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Overview

Overview

This manual provides instructions for the setup and use of the lowa PERS Periodic Wage Detail Report:
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lowa State Requirements

lowa PERS Report Setup

The lowa PERS Report requires the setup of user-defined fields in Employee Maintenance and Deductions
and Benefits Maintenance. These fields accommodate employee retirement contributions made through
payroll deductions.

Customers who are using Workforce Administration will see these fields in the User-Defined Fields section of the
Employment tab.

Employee User-Defined Fields

One section header and two user-defined text fields need to be set up for the lowa PERS Report. The user-
defined fields will be grouped under the section header on the Employee User-Defined page in Employee
Maintenance or, for users of Workforce Administration, the Employment tab.

Section Header

IPERS Report

Text Field
« IA PERS Occupation Class

« IA PERS Termination Indicator

Employee Section Header Setup

To set up the section header that will group the user-defined employee text fields on the Employee User-
Defined page in Employee Maintenance (or the Employment tab in Workforce Administration), follow
these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration,
select Employee Employment).

3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a
grid of existing user-defined employee section headers:

o
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lowa State Requirements

User-Defined Field List

Record Type |Em|3|-:|-,-'ee VI Maintenance Type | Section Headers

Section Header Sequence Section Header

5 TaxInformation

Ciew. oot

4 (lick New. The User-Defined Fields Section Header popup will open:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |IPERS Report

Sequence Number
(oic)_Cancel |

5 For Section Header, type IPERS Report. The user-defined text fields that you will create for the
lowa PERS Report will be grouped under this header on the Employee User-Defined page in
Employee Maintenance (or the Employment tab in Workforce Administration).

6 Use the Sequence Number field to tell where you want the IPERS Report section to appear in
relation to other sections on the Employee User-Defined page in Employee Maintenance (or the
Employment tab in Workforce Administration); for example, if the Employee User-Defined
page already contains three sections (sequence numbers 1 through 3), and you want the
IPERS Report section to appear below those sections, select 4 from the dropdown. If you
want the section to appear somewhere in between, you will need to change the sequence
numbers of the other sections accordingly. If you want the section always to appear at the top
of the page, select 7; if you want it always to at the bottom of the page, select 99.

7  (lick OK. The popup will close, and the grid on User-Defined Field List page will refresh to
show the newly added IPERS Report section header:
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User-Defined Field List

Record Type | Employee V| Maintenance Type
Section Header Sequence Section Header
1 IPERS Report )

5 TaxInformation

Ciew oot

Employee Text Fields Setup

To set up the user-defined text fields that will be part of the IPERS Report section on the Employee
User-Defined page in Employee Maintenance (or the Employment tab in Workforce Administration), fol-
low these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration,
select Employee Employment.)

3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid
of existing user-defined employee fields:

User-Defined Field List

Record Type |Em|3|0y'ee v| Maintenance Type
Section Header Attribute Name Data Type Required

1099-R Text >
Benefit Code Walidation Set v
County Gender Validation Set v
Diate of Entry in Ret Fund Date
Drink Coffee? Check Box
Federal Tax 1D Text
Hair Colaor Text
Last Compensation Review Date
Last Performance Review Date
Local Emp. Check Box
Iledical Condition Text -
Fet's Name Text
Shoe Size Mumeric
Sick Accrual Date Date v ¥

@ [ pelete |’ Refresh |

@
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4 (lick New. The User-Defined Fields popup will open:

User-Defined Fields

User Defined Field Attributes

MName |ERS Occupation Class
Section Header | lowa PERS Report w
Sequence Mumber b

Data Type | Texd b

Maximum Length

Required 1]
3

5 Complete the fields exactly as follows:

Field Value
Name [A PERS Occupation Class
Section Header IPERS Report

Sequence Number (Your choice.)

Data Type Text

Maximum Length 2
Required (Check this box.)

6  Click OK. The /A PERS Occupation Class field will be added to the Employee Attributes grid on
the User-Defined Field List page.

Repeat steps four through six for the other text field that needs to be set up. The
following table contains the entries you will need to make:

Field Value
Name [A PERS Termination Indicator
Section Header IPERS Report

Sequence Number (Your choice.)

Data Type Text

Maximum Length 1
Required (Check this box.)

When you are finished, the Employee Attributes grid on the User-Defined Field List page should contain a
row for each user-defined field you have saved as part of the IPERS Report section:
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User-Defined Field List

Record Type | Employes v Maintenance Type | Affributes b

Section Header Attribute Name Data Type Required
FEderal 1ax iy Text ~
Hair Colaor Text
Last Compensation Review Date
Last Performance Review Date
Local Emp. Check Box
Iledical Condition Text
Fet's Name Text
Shoe Size Mumeric
Sick Accrual Date Date v
Soda Drinker Text v
Temp Assignment Date Date
Hat Size Mumeric

IPERS Report |14 PERS Occupation Class Text A

@ERS Report |14 PERS Termination Indicator Text v ) v
ew

Deduction Code User-Defined Field

One section header and one user-defined deduction code need to be set up for the IPERS Periodic Wage
Detail report. The user-defined deduction code will appear under the section header on the Deduction
Code User-Defined Fields page in Deductions and Benefits Maintenance:

Section Header

IPERS Report
Check Box

IA PERS Deduction

Deduction Code Section Header Setup

To set up the section header that will group the user-defined deduction code check box on the Deduction
Code User-Defined Fields page in Deductions and Benefits Maintenance, follow these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a
grid of existing user-defined deduction code section headers.

4 (lick New. The User-Defined Fields Section Header popup will open.

5 For Section Header, type IPERS Report. (The user-defined check box that you will create for
the lowa PERS Report will appear under this header on the Deduction Code User-Defined Fields
page in Deductions and Benefits Maintenance.)

+s% hew world
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6 Use the Sequence Number field to tell where you want the IPERS Report section to appear in
relation to other sections on the Deduction Code User-Defined Fields page in Deductions and
Benefits Maintenance; for example, if the page already contains three sections (sequence num-
bers 1 through 3), and you want the IPERS Report section to appear below those sections,
select 4 from the dropdown. If you want the section to appear somewhere in between, you will
need to change the sequence numbers of the other sections accordingly. If you want the sec-
tion always to appear at the top of the page, select 7; if you want it always to at the bottom of
the page, select 99.

7  (lick OK. The popup will close, and the grid on User-Defined Field List page will refresh to
show the newly added IPERS Report section header.

Deduction Code Check Box Setup

To set up the user-defined check box that will be part of the IPERS Report section on the Deduction Code
User-Defined Fields page in Deductions and Benefits Maintenance, follow these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid
of existing user-defined deduction code fields.

4 (lick New. The User-Defined Fields popup will open.

5 Complete the fields exactly as follows:

Field Value

Name [A PERS Deduction

Section Header IPERS Report

Sequence Number || 1

Data Type Check Box

Maximum Length (Selecting a Data Type of Check Box will hide this field.)

Required (Selecting a Data Type of Check Box will hide this field.)
6 Click OK.

The Deduction Attributes grid on the User-Defined Field List page should contain a
row for the check box you have saved as part of the IPERS Report section on the
Deduction Code User-Defined Fields page in Deductions and Benefits Maintenance:
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User-Defined Field List

Record Type |Dedu|:1i-:|n V! Maintenance Type | Altributes hd

Section Header Attribute Name Data Type Required
g wlass & LTELE BUx ~
Cuantity Cuantity
SCRS Class 2 Check Box
SORP Check Box

IPERS Report |14 PERS Deduction Check Box

OR FERS OR TP T COMTTEItoT CheckBox

OR PERS OR MPAT Contribution Check Box

OR PERS OR Unit Contribution Check Box

Wl State Requirements MERS Barg Unit Walidation Set

MNHERS MNH ERS Additional PostTax Check Box

NH ERS MNH ERS Additional PreTax Check Box

NH ERS MNH ERE Current PostTax Check Box

NH ERS MNH ERS Current PreTax Check Box

NHERS MNH ERS SPC Payment Check Box 3

Ciew [ oot

Employee Setup for lowa PERS Reporting
To set up an employee for lowa PERS reporting, follow these steps:

1 Navigate to Human Resources > Employee Maintenance. (If you use Workforce Administra-
tion, Human Resources > Workforce Administration > Search.) The Employee List/
Employee Search page will open.

2 Use the search controls to produce a list of employees.

3 C(lick the Employee Number link for the employee you want to set up for retirement system
reporting. The Employee page will open.

4 From the Attribute dropdown, select User Defined. (In Workforce Administration, click the
Employment tab to bring it forward.) The page will refresh to show existing user-defined
fields, including an IPERS Report section containing the two text fields you set up earlier:

Employee List

Employee - Miller, Steven A (441)
ptiioute | (T N, | Ermpioice (@Y vier steven  441) ~B3

1099R | |

Federal TaxID | |

Time & Attendance User [y

IPERS Report
IAPERS Occupation Class |

14 PERS Termination Indicatar |

[ save | Reset |
. . . o® .
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5 Under the IPERS Report section header, make the appropriate entries. The following table
contains the valid entries for /A PERS Occupation Class:

Occupation Code Description

01 Reqular

02 Conservation Peace Officers

03 Sheriffs/Deputy Sheriffs

04 Legislators

05 Correctional Officers

06 City Police Officers

07 Airport Firefighters

08 Airport Safety Officers

10 DOT Peace Officers

11 Education Related

13 Firefighters

15 Fire Prevention Inspector Peace Officers

16 Airport Security Officers

17 Part-Time Elected Officials (excluding county
sheriffs)

18 County Conservation Peace Officers

19 Licensed Health Care Professionals

20 Emergency Medical Service Providers

An entry of Y (Yes) is required in the /A PERS Termination Indicator field if a member
has terminated employment during the reporting period. An N (No) is assumed for all

others.

Any employee who has an entry in the /A PERS Occupation Class or IA PERS Termination

Indicator field is eligible to appear on the lowa PERS Report.

6 After making your entries, click Save to save them.

7 Repeat these steps for each employee who will be included in the report.

Deduction Code Setup for lowa PERS Reporting

To set up the /A PERS Deduction code for lowa PERS reporting, follow these steps:

1 Navigate to Maintenance > Human Resources > Deductions and Benefits Maintenance
> Deductions. The Deduction List page will open.

2 Highlight a deduction.

3 C(lick the User-Defined Fields button. The Deduction Code User Defined Fields page for the
selected deduction will open:

lowa Fire and Police Retirement Report
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Deduction List

Deduction Code User Defined Fields - 108

2004W2Box10

2004W2Box12

AKPERS

| |
| |
2004W2Box14 | |
| |
| |

ASRS

GARS [
IMRF | |

INPERF | |

JSRs [
MNPERA | |

Monetary | |

PORS Class1 [
PORS Class2 [
Quantity | |

SCRSClass2 [
SORP [

IPERS Report \
|4 PERS Deduction Iy

4 Under the IPERS Report header, check the /A PERS Deduction box if PERS wages will be
applied to the selected deduction code in PERS reporting.

5 C(lick Save.

6 Repeat these steps for all appropriate deductions.

Create lowa PERS Data

Once you have set up the necessary user-defined fields, you will be ready to create an on-screen work file
of retirement system data that will be available for the lowa PERS Report. This data may be reviewed and
modified before it is transmitted to the state.

To create the work file, follow these steps:

1 Navigate to Human Resources > State Requirements > IA > Create IPERS Data:

Create lowa PERS Data

Load Saved Report | "i Distribution Group [ b ‘ @

Override Report Title | | Email Group
From Check Date | Bl
To Check Date |
i Yofoss Lootio Joine)

2 Make entries in the appropriate fields. The following table contains descriptions of the fields:

s New world
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Field Description

Load Saved Report Saves this version of the report as a template for later use. When you
click Save, a popup will ask you to name the report. Type the name, and
click OK. The next time you want to run this report, select its name from
the Load Saved Report dropdown, and the fields and list boxes will be
populated automatically. If necessary, you may edit entries before run-
ning the report. You may save as many templates as you would like.

Override Report Title || Overrides the default title of the report (IPERS Periodic Wage
Detail).

Distribution Group A group of people selected to receive the report in myReports. Click

the dropdown prompt ~ to select the group, or click the blue-eye

prompt [ to create a new distribution group. The report will be
sent to myReports for each person in the group.

Email Group A group of people selected to receive the report by e-mail. Click
the dropdown prompt '+ to select the group. To create a new e-
mail group, click .

From Check Date Required. The first check date that will be included in the report
data.

To Check Date Required. The last check date that will be included in the report
data.

3 After making your selections, click the Submit button.

4 A message will be displayed, telling you the previously created work file will be cleared and
asking whether you want to continue. If you do, click Accept. The current retirement system
data will populate the work file, and the lowa PERS List page will open (see next section).

lowa PERS List

The lowa PERS List page lets you review and modify retirement system data for each employee within the
organization. After you create the data (see previous section, Create lowa PERS Data), this page opens
automatically. You also may open this page by going to Human Resources > State Requirements > IA
> IPERS List:

lowa Fire and Police Retirement Report 11
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lowa PERS List

Employee Name Period Wages Occupation Class Code
GARRETT CAMPER SALES INC, Mark J - 584 $39,208.00 01
KMOTT, John P - 102 $20,000.00 04
KMOTT, John P - 102 547 117.39 01
Smythe, Jane $12,000.55 01
Venkata, Samy- 3 $99,999 999 99 01

Data results are listed in a grid containing employee names and associated period wages and occupation
class codes. The data is sorted alphabetically by Employee Name.

The grid contains one entry per employee per class code. An employee may be listed more than once if the
class codes are different.

Add and Edit Member Information

1 Ifyouneedtoaddanemployee to the lowa PERS List, click the New button; if you want to edit
data for a particular employee, click the hyperlinked Employee Name. In both cases, the lowa
PERS Entry popup will open:

lowa PERS Entry

Employee
Member Data

LastMame | Home Address

FirstName |

Middle Name | - ¥
Date of Birth ._ E 3 Zip Code
SN |455-60-3569 city |
Gender | V State
First Date of Employment 3 Termination Date 3
Employment Data
Occupation Glass |01 Period Wages ’TEAQUE‘

Termination Indicator [ Last Check Date | 3

The fields located in the Member Data section of the page are disabled in edit mode, enabled in add mode. The fields
located in the Employment Data section are enabled in edit and add modes.

.- hew world
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2 Make entries in the appropriate fields. The following table contains descriptions of the fields:

Field Description

Employee ID of the IPERS member whose wages are being reported. When the page
is in add mode, selecting the ID automatically populates the fields
located in the Member Data section.

Member Data

Last Name Last name, first name and middle initial of the IPERS member. Last

First Name and first name are required. The last name may contain 20 charac-

Widdle Name ters, the first name 19 and the middle initial one.

Date of Birth Required. IPERS member’s date of birth, taken from Employee
Maintenance/Workforce Administration or entered manually for a
non-employee record.

SSN Required. Social security number of the IPERS member whose
wages are being reported.

Gender Required. IPERS member’s gender, taken from Employee Mainte-
nance/Workforce Administration or entered manually for a non-
employee record.

First Date of Employ- || Required. IPERS member’s hire date, taken from Employee Mainte-

ment nance/Workforce Administration or entered manually for a non-
employee record.

Home Address Complete address of the IPERS member. The first field of the Home

Zip Code Address and the Zip Code, City and State are required. Each Home

Gty Address field may contain 30 characters, the city 20.

State

Termination Date IPERS member’s termination date, taken from Employee Mainte-
nance/Workforce Administration or entered manually for a non-
employee record. If this date is entered, a Last Check Date is
required.

Employment Data

Occupation Class (lassification code tied to the IPERS member’s reported wage.
Taken from the User-Defined frame of the Employee Maintenance
page (or the Employment tab in Workforce Administration), this
code determines the rate used to calculate contributions for the
member and employer. The field holds two characters.

Period Wages IPERS-covered wages the member earned during the reporting

period. Selected by deduction gross, this field holds ten charac-
ters, including two decimal places.

lowa Fire and Police Retirement Report
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Field Description

Termination Indicator || Tells whether IPERS membership has been terminated. If the /A
PERS Termination Indicator box is checked on the User-Defined
frame of the Employee Maintenance page (or the Employment
tab in Workforce Administration), this box will be checked auto-
matically.

Last Check Date IPERS member’s last check date. If this date is entered, a Termina-
tion Date is required.

3 After making your entries, click OK to save them and update the grid on the lowa PERS List
page.

lowa PERS Report

The following steps show you how to generate the lowa PERS Report:

1 From the lowa PERS List page, click the Print button, or navigate to Human Resources >
State Requirements > IA > IPERS Report:

lowa PERS Report

Load Saved Report v Distribution Group ~|=
Override Report Title ) Email Group

Employer ID |

Create Transmittal File []

2 Make entries in the appropriate fields. The following table describes each field:

Field Description

Load Saved Report Saves this version of the report as a template for later use. When
you click Save, a popup will ask you to name the report. Type the
name, and click OK. The next time you want to run this report,
select its name from the Load Saved Report dropdown, and the
fields and list boxes will be populated automatically. If necessary,
you may edit entries before running the report. You may save as
many templates as you would like.

Override Report Title || Overrides the default title of the report (IPERS Periodic Wage
Detail).

Distribution Group A group of people selected to receive the report in myReports. Click

the dropdown prompt + to select the group, or click the blue-eye

prompt [&] to create a new distribution group. The report will be
sent to myReports for each person in the group.

lowa Fire and Police Retirement Report 14 %3 E.. new world
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Field Description

Email Group A group of people selected to receive the report by e-mail. Click
the dropdown prompt '+ to select the group. To create a new e-
mail group, click .

Employer ID Required. State-assigned number identifying the employer.

Create Transmittal File || Determines whether a transmittal file will be generated with the
report. Check this box to generate the file.

Wage Report Month || Required. Two-digit month of the reporting period.

Wage Report Year Required. Four-digit year of the reporting period.

3 After making your entries, click Print to generate and display the report. A PDF of the report
will be submitted to myReports. If you checked the Create Transmittal File box, a transmittal
file of the report data also will be sent to myReports.

Sample IPERS Periodic Wage Detail Report

New World Company

IPERS Periodic Wage Detail

Employer ID:- 12345 Reporting Perlod: 1//2007 - 111/2008

S8H Last Kama First Mama L] Oce ‘Wages  Term
Class Coda

GARRETT GAMPER SALES INC Mark J oM $39.206.00 L

HMOTT Jann P [ $20.000.00 N

HHOTT Jann P [1}] T N

Smme Jane oM $12000.55 K

Venkata Samy o $99,359.930.99 N

lowa Fire and Police Retirement Report 15
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lowa Fire and Police Retirement Report Setup

The lowa Fire and Police Retirement Report requires the setup of user-defined fields in Deductions and
Benefits Maintenance. These fields accommodate employee retirement contributions made through pay-
roll deductions.

Deduction Code User-Defined Field

One section header and one user-defined deduction code need to be set up for the lowa Fire and Police
Retirement Report. The user-defined deduction code will appear under the section header on the Deduc-
tion Code User-Defined Fields page in Deductions and Benefits Maintenance:

Section Header
IA Fire and Police Retirement Report
Check Box

IA Fire and Police Retirement

Deduction Section Header Setup

To set up the section header that will group the user-defined deduction code check box on the Deduction
Code User-Defined Fields page in Deductions and Benefits Maintenance, follow these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a
grid of existing user-defined deduction code section headers.

4 (lick New. The User-Defined Fields Section Header popup will open.

5 For Section Header, type IA Fire and Police Retirement Report. (The user-defined check box
that you will create for the lowa Fire and Police Retirement Report will appear under this
header on the Deduction Code User-Defined Fields page in Deductions and Benefits Mainte-
nance.)

6 Sequence Number is optional. Use it to tell where you want the 1A Fire and Police Retire-
ment Report section to appear in relation to other sections on the Deduction Code User-
Defined Fields page in Deductions and Benefits Maintenance; for example, if the page already
contains three sections (sequence numbers 1 through 3), and you want the IPERS Report sec-
tion to appear below those sections, select 4 from the dropdown. If you want the section to
appear somewhere in between, you will need to change the sequence numbers of the other
sections accordingly. If you want the section always to appear at the top of the page, select 7;
if you want it always to at the bottom of the page, select 99.

7  (lick OK. The popup will close, and the grid on User-Defined Field List page will refresh to
show the newly added IA Fire and Police Retirement Report section header.

" new world
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Deduction Code Check Box Setup

To set up the user-defined check box that will be part of the IA Fire and Police Retirement Report sec-
tion on the Deduction Code User-Defined Fields page in Deductions and Benefits Maintenance, follow
these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-
Defined Field List page will open.

2 Select Deduction from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid
of existing user-defined deduction code fields.

4 (lick New. The User-Defined Fields popup will open.

5 Complete the fields exactly as follows:

Field Value
Name [A Fire and Police Retirement
Section Header [A Fire and Police Retirement Report

Sequence Number (Optional)

Data Type Check Box

6 Click OK.

The Deduction Attributes grid on the User-Defined Field List page should contain a row for the
check box you have saved as part of the IA Fire and Police Retirement Report section on
the Deduction Code User-Defined Fields page in Deductions and Benefits Maintenance:

User-Defined Field List

Record Type |Deducl|on [v] Maintenance Type |N‘ll’lbU198 e
L S N
2004W2Box10 Text
2004W2Box12 Text
2004W2Box 14 Text
ASRS Text
ID PERSI Contribution Text
IMRF Text
OHP&F Text
LAD o Lot
|A Fire and Police Retirement Report |A Fire and Police Retirement Check Box
Con T et ] reresn |
lowa Fire and Police Retirement R *
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owa Fire and Police Retirement Report 17 s> New world
®

a tyler erp solution



lowa State Requirements

Benefit Code User-Defined Field

One section header and one user-defined benefit code need to be set up for the lowa Fire and Police
Retirement Report. The user-defined benefit code will appear under the section header on the Benefit
Code User-Defined Fields page in Deductions and Benefits Maintenance:

Section Header
IA Fire and Police Retirement Report
Check Box

IA Fire and Police Retirement

Benefit Section Header Setup

To set up the section header that will group the user-defined benefit code check box on the Benefit Code
User-Defined Fields page in Deductions and Benefits Maintenance, follow steps 1-7 on page 16, replacing
Deduction with Benefit in step 2.

Benefit Code Check Box Setup

To set up the user-defined check box that will be part of the IA Fire and Police Retirement Report sec-
tion on the Benefit Code User-Defined Fields page in Deductions and Benefits Maintenance, follow steps 1-
6 on page 17, replacing Deduction with Benefit in step 2.

When you are finished, the Benefit Attributes grid on the User-Defined Field List page should contain a
row for the check box you saved as part of the IA Fire and Police Retirement Report section on the
Benefit Code User-Defined Fields page in Deductions and Benefits Maintenance:

User-Defined Field List

Record Type |Beﬂ9ﬂ [v] Maintenance Type |N‘ll’lbU198 e
L S N
2004W2Box10 Text
2004W2Box12 Text
2004W2Box 14 Text
ASRS Text
OHP&F Text
LAD o Lot
|4 Fire and Police Retirement Report |4 Fire and Police Retirement Check Box
Con T et ] reresn |
lowa Fire and Police Retirement R * ”
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Deduction Code Setup for lowa Fire and Police Retirement Reporting

To set up the /A Fire and Police Retirement deduction code for lowa Fire and Police Retirement reporting,
follow these steps:

1 Navigate to Maintenance > Human Resources > Deductions and Benefits Maintenance
> Deductions. The Deduction List page will open.

2 Highlight a deduction.

3 (lick the User-Defined Fields button. The Deduction Code User Defined Fields page for the
selected deduction will open:

Deduction List

Deduction Code User Defined Fields - BP Pension

2004W2B0x10

2004W2B0x12

2004W2Box14

ASRS

ID PERSI Contribution

IMRF

OHP&F

WiRetire

IA Fire and Police Retirement Report

I |A Fire and Police Retirement [ ] I

Csove ] et

4 Under the IA Fire and Police Retirement Report header, check the /4 Fire and Police Retire-
ment box if wages will be applied to the selected deduction code in IA Fire and Police Retire-
ment reporting.

5 C(lick Save.

6 Repeat these steps for all appropriate deductions.

Benefit Code Setup for lowa Fire and Police Retirement Reporting

To set up the /A Fire and Police Retirement benefit code for lowa Fire and Police Retirement reporting, fol-
low the steps above, replacing references to Deduction(s) with Benefit(s).

Each employee who has at least one deduction or one benefit that has the /A Fire and Police Retirement
check box selected will appear on the report.

Create lowa Fire and Police Retirement Report

Once you have set up the necessary user-defined fields, follow these steps to create the lowa Fire and
Police Retirement Report:
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1 Navigate to Human Resources > State Requirements > |IA > Fire and Police Retirement

Report:
Iowa Fire and Police Retirement Report
Load Saved Report | ] Distribution Group | ] @
Override Report Title | | Email Group | | B

From Date

To Date

i

Employer Name

Create Transmittal File [

2 Make entries in the appropriate fields. The following table contains descriptions of the fields:

Field Description

Load Saved Report Saves this version of the report as a template for later use. When you
click Save, a popup will ask you to name the report. Type the name, and
click OK. The next time you want to run this report, select its name from
the Load Saved Report dropdown, and the fields and list boxes will be
populated automatically. If necessary, you may edit entries before run-
ning the report. You may save as many templates as you would like.

Override Report Title || Overrides the default title of the report (lowa Fire and Police
Retirement Report).

Distribution Group A group of people selected to receive the report in myReports. Click
the dropdown prompt i+ to select the group, or click the blue-eye

prompt [ to create a new distribution group. The report will be
sent to myReports for each person in the group.

Email Group A group of people selected to receive the report by e-mail. Click
the dropdown prompt '+~ to select the group. To create a new e-
mail group, click .

From Date Required. The first check date that will be included in the report
data.

To Date Required. The last check date that will be included in the report
data.

Employer Name Employer name.

(reate Transmittal File || Select to have a transmittal file of the data sent to myReports.

3 After making your selections, click the Print button. The report will be generated and dis-
played. If you selected the Create Transmittal File check box, a transmittal file of the data will
be sent to myReports.
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Sample lowa Fire and Police Retirement Report

= =lre s
M 4 Jof3 b M @ [0% V] Find et Bb- & [“Send to myReports |
Iowa Fire and Police ~
Retirement Report
Check Date Range 01/01/15 - 02/08/16
Enployes ssu Deducon Amount encht Amount Eamable Compenation
S A W S To %
565 Abdl, Wapne Samue e 5000 %
2006 Addal Shs 2309 S50 %
5274 Andarman, pere € el s o0
565 Anich, Tsna W Ser a7 ‘o %
2267 s, Jamar Sseri10 ‘o o0
5003 Bz, Quentn A s o %
1505 becse, 0days D o %
752 o, Agusin R et 5500 o0
2953 Bl ke A 677050388 o %
5167 sohmer rona s seraiss ‘o o0
1506 Botemilr Kadn & 755359508 oo %
10% Boun, Ragan's 573308 ores %
2400 e, Rman R s00253126 ] o0
5525 Buscmann Keth W3 S 7055 o %
3054 Bucil, Jon > e ‘o o0
750 Compus, v 03522632 5000 %
2508 Capptt, Amoni T s ety S %
1565 Comevle, Voranca3 1es72-520 3500 o0
2064 Cortam, 512 0 077276199 S5 %
1224 Cover,Dion T 043318209 “om o0
2218 Chad, nathale T 0165148 3500 %
135 Cht TodiE 05526197 o %
5050 climer, bomik 3 e s o0
3059 Cotatot, Gustvo 31 Ser a5 S5 %
3071 Cony 50 5527633 o o0
1 Cooery 205308 P %
5527 Crale, Kaermak S210595 S50 %
3143 Croh Ss546.7803 s o0
1706 Garory, hae Cr S a5 o %
1655 Dovd,Syana Tovsrere S50 o0
501 Dembovl, sty D e S5 %
2045 Denurger, Paton serarsem B %
2509 Drags Loy Text 056301435 S o0
3005 Emmt, St o133 B %
5223 Fomer, T vt S o0
3276 Fer o et S5 %
3562 Figgns, voward Fera B %
225 Fibum, Seams p Sstaras S o0
502 Pk, Ay € i B %
262 b, Bt & 355458907 S o0
520 Gage, nka ev525138 sass %
1765 Coldnan, llnt. 2230268 S50 %
1715 Coldiwt, Data A To7as 88 S o0
746 Golnk, Enma DIt e B %
2004 G, Rarond A Tosa5.09 S o0
1874 Gasom, ey A Tress S5 %
169 e o e Taerin B % y
524 Hacier,Esence S5t Sso %0

lowa Fire and Police Retirement Report 21

. new world

solution

a tyler erp



lowa State Requirements

O -
lowa Fire and Police Retirement Report 22 0.:':.. new world
.. a tyler erp solution



	Overview
	1 “Iowa PERS Report Setup” p. 2
	2 “Create Iowa PERS Data” p. 10
	3 “Iowa PERS List” p. 11
	4 “Add and Edit Member Information” p. 12
	5 “Iowa PERS Report” p. 14
	6 “Sample IPERS Periodic Wage Detail Report” p. 15
	7 “Iowa Fire and Police Retirement Report Setup” p. 16
	8 “Create Iowa Fire and Police Retirement Report” p. 19

	Iowa State Requirements
	Iowa PERS Report Setup
	Employee User-Defined Fields
	Employee Section Header Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration, select Employee Employment).
	3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined employee section headers:
	4 Click New. The User-Defined Fields Section Header popup will open:
	5 For Section Header, type IPERS Report. The user-defined text fields that you will create for the Iowa PERS Report will be grouped under this header on the Employee User-Defined page in Employee Maintenance (or the Employment tab in Workforce Admini...
	6 Use the Sequence Number field to tell where you want the IPERS Report section to appear in relation to other sections on the Employee User-Defined page in Employee Maintenance (or the Employment tab in Workforce Administration); for example, if the...
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added IPERS Report section header:

	Employee Text Fields Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration, select Employee Employment.)
	3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined employee fields:
	4 Click New. The User-Defined Fields popup will open:
	5 Complete the fields exactly as follows:
	6 Click OK. The IA PERS Occupation Class field will be added to the Employee Attributes grid on the User-Defined Field List page.


	Deduction Code User-Defined Field
	Deduction Code Section Header Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined deduction code section headers.
	4 Click New. The User-Defined Fields Section Header popup will open.
	5 For Section Header, type IPERS Report. (The user-defined check box that you will create for the Iowa PERS Report will appear under this header on the Deduction Code User-Defined Fields page in Deductions and Benefits Maintenance.)
	6 Use the Sequence Number field to tell where you want the IPERS Report section to appear in relation to other sections on the Deduction Code User-Defined Fields page in Deductions and Benefits Maintenance; for example, if the page already contains t...
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added IPERS Report section header.

	Deduction Code Check Box Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined deduction code fields.
	4 Click New. The User-Defined Fields popup will open.
	5 Complete the fields exactly as follows:
	6 Click OK.


	Employee Setup for Iowa PERS Reporting
	1 Navigate to Human Resources > Employee Maintenance. (If you use Workforce Administration, Human Resources > Workforce Administration > Search.) The Employee List/ Employee Search page will open.
	2 Use the search controls to produce a list of employees.
	3 Click the Employee Number link for the employee you want to set up for retirement system reporting. The Employee page will open.
	4 From the Attribute dropdown, select User Defined. (In Workforce Administration, click the Employment tab to bring it forward.) The page will refresh to show existing user-defined fields, including an IPERS Report section containing the two text fie...
	5 Under the IPERS Report section header, make the appropriate entries. The following table contains the valid entries for IA PERS Occupation Class:
	6 After making your entries, click Save to save them.
	7 Repeat these steps for each employee who will be included in the report.

	Deduction Code Setup for Iowa PERS Reporting
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits Maintenance > Deductions. The Deduction List page will open.
	2 Highlight a deduction.
	3 Click the User-Defined Fields button. The Deduction Code User Defined Fields page for the selected deduction will open:
	4 Under the IPERS Report header, check the IA PERS Deduction box if PERS wages will be applied to the selected deduction code in PERS reporting.
	5 Click Save.
	6 Repeat these steps for all appropriate deductions.


	Create Iowa PERS Data
	1 Navigate to Human Resources > State Requirements > IA > Create IPERS Data:
	2 Make entries in the appropriate fields. The following table contains descriptions of the fields:
	3 After making your selections, click the Submit button.
	4 A message will be displayed, telling you the previously created work file will be cleared and asking whether you want to continue. If you do, click Accept. The current retirement system data will populate the work file, and the Iowa PERS List page ...

	Iowa PERS List
	Add and Edit Member Information
	1 If you need to add an employee to the Iowa PERS List, click the New button; if you want to edit data for a particular employee, click the hyperlinked Employee Name. In both cases, the Iowa PERS Entry popup will open:
	2 Make entries in the appropriate fields. The following table contains descriptions of the fields:
	3 After making your entries, click OK to save them and update the grid on the Iowa PERS List page.

	Iowa PERS Report
	1 From the Iowa PERS List page, click the Print button, or navigate to Human Resources > State Requirements > IA > IPERS Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After making your entries, click Print to generate and display the report. A PDF of the report will be submitted to myReports. If you checked the Create Transmittal File box, a transmittal file of the report data also will be sent to myReports.

	Sample IPERS Periodic Wage Detail Report
	Iowa Fire and Police Retirement Report Setup
	Deduction Code User-Defined Field
	Deduction Section Header Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Section Headers from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined deduction code section headers.
	4 Click New. The User-Defined Fields Section Header popup will open.
	5 For Section Header, type IA Fire and Police Retirement Report. (The user-defined check box that you will create for the Iowa Fire and Police Retirement Report will appear under this header on the Deduction Code User-Defined Fields page in Deduction...
	6 Sequence Number is optional. Use it to tell where you want the IA Fire and Police Retirement Report section to appear in relation to other sections on the Deduction Code User- Defined Fields page in Deductions and Benefits Maintenance; for example,...
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added IA Fire and Police Retirement Report section header.

	Deduction Code Check Box Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User- Defined Field List page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined deduction code fields.
	4 Click New. The User-Defined Fields popup will open.
	5 Complete the fields exactly as follows:
	6 Click OK.


	Benefit Code User-Defined Field
	Benefit Section Header Setup
	Benefit Code Check Box Setup

	Deduction Code Setup for Iowa Fire and Police Retirement Reporting
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits Maintenance > Deductions. The Deduction List page will open.
	2 Highlight a deduction.
	3 Click the User-Defined Fields button. The Deduction Code User Defined Fields page for the selected deduction will open:
	4 Under the IA Fire and Police Retirement Report header, check the IA Fire and Police Retirement box if wages will be applied to the selected deduction code in IA Fire and Police Retirement reporting.
	5 Click Save.
	6 Repeat these steps for all appropriate deductions.

	Benefit Code Setup for Iowa Fire and Police Retirement Reporting

	Create Iowa Fire and Police Retirement Report
	1 Navigate to Human Resources > State Requirements > IA > Fire and Police Retirement Report:
	2 Make entries in the appropriate fields. The following table contains descriptions of the fields:
	3 After making your selections, click the Print button. The report will be generated and displayed. If you selected the Create Transmittal File check box, a transmittal file of the data will be sent to myReports.
	Sample Iowa Fire and Police Retirement Report



