date. When OK
is clicked, saves the settings and closes the popup page. Places cursor focus in the Pay Group con-
trol. When changes are made to a previously saved report, any changes are saved to the report set-
tings and cursor focus is placed in the Pay Group control. Hidden if user does not have appropriate
security permissions.

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. When OK is clicked, saves the settings and closes the
popup page. Places cursor focus in the Pay Group control. Hidden if user does not have appropriate
security permissions.

Prompts user to delete the current report settings. When OK is clicked, deletes the saved report set-
tings. Clears all controls and places cursor focus in the Pay Group control. Enabled only if the Load

Saved Report option was used. Hidden if user does not have appropriate security permissions.

Report Output

Generated via the “Arizona Retirement Report (ASRS)” page, the report provides
users with information about contributions to the employees’ retirement plan. A
sample report appears below.

Last Revised: September 20, 2005

New World City
ASRS Retirement Report
From Date: 0101:2004 - To Date: 02/30/2005

Employes Ermployer
SSN Employee Wages Cortribution Contribution Contract Number  Contribution Type
480-76-8363 Brach, Ann -5 F9a41.05 F0.08 F000 23234434 Flan
340-44-7686 Brach, David - 143 $62,433.89 F1462 $0.00 LA Plan
352-62-9565 Brach, Janet- 142 F47.448.00 §15.28 000 12341234 Flan
344-70-8187 “erbeeren, Brian a - 350 $2,636.00 F31.26 $93TG
344-70-8187 Werbeeren, Brian 3 - 350 $9,636.00 $125.00 $41 66 3 Plan
344-70-8187 “erbeeren, Brian a - 350 $2.636.00 §1,400.00 $500.00 2 System
341-62-0399 Werbeeren, Curtis- & $26,741.80 $52.50 $52.50 Flan
341-62-0386 Werbeeren, Curtis- & $86,741.80 $83.34 58334 System
325-849147 Werbeeren, Douglas- 2 $40.233.71 $31.26 PA2TE Flan
325.84-9147 Werbeeren, Douglas- 2 $40,233.71 F41.66 $125.00 System
320-80-80189 Werbeeren, Eric Scott- 249 $42,201.51 $31.26 $93.76
320-80-9019 Werbeeren, Eric Scott - 249 F42.201.51 F125.00 FH 56 Flan
339-747775 Werbeeren, James - 273 $5.713.75 $52.50 $2083 Flan
Grand Totals:
Wages: $51,837 51
Employee Contribution: $62 .52
Employer Contribution: $187.52
Emplayee Plan Contribution: $436.34
Employer Plan Contribution: $260.91

2-3 Logos.NET Human Resources
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Report Fields

Table 2.3 “Arizona Retirement Report (ASRS)” Fields

Column Description

SSN This column displays the employee’s Social Security Number.
Employee This column displays the employee’s full name and number.

Wages This column displays the earnings on which contributions were based.

Employee Contribution  This column displays the amount contributed to the plan by the employee.

Employer Contribution  This column displays the amount contributed to the plan by the employer.

Contract Number This column displays the contract number on the employee’s user-defined field, if one was
specified.
Contribution Type This column displays the type of contribution that was made.

Logos.NET Human Resources 2-4 Last Revised: September 20, 2005
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PSPRS Report

The “PSPRS Report”accessed from the Human Resources menu (Human Resources
> State Requirements > AZ > PSPRS Report), enables authorized users to select
the information that appears on the Arizona Retirement 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.”

Arizona PSPRS Report

Laad Saved Repart |
Owerride Report Title

Period Begin Date 3
=

Create DiskFile [

Period End Date

-3

5 Distribution Group |

Available Benefit Group(s): 20

Selected Benefit Group(s]: O

[ADMIM - Administration

CFF - Charleston Fire Fighters

|DBS - DBERG

|Dean Barber - Dean Barber

|Eric’s Group - Eric's Benefit Group

F.0.P PRE 81435 - F.0.P. Hired Before 05/01/1385
||F.0P.- Fraternal Order of Police
[[IBEWY - Electrical Workers

[IUOE - IUOE

[[IUOE PRE 511400 - IUOE Pre 05/01/2000
[IUOE PRE 511488 - IUOE Pre 05/01/1388
|[JB Benefit Group - JB Benefit Group

=
=
=

)

Entry Control Descriptions

Table 2.4

Control

Load Saved Report

Override Report Title

Distribution Group

Pay Period Begin Date

Pay Period End Date

Create Disk File

“PSPRS 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.

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

This control is required. Enter the first pay batch end date for which the report should
be run.

This control is required. Enter the last pay batch end date for which the report should
be run.

This yes/no flag indicates whether a disk file will be created when the report is gener-
ated. It is deselected by default.

Benefit Groups Tab

As the default visible tab of the “PSPRS Report” page, the “Benefit Groups” tab
enables users to specify the employees to include on the report by selecting their

benefit groups.

Last Revised: September 20, 2005
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Benefit Groups Tab Entry Control Descriptions

Table 2.5

Control

Available Benefit Groups

Selected Benefit Groups

“PSPRS Report’ Benefit Groups Tab Controls

Description

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.

This control displays all benefit groups that have been selected to include on the listing.
At least one benefit group must be selected. Users may use Ctrl+Click to select multiple
benefit groups or Shift+Click to select a range of benefit groups.

Benefit Groups Tab Command Buttons

Table 2.6

Button

Add

“PSPRS Report” Benefit Groups Tab Command Buttons
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.

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.

Deductions Tab

The “Deductions” tab enables users to specify the deductions to include on the
report. The deduction amounts using these deduction codes will be reported as
contributions. Only employees with one or more of these deduction codes in the
reporting period will be included on the report.

Deductions

Available Deduction Codels]: B0

Selected Deduction Code(s]: O

ADD - 1 - ADD - Flat Amount o~
ADD - 2 - ADD - Flat Amount By Date

ADD - 3- ADD - Rate Per Salary

ADYANCE AMERICA - ADVANCE AMERICA

AFLAC-ACC - Accident Coverage

AFLAC-CANCER - Cancer Care Coverage

AFLAC-CANCER PAY - AFLAC-CANCER PAYBACK
AFLAC-ICARE - Intensive Care Coverage

AFLAC-LIFE - AFLAC-LIFE FAMILY

AFLAC-STD - Shor-Term Disahility

AlG-Def Camp - Deferred Comp - AIG

BLEVING - WAGE ASSIGNMENT-BLEYING (&

Logos.NET Human Resources

2-6 Last Revised: September 20, 2005



‘a New World Systems

Reports

ehese PSPRS Report
Deductions Tab Entry Control Descriptions
Table 2.7 “PSPRS Report” 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.

Deductions Tab Command Buttons

Table 2.8 “PSPRS Report” Deductions Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected deductions in the Available Deductions multi-select textbox to the
Selected Deductions multi-select textbox. If no deductions are listed in the Available Deductions
multi-select textbox, the Add command button is disabled.

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

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

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

Benefits Tab

The “Benefits”

tab enables users to specify the benefit codes to include on the

report.

enefil.Groun ad W

Available Benefit Code(s): 50 Selected Benefit Codels): 0
ADD - 1 - ADD - Flat AMount ~||ff R
ADD - 2- ADD - Flat Amount by Date ﬁ
ADD - 3- ADD - Rate Per Salary il
DBSBent - DBSBent | (Ec—
DBSLife - DBSLife M
DBSMedBasic - DESMadBasic Sldd ANl
DBSMedPremium - DBEMedP remium [
Dental - 1 - Dental - Flat Amaunt ﬁ
Dental - 2- Dental - Flat Amount By Date CRemove
DENTAL LIB - DENTAL LIBRARY ’

DENTCM - DENTAL CITY MANAGER «
HEALTH GM - Health Ins City Manger RAll Remove All

Last Revised: September 20, 2005
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Benefits Tab Entry Control Descriptions

Table2.9 “PSPRS Report” Benefits Tab Controls

Control Description

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

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

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

Benefits Tab Command Buttons

Table 2.10 “PSPRS Report” Benefits Tab Command Buttons

Button Description

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

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

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

Remove All This button moves all benefit codes from the Selected Benefit Codes multi-select textbox to the Avail-
able Benefit Codes multi-select textbox. If no benefit codes are listed in the Selected Benefit Codes
multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

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

Deductions

Hours Codes ]

Available Hour Code[s]: 60 Selected Hour Codelz]: O
ACCAPTAIN - Acting Captain Pay Sl N
CAR - Car allowance -

CE- Comp Time Earned

CLEANING - Cleaning Allowance

CLOTHES - Clothing Allowance

CM-DEF COMP - Refund City Mar's Def Comp ddd All_

Ch-REF IMRF - Refund City Mar's IMRF [

COMMARND - Command pay
e

i

:

COMP DRAW - Comp time draw down wRemou
cU - comp time used ;
DIWALIBONUS - Diwali Borus 2 % m
FUNERAL - Funeral time bd|L Remove All

Logos.NET Human Resources 2-8 Last Revised: September 20, 2005
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Hours Codes Tab Control Descriptions

Table 2.11 “PSPRS Report” Hour Codes Tab Controls

Control Description

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

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

Hours Codes Tab Command Buttons

Table 2.12 “PSPRS Report” Hour Codes Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected hours 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 hours 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 hours 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 hours 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 2.13 “PSPRS Report” Command Buttons

Button

Submit

Reset

Save

Last Revised: September 20, 2005

Description

This button automatically sends the “PSPRS Report” to myReports and produces a transmittal file if
Create Disk File selected.

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 Pay Period Begin 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 Pay Period Begin
Date control. This button is hidden if the user does not have the appropriate security permissions.
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Table 2.13 “PSPRS 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 Pay Period Begin 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 Pay Period Begin Date control. This button is hidden if
the user does not have the appropriate security permissions.

Report Output

Generated via the “PSPRS Report” page, the report provides users with information
detailing retirement information for employees. Data on the report is sorted by
Name and includes all employees whose batch pay end date is between the Period
Begin Date and Period End Date, who are in the benefit group, and who have the
selected deduction(s) specified. The report includes a count of all employees, and a
total for the Contributions column. A sample report appears below.

New World City
Arizona PSPRS Report
From Date: 010112005 - To Date: 02/30/2005

Name 55N Conixihutions

Akins , Benjamin , 335-74-1056 $4,530.14
Alford . Alan 432-02-9597 #6.530.12
Applegate , Canyll 357720444 $919.81
Ammstrong , Jason , 347-64-3434 $4,755.43
Amaold . Brenda 360-38-6723 3342
Bailey , Doyle , 345-42-5258 $10,286.77
Baker, Bryan , 356-66-5224 $5,379.01
Ball, Carl 326-54-9595 $4.234.43
Barber, Dean , 316-78-9641 $993.88
Barr, Kitby 338-74-8202 $5,713.12
Beabout . Mak . 363-68-7412 477585
Beltz, Geargia, 357367768 $1,186.22
Bennett, John , 336-58-9147 $061124
Bennatt, Steven 396723719 3749036
Blagg , James, 356-66-9924 $9.90127

Rlawine Inhn a1n.a1.A1a0 i ATA A

Report Fields

Table 2.14 “PSPRS Report” Fields

Column Description

Name This column displays the full name of the employee.

SSN This column displays the employee’s Social Security Number.

Contributions This column displays The total of the employee’s contributions for the date range specified.
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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 1,
“Reports.”
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Saving Report Settings

Use this procedure to save report settings for future use.

1 From the Human Resources > State Requirements > AZ > [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: September 20, 2005
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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 > AZ > [Report Name]
menu, select the report for which you want to load a saved report. The
report page displays.

2 Select the name of the previously saved report template, from the Load
Saved Report control.

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.

ti Welcome to Logos.NET - Amy Smalley

| mySearch | | rpisctivities (00 for 06172005 ®| | myCalendar ‘

T | Mo Activities exist for the selected date
Type | Purchase Order | ] June 2005 ¥ [
Sun Mon  Tue  Wied Thu  Fri Sat
seachror [ ]

24 30 31 01 0z 03 04

[_Search_] o5 os  o7] o8] o8| 10f 14

12| 13 14| 18 16| 17| 18
| myTasks 19| 0] 31| 23] 23] 34| 25
26| 27] 28] 9] 30| o 02
03| 04] 05| o0& 07| o8 09

| myReports (7} |

A Folder List | mySettings \

&3 curent (7) Custamize Page View
3 archive (0) Change Passward

] N

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:

myReports

Lol L= e R ]

&0 Renports for Amy Smalley

&y [ current
B O Nevada PERS Report
B O (Open Enrallment Baich Change Listing
FEl (Open Enrallment Baich Edit/Post Listing
il (Open Enrallment Baich Error Listing
[ Revise Budget Billing Plan Edit Listing
[ Benefit Plan Listing ? y
[ Mevada Guarterly Wage Report | ; ‘ i

Archive

" New World Systems
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Procedures
Printing a Report

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:

Y ETEEE

2y [ Reparts for Amy Smalley

& O current

B [ Mevada PERS Report

£l [ open Enroliment Batch Change Listing
[ open Enrollment Batch EditPost Listing
] open Enraliment Batch Error Listing
21 [ Revise Budget Billing Plan Edit Listing
£l [ Benefit Plan Listing

£l [ Mevada Quarterly Wage Report
0O [ archive

i -~
O choose Printer | Print Preview
City of Logos
- 1
Nevada PERS Report
Employer E
First Report From Base Actual Actual Paid
Last Hame Hame M SSH MTHYR  Date To Date Hours Hours Wages Amount
Employes Group:
3953 1/
Adking Kara 7699 2005 041/041/2004 12342005 1,920.0000 0.0000 1,352.00 0.00 0.00
3953 1/
Adking Kara 7699 2005 041/041/2004 12312005 1,920.0000 0.0000 55413 0.00 0.00
93953 1/
Adking Kara 7699 2005 01/041/2004 12/31/2005 1,920.0000 0.0000 676.00 0.00 0.00
3953 1/
Adking Kara 7699 2005 041/041/2004 124312005 1,920.0000 0.0000 676.00 0.00 0.00
93939 1/
Akins Kristin 2299 2005 041/041/2004 12342005 1,920.0000 0.0000 1,040.00 0.00 0.00
93939 1/
Akins Kristin 2299 2005 041/041/2004 12312005 1,920.0000 0.0000 67145 0.00 0.00
93939 1/
Akins Kristin 2299 2005 01/041/2004 12/31/2005 1,920.0000 0.0000 52000 0.00 0.00
93939 1/
Akins Kristin 2299 2005 01/041/2004 124312005 1,920.0000 0.0000 520.00 0.00 0.00 3
= i

To print the report, click the Print button.

Last Revised: September 20, 2005
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