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REPORTS

Overview

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

e http://www.kewes.ky.gov

e hittp://kyret.ky.gov/index.php/employers/start/

“Kentucky Quarterly Tax and Wage Report” on page 1-2.
“Kentucky Retirement Report” on page 1-5.

“Kentucky Retirement Maintenance” on page 1-7.

A WO N =

“Kentucky Retirement List” on page 1-10.
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Kentucky Quarterly Tax and Wage Report

The “Kentucky Quarterly Tax and Wage Report” page enables authorized users to
submit wage information electronically to the State and to run a report to verify the
information.

Security

Maintenance > Logos Suite > Security > Users

A security component, Kentucky Quarterly Tax and Wage Report, exists for the

report:
User List
Permissions - New World Systems ® hige Search
Permission Type ~ Company Applications - Feature Group  <All> ~ UserSpecic [
Component Name  Kentucky Quarterly Application -
Company (City of NWS_ [+
hi Al | An | add |change| Delete | ViewrUse| Print |
Human Resources Kentucky Quarterly Tax And Wage Report
Current Page: 1 Total Number of Pages: 1 Total Records: 1

[ save J_checkal ] clearal § Demyal [ inherit J usertased J spra Jben ]

Give permission to the users who should have access to this feature, and click

8 to retain the settings. The new authorization will take effect once the user has
logged off and back on to the system.

Logos.NET Human Resources 1-2 Last Revised: June 22, 2011
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Running the Report

Human Resources > State Requirements > KY > Quarterly Tax and Wage Report

Kentucky Quarterly Tax And Wage Report

Load Saved Report b | Distribution Group h @
Override Report Title | | Email Group | b E
Submission Period Employer Information

Quarter iﬂ " Contact Name
Year 2010 Contact Phone | H

Taxable Wage Limit F.E. I Number |635120024
Tax Rate Employer Number ’ﬁ, -

Create DiskFile [

S ourcoes. |

Available Department(s): 26 Selected Department(z): 0

BOW - Board of Public Works & Safety ~

BPD - Building, Flanning & Development ?J

BZA - Board of Zoning Appeals

Clerk - Clerk-Treasurer

Council - Common Council )_))

Elec- Electric

Eng - Engineering

Fire - Fire {

HR - Human Resources 2/

IS - Information Systems

Legal - Legal Department «

Mayor - Mayar v 3
Lerini ] resei ] sove ] saveo )

1 Select the Quarter for which you want to run the report.

2 The Year is required. The current year is the default value. Specify the year
for the quarter you have chosen.

3 Specify the Taxable Wage Limit for the report. This value is required. Tax-
able wages beyond the limit defined will be reported as excess wages. The
acceptable range is $.01 through $999,999.99.

4 Enter the Tax Rate used to calculate the tax due. This value is required; the
acceptable range is 0.001% through 99.999%.

5 Select the Create Disk File check box if you want to create a transmittal file
in addition to the print version.

6 The Contact Name is the person whom the state can contact if there are
questions or concerns about the quarterly wage information. This value is
required; it may contain up to 30 characters.

7 The F.E.I. (Federal Employer Identification) Number field displays the Fed-
eral Tax ID number defined in Company Suite Settings. This value is
required and contains nine digits.

8 The Employer Number is required. It is made up of a two-digit prefix, a six-
digit employer number, and an optional one-character suffix. This number
is assigned by the agency that will receive the report.

9 At least one Department must be selected for the report. Select the depart-
ments you want to include in the output.

10 At least one Hours Code must be selected for the report. Select the hours
codes used to calculate taxable wages.

11 Click @I0® to send the listing to myReports.

Last Revised: June 22, 2011 1-3 Logos.NET Human Resources
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Report Output

Generated via the “Kentucky Quarterly Tax and Wage Report” page, the report pro-
vides users with information detailing year-to-date, quarterly, taxable, excess, and
year-to-date excess employee wages for the quarter and year selected. A sample
report appears below.

@ Kentucky Quarterly Tax And Wage Report - Windows Internet Explorer
H 4 9 ofg b bl 100% - Find | Next  Select a format v Export  |9] =}

X Kentucky Quarterly Tax
And Wage Report
Quarter 1 Year 2011
Tax Rate 6.00% Taxable Wage Limit 100,000.00
Employee SSN YTD Wages _Taxable Wages Tax Due _ Excess Wages _ YTD Excess Wages
1786 Wheelan, Jaida M 181-60-6359 19,442.85 19,442.85 19,442.85 .00 .00
2336 Whitcome, Karissa L 402-25-2890 6,480.95 6,480.95 6,480.95 .00 .00
4503 Whitegoat, Dayna P 456-21-9472 741.60 741.60 741.60 .00 .00
2957 Whyte, Adrienne L 344-94-4820 10,645.44 10,645.44 10,645.44 .00 .00
2808 Widberger, Aspen R 600-91-6663 6,562.81 6,562.81 6,562.81 .00 .00
2463 Wiliemae, Leiani A T 670-79-7642 13,441.35 13,441.35 13,441.35 .00 .00
963 Wilinger, Donavon R 652-48-7639 12,122.01 12,122.01 12,122.01 .00 .00
1194 Wirfs, Guilermo J 619-87-4720 18,149.97 18,149.97 18,149.97 .00 .00
4454 Wismer, Cheyanne N 163-90-4526 523.82 523.82 523.82 .00 .00
2738 Wiittler, Kyla M 909-92-9182 5,670.05 5,670.05 5,670.05 .00 .00
849 Witvoet, Domenic FJR  218-02-9261 8,826.49 8,826.49 8,826.49 .00 .00
1919 Witvoet, Domenic L 655-76-5416 10,585.77 10,585.77 10,585.77 .00 .00
4504 Woodrich, Brooks M 617-72-5921 375.45 375.45 375.45 .00 .00
2269 Woolem, Augustus A 025-07-4538 1,096.41 1,096.41 1,096.41 .00 .00
865 Word, Aniyah £ 001-12-8348 26,554.13 26,554.13 26,554.13 .00 .00
1628 Workings, Felipe P 163-53-1400 16,995.84 16,995.84 16,995.84 .00 .00
8063 Worie, Bridget L 131-90-3864 80.00 80.00 80.00 .00 .00
1233 Wrape, Ceciia J 506-58-7500 27,038.61 27,038.61 27,038.61 .00 .00
3602 Yearicks, Amiya N 970-10-4495 121679 1,216.79 1,216.79 .00 .00
4527 Yurich, Stephon R 305-40-3158 1,068.72 1,068.72 1,068.72 .00 .00
2334 Zadra, Juissa ] 562-15-1035 17,149.35 17,149.35 17,149.35 .00 .00
3590 Zahradnik, Ayanna A 430-40-4637 1,529.72 1,529.72 1,529.72 .00 .00
420 Zavatson, Anastasa M 977-11-6390 1,200.00 1,200.00 1,200.00 .00 .00
2115 Zavattieri, Erika L 280-28-8182 17,610.36 17,610.36 17,610.36 .00 .00
1356 Zbel, Dayton 522-67-6826 8,826.48 8,826.48 8,826.48 .00 .00
3405 Ziko, Parker R 751-80-4953 2,640.35 2,640.35 2,640.35 .00 .00
3012 Zmijewski, Jaylen S 216-49-9106 7,618.26 7,618.26 7.618.26 .00 .00
Grand Totals  Employees 603  $4,862,938.55 $4,862,938.55 $4,862,938.55 $0.00 $0.00

Employee Count First

Tax Due  $291,776.31 Month 637 Employee Count Second Month 644 Employee Count Third Month 178

Run by NWS on 06/17/2011 02:26:02 PM Page 9 of 9
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Kentucky Retirement Report

The Kentucky Retirement Report allows users to create a transmittal file that is
used to download data monthly to the Kentucky retirement system. It also creates a
report that organizations can use to verify the transmittal file information.

This is an old version of the report that will be invalid some time in 2011 (date to be
determined). After that date, use the “Kentucky Retirement Maintenance” on page 1-7 to set up
the report, and use “Kentucky Retirement List” on page 1-10 to generate the new report and the
transmittal file.

Security

Maintenance > Logos Suite > Security > Users

A security component, Kentucky Retirement Report, exists for the report:

User List

Permissions - New World Systems ® hide search

Permission Type ~ Company Applications *  Feature Group  <All> *  UserSpecific |

Component Name  Kentucky Retirement Re Application  Human Resources -

Company |City of NWS v
i A | AU | Add | Change Delete | View/Use| Print |
Human F Kentucky Report ) V]
Current Page: 1 Total Number of Pages: 1 Total Records: 1

Give permission to the users who should have access to this feature, and click

to retain the settings. The new authorization will take effect once the user has
logged off and back on to the system.

Running the Report

Human Resources > State Requirements > KY > Kentucky Retirement Report

Last Revised: June 22, 2011 1-5 Logos.NET Human Resources
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When you select the Kentucky Retirement Report, you will see a screen like the fol-

lowing:
Kentucky Retirement Report
Load Saved Report | v D Group | =]
Override Report Title ‘ ‘ Email Group v ﬁ

From Check Date iz
To Check Date =

Create DiskFile [

tion Benefi

roups eductions e
Selected Beneft Group(s): 0

Available Benefit Group(s): 8
BZAIPC - BZA & Plan Comm

FIRE F - Firefighter ?J
HRLY - Hourly
POL/OFFIC - Police Officer
PT - Part Time )-))
RESERVE - Reserve Officers (NOT PAID)
SAL - Salary
SEASOM - Seasonal ‘(J
VOL FIRE - Volunteer Fire

©

(oo

1 A check date range is required. Enter a From Check Date and To Check Date
value.

2 Select the Create Disk File check box if you want to create a transmittal file
in addition to the print version.

3 At least one Benefit Group must be selected for the report. Select the benefit
groups you want to include in the output.

4 At least one Hours Code must be selected for the report. Select the hours
codes you want to include in the output.

5 At least one Regular Deduction must be selected for the report. Select the
regular deductions you want to include in the output.

6 At least one Service Deduction must be selected for the report. Select the
service deductions you want to include in the output.

7 At least one Benefit must be selected for the report. Select the benefits you
want to include in the output.

Logos.NET Human Resources 1-6 Last Revised: June 22, 2011
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Kentucky Retirement Maintenance

The Kentucky Retirement Maintenance page allows organizations to maintain the
reporting values used consistently in retirement reports.

Security

Maintenance > Logos Suite > Security > Users

A security component, Kentucky Retirement Maintenance, exists for the report:

User List

Permissions - New World Systems

©® tide Search
Permission Type  Company Applications > Feature Group  <All> ~  Userspecific [

ComponentMame  Kentucky Retirement h: Application  Human Resources -

Company ity of NWS vl
=
Application / | Companent | AU | Add |Change| Delete | View/Use| Print |
Human Resources Kentucky Refirement Maintenance
Current Page: 1 Total Number of Pages: 1 Total Records: 1

saie Y- crecsn T ceacan Y vonsin Lomneri Y usesasea [ <ore Lo

Give permission to the users who should have access to this feature, and click

9 to retain the settings. The new authorization will take effect once the user has
logged off and back on to the system.

Retirement Maintenance

Company Settings Tab

This tab contains the fields that define company-level information that should be
used each time this report is run.

Kentucky Retirement Maintenance

VRIS (Tl Compensation Settings = EECON Settings | HICON Settings

Employer Code
Report Type

IRS Limit $0.00

[ save ] Rese ]

1 The Employer Code is required. It may contain up to five characters. This is
the state-assigned, numeric code identifying the employer.

2 The Report Type is required. It may contain up to four characters. The possi-
ble values are as follows:

» KERS: Kentucky Employees Retirement System
D CERS: County Employees Retirement System

Last Revised: June 22, 2011 1-7 Logos.NET Human Resources
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SPRS: State Police Retirement System

‘g New World Systems

3 The IRS Limit is required. The maximum value is $9,999,999.99.

Compensation Settings Tab

This tab allows the user to define wage codes for each hours code:

Kentucky Retirement Maintenance

Company Settings

(o1 L EDEETDL IR EECON Settings | HICON Settings

Hours Code Wage Code

CERT SP ASSOC - Special Certificati 08
CERT SP 7+ - Special Certifications 707
CERT 8P 4-6 - Special Cerfifications 06
CERT 8P 1-2 - Special Cerifications 05
CERT PAY - Certification Firefighter 1 {04
CARALLOW - Car Allowance 03
BEREAV 5 - Bereavement Salary 02
BEREAV H - Bereavement Hourly 01
ACE GRANT - ACE Grant 07-DJ-086 00
CLOTHALLOW - Clothing Allowance

DT - Double Time

ELEC - FRANCH - Electric - Franchist

F OT - Fire Overtime

GRANT - OPO & AggressiveDriving G

HOL H - Holiday Hourly
HOL S - Holiday Salary
MIL H - Wilitary Hourly
MIL S - Military Salary
OT H - Overtime Hourly
0T § - Overtime Salary

<

To define or change a wage code, double click in that cell and update the value. The
acceptable codes for compensation are as follows:

00 Regular Pay

01 Additional Creditable Compensation
02 Leave Without Pay

03  Bonus/Severance Payment

04 IPS Payment

05 Probationary Period Completion
06 Lump Sum Compensatory Pay
07  State-Funded Expenditures

08 Alternate Sick Leave Payment
09  Furlough

10  Layoff

11 Summer Months

Click @9 to store the changed value.

Logos.NET Human Resources
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EECON Settings Tab

The EECON Settings tab allows users to define employee contributions. When you
click this tab, you will see the following:

Kentucky Retirement Maintenance
Company Settings Compensation Settings [EAJ&e/RTIINLEN HICON Settings

Pre Tax EECON hwlTax EECON

AFLAC-POST - AFLAC After Tax -~ AETMA - Deferred Comp 457 Plan
AFLAC-PRE - AFLAC Pre Tax

AUL - AUL After =

AUL 457 - American United Life 457 Plan
AUL LOAN - American United Life 457 Loan
CHILD - Child Support

COL-POST - Colonial After Tax
COL-PRE - Colonial Pre Tax

DC-DC

Deduction-01- Deduction-01 Desc -«
Deduction-02 - Deduction-02 Desc
Deduction-03 - Deduction-03 Desc

Deduction-04 - Deduction-04 Desc o,
Deduction-05 - Deduction-05 Desc o

Available: 54 Selected: 1

Ciave I ssed]

Both Pre-Tax and Post-Tax EECON can be defined from this tab. Only active codes
are available for selection.

A deduction that is selected for EECON cannot be used for HICON. A deduction cannot be
used for both Pre-Tax EECON and Post-Tax EECON.

Click ®™ to store the settings.

HICON Settings Tab

The HICON Settings tab allows users to define health insurance contributions.
When you click this tab, you will see the following:

Kentucky Retirement Maintenance
Company Settings | Compensation Settings =~ EECON Settings [l[«o] BT

Pre Tax HICON

AETNA - Deferred Comp 457 Plan A AUL - AUL After
AFLAC-POST - AFLAC After Tax
AFLAC-PRE - AFLAC Pre Tax

AUL 457 - American United Life 457 Plan
AUL LOAN - American United Life 457 Loan ~
CHILD - Child Suppart

COL-POST - Colonial After Tax

COL-PRE - Colonial Pre Tax

DG-DC

Deduction-01 - Deduction-01 Desc -«
Deduction-02 - Deduclion-02 Desc N
Deduction-03 - Deduction-03 Desc

Deduction-04 - Deduction-04 Desc 4

Deduction-05 - Deduction-05 Desc v

Available: 54 Selected: 1

oo I s

Only active deduction codes are available for selection.

A deduction that is selected for HICON cannot be used for EECON.

Click ®™ to store the settings.

Last Revised: June 22, 2011 1-9 Logos.NET Human Resources
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Kentucky Retirement List

The Kentucky Retirement List page allows the user to upload data each month to
the Kentucky Retirement System and run a report to verify the content of the trans-
mittal file.

Security

Maintenance > Logos Suite > Security > Users

A security component, Kentucky Retirement List, exists for the report:

User List

Permissions - New World Systems ® Hige Searc

Permission Type ~ Gompany Applications v Feature Group  <All> v UserSpecific [

ComponentName  Kentucky Refirement Li: Application -

Company |City of NWS v
=D
Application ‘Cnmpunenl | All \ Add |C||ange‘ DEIEIE‘ViethSE‘ Print \
Human Resources Kentucky Retirement List

Current Page: 1 Total Number of Pages: 1 Total Records: 1

Give permission to the users who should have access to this feature, and click

FT8 to retain the settings. The new authorization will take effect once the user has
logged off and back on to the system.

Setup

Maintenance > Logos Suite > Security > User-Defined Fields

Employee user-defined fields must be set up for several fields on the Kentucky
Retirement Entry page. Set up the following user-defined fields, per these specifia-
tions:

For customers who are using Workforce Administration, select Employee Employment from

the Record Type control.
Max
Field Name Data Type Length Examples
KY Ret Contribution Group Text 10 KNHZNH, KHZHI, CHZNH, etc.
KY Ret Member ID Text 9 Assigned by KRS

Logos.NET Human Resources 1-10 Last Revised: June 22, 2011
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Max
Field Name Data Type Length Examples
KY Ret Employment Begin Date
Date
KY Ret Employment End Date
Date
KY Ret Employment End  Text 2 * 00 = Change in System, Plan, Contribution Group, or
Reason Job Position

* 01 = Retirement

e 02 = Death

* 03 = Termination

* 04 = Change in Position Status

e 05 = Transfer
KY Ret Job Position Text 4 * 0000 = Constitutional Officer with General Assembly

e 0001 = Magistrate

* 0002 = Coroner

e 0003 = Mayor

* 0004 = City Council

e 0005 = Volunteer Fireman

* 0006 = Master Commissioner
* 0007 = Jailer (Non-Haz)

* 0008 = Sheriff (Non-Haz)

* 0009 = Police (Non-Haz)

* 0010 = Fire (Non-Haz)

* 0011 = EMS (Non-Haz)

* 0012 = General Assembly Employee
* 0013 = Other

e 0014 = County Attorney Employee
KY Ret Position Status Text 2 * 00 = Regular Full Time

e 01 =Part Time

e 02 = Probationary (CERS use only)

* 03 = Seasonal

e 04 = Temporary

* 05 = Emergency

* 06 = Interim

e 07 = Regular Full Time Less Than 12 Months
¢ 08 = Intermittent Employee

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

Last Revised: June 22, 2011 1-11 Logos.NET Human Resources
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Human Resources > State Requirements > Kentucky > Kentucky Retirement List

The list allows the user to create data for a specified check date range and review
the data either on screen or by a report. The user can then make changes to existing
data or add new data before printing the final report and generating the transmittal

file.

Kentucky Retirement List

Employee

ALLIANCE EQUIPMENT COMPANY INC -
ALLIANCE EQUIPMENT COMPANY INC -
ALLIANCE EQUIPMENT COMPANY INC -

ATLANTIC TEXTILE COMPANY - 709
ATLANTIC TEXTILE COMPANY - 709
ATLANTIC TEXTILE COMPANY - 709
AYERS DISTRIBUTING COMPANY - 389
AYERS DISTRIBUTING COMPANY - 369
AYERS DISTRIBUTING COMPANY - 369
Baber, Michelle A- 564

Baber, Michelle A - 564

Baber, Michelle A - 564

Bauermeister, Tracy M - 350
Bauermaister, Tracy M - 350

Bauermeister, Tracy M- 350

SsH

504 158-02-0232
504 158-02-0232
504 158-02-0232

159-47-0156
159-47-0156
159-47-0156
160-56-3082
160-56-3082
160-56-3082
059-54-3445
059-54-3445
059-54-3445
156-94-7969
156-94-7969
156-04-7969

Payment Reason Salary|  Pre-Tax EECON
02 §750.00 50.00
01 $750.00 50.00
00 §750.00 50.00
00 §750.00 $198.18
02 $750.00 $198.18
01 §750.00 5198.18
02 §750.00 50.00
01 §750.00 50.00
00 §750.00 50.00
00 $750.00 $183.06
01 §750.00 5183.06
02 §750.00 $183.06
02 $750.00 $319.26
01 §750.00 5319.26
00 5750.00 5319.26

Post-Tax EECON

$0.00
$0.00
$0.00
$27.70
$27.70
$27.70
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$27.70
$27.70
$27.70

Pre-Tax HICON

$23.90
$23.90
$23.90
$35.46
53546
$35.46
$0.00
$0.00
$0.00
$73.70
$7370
$7370
$169.10
$169.10
$169.10

0, create il New !

Print 7 Refresh B Export [ Options

Each employee name is a hyperlink that allows the retirement record to be edited.

Click the button to enter a new employee into the retirement system:

Kentucky Retirement List

Kentucky Retirement Entry
Member Identification Information

Emplojee | fwerbabe ]

LastName |

First Name

miodlelnial ||
Social Security Number |

Street Address
ZpCote [ Emerfake o]

City/ State |
International Address Flag [

Member Wage Information

L____§

Address
Country

Date of Birth o
Marital Status
Member 1D l:l
Emplayment Begin Date iz
Employment End Date i
End Reason
Increment Date i
ConractDays | |
EmployerBiling Codes ||

Days Worked > Zero Flag [

Employer Paid ERCON  []

Payroll Frequency
Contribution Group
Scheduled Hours Per Day

Job Posttion
Position Status ,7
PaymentReason |
Twpe OfRate OTPay | |
salay |
salary ver RSLimit |
RateotPay |
EstAdd Compensaion | |

o Lososton [ L osa

— ]
PostEECON | |

_—

—— |

Accrued Sick Leave Hours l:l
P — |
Sick Leave Accrual Rate l:l
|
Ann. Leave Accrual Rate l:l
Compensatory Leave l:l

Selecting a name from the Employee field will populate the name, Social Security

Number, address, Date of Birth, Gender, and Marital Status information.

Logos.NET Human Resources
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The following fields are required employee information to create a retirement
entry:

e Enter an Employment Begin Date. This is the date on which the employee
started his or her employment with the organization.

e Enter the Payroll Frequency for the employee.

e Enter the Contribution Group to which the employee belongs.
e Enter the Scheduled Hours Per Day the employee works.

e Enter the Job Position the employee holds.

e Enter the Position Status for the employee’s job.

e Enter the Payment Reason code. See “Compensation Settings Tab” on
page 1-8 for a list of these codes.

e Enter the employee’s Salary.
e Enter the Salary Over IRS Limit amount that the employee earns.

¢ Enter the employee’s Rate of Pay.

Click @ to add the employee to the retirement list.

To create new retirement data, click the button. You will see the following
screen:

Create KY Retirement Data
From Check Date i
To Check Date G

A check date range is required. Enter a From Check Date and To Check Date and click

to create retirement data for this check date range. The data will be added to
the Kentucky Retirement List page.

Last Revised: June 22, 2011 1-13 Logos.NET Human Resources
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Clicking will launch an SSRS report of the list and generate a transmittal

file to be uploaded via the secure KRS Employer Self-Service web site.

& Kentucky Retirement Listing Report - Windows Internet Explorer

=8 )

I

n

M 4 1 of32 b Bl 100% Find | Next  Select a format - Export =
Kentucky Retirement Earnings and Contributions
Employee 55N Member 1D Posting Month
1489 11-A, In 163-29-4646 201012
Member Wage Information
Payment Reason 00 Pre-Tax EECON $0.00
Rate of Pay $7.55 Post-Tax EECON $0.00
Type of Rate of Pay 00 Pre-Tax HICON $EI 00
Salary $750.00 Employer Paid ERCON Yes
Salary Over IRS Limit $67.30 Estimated Additional Compensation £0.00
708 ALLIANCE EQUIPMENT COMPANY INC 158-02-0232 201012
Member Wage Informatior
Payment Reason 02 Pre-Tax EECON §0.00
Rate of Pay $16.56 Post-Tax EECON $0.00
Type of Rate of Pay oo Pre-Tax HICON 8525.80
Salary £750.00 Employer Paid ERCON Yes
Salary Over IRS Limit $3,205.20 Estimated Additional Compensation $0.00
708 ALLIANCE EQUIPMENT COMPANY INC 158-02-0232 201012
Member Wage Information
Payment Reason 00 Pre-Tax EECON §0.00
Rate of Pay $16.56 Post-Tax EECON 40.00
Type of Rate of Pay 00 Pre-Tax HICON $525.80
salary $750.00 Employer Paid ERCON Yes
Salary Over IRS Limit $50,100.64 Estimated Additional Compensation $0.00
709 ATLANTIC TEXTILE COMPANY 159-47-0156 201012
Member Vage Information
Payment Reason 02 Pre-Tax EECON $3,247.26
Rate of Pay £16.30 Post-Tax EECON $609.40
Type of Rate of Pay 00 Pre-Tax HICON §780.12
Salary £750.00 Employer Paid ERCON Yes
Salary Over IRS Limit $3,191.04 Estimated Additional Compensation $0.00
709 ATLANTIC TEXTILE COMPANY 159-47-0156 201012
Member Vage Information
Payment Reason 0o Pre-Tax EECON $3,247.26
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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 > KY > [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 1,
“Reports.”

3 Click the ™9 button to automatically save changes to an existing report
template.

-OR-

Click the T button to save a new report template. A dialog similar
to the following displays:

& LogosNET -- Webpage Dialog ﬁﬁ

Save Report

Report Mame |
Share with All Users [

ok W cancel |

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

5 Click 3.

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.
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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 > KY > [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 ﬁ New World Systems
Printing a Report

The myReports feature on the dashboard displays folders that hold all reports that
are waiting to be printed by the logged-in user.

8 weicome to Logos.NET - New World Systems

| mySearch | mycaengsar S]Work Week | 7)Week I O
ie: |PuchaseOrder v subject Date Start Time Completed < Movernber 2010 ~ -

Sun Mon Tue Wed Thu  Fi  Sat
There are no items to show in this view

Search For 31| 01| 02| 03] 04| 05| OB

07| o8| o8| 10| 11| 12| 13

14| 16 18] 17] 18| 18| 20

N\ 21 72| 23 24) 78| 78|
((miRspots (2134) \ 28] za| 30] o1 o3| o3 o4
‘3 Folder List 05| 06| 07 o8] os| 10| 11

2 current (2132)

(3 archive (2) ﬂ

‘ myTasks =All Tasks> (8) -
Source Approval Status Transaction ID Description Attachments
Changed Purcha.. Doft1at2 2010-00000165 Training 5
(mySettings | |[contracts Doftat2 243324 approval |
Out of Office Assistant Department Hour... 0 0f1at2 2201017 Clerk - Clerk-Treasurer £
Customize Page View Department Hour... Dof1at2 WCTest PC - #Plan Commisgsion
Canide o d Journals Dof1atd 2010-00002063  MB Adjustment Post
Email Notification
Journals Oof1at1 2010-00002059 Purchasing -
" myHNotifications New - =Source> -0 =<Priority> B Received - —|
Hew Source Priority Date Message Notes
«# Notes 11/02/2010 Test Notes a8 -
o Permits Critical 11/02/2010 Permit Created ‘:
o Permils Critical 11/05/2010 Permit Created \
-J Employee Status Critical 11/05/2010 Henderson, Blake C{1355) Employee Status change...
@ Employes Status  Critical 11/05/2010 Henderson, Blake C{1355) Employee Status change...
+# Fmoloves Status Critical 1052010 Hendersnn Rlake Ci1365) Fmnloves Statis channe %
ltems: 1-10 of 21 Page 1 ~ of3 MextPage %

[LDetete | Deleteauactedon, N settohew ]

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

OO HDRE9
(@& Repot1-50 - [BYEY (2132)

@ = Reports for New World Systems o
@[] curent

[”] selected Purchase Orders for So

[7] soft Close Purchase Orders Gen

[C] soft Close Purchase Orders Gen

[7] selected Purchase Orders for Sol

[7] selected Purchase Orders for So|

[] Selected Purchase Orders for So

[7] soft Close Purchase Orders Gen

[7] Soft Close Purchase Orders Gen

[7] Purchase Order Post Listing

[7] Purchase Order Form

E [ Purchase Order Error Listing

2! [ Purchase Order Edit Listing

=] ] Selected Purchase Orders for So

[”] Soft Close Purchase Orders Gen

=l [C] Sofi Close Purchase Orders Gen

[”] selected Purchase Orders for So

X\%

[=] Journal Fund Summary Report

] i | r
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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:

erl

myReports

oY J=] R R ) £ B
(@] rReport1-50  ~ [ (2134)

@ [] Reparts for New World Systems L City of NWS
A [ curent Kentucky Quarterly Tax And Wage Report
@' [l washington Retirement Transmi Quarter: 1 Year: 2010
"] Kentu cky Quarterly Tax And Wage _ Tax Rate: 20.000% Taxable Wage Limit: 50,000.00
[[] selected Purchase Orders for So YT
[ Soft Close Purchase Orders Gen Employee S5H YTDWages  Taxable Wages Tax Due Excess Wages
[C] soft Close Purchase Orders Gen
£l [7] selected Purchase Orders for So :“"5' :" c:"‘"“ i"m ’i:;f:i i'"gig';i el :"g;';':i 3'3
Jams, Smith test - & 1 280, . 250. .
7] selected Purchase Orders forSe |y, 1.a a7 tezesE1e 235780 335750 0.00
[7] selected Purchase Crders for So Anderson, Lucas - 516 143204470 1623.84 1.623.84 0.00
21 [ soft Close Purchase Orders Gen Baker, Charles TEST - 803 168-17-6821 1.100.00 1.100.00 0.00
B Sinoiosonchas s Omters & Baker, Lucas - 321 214837545 F29.73 52973 0.00
B e e i Blanco, Theresa Jr - 1374 188-52-6288 4£10.00 4.810.00 0.00
[7] Purchase Order Post Listing Brown, Lucas - 579 183-44-3485 1883.95 1,883.55 0.00
[7] Purchase Order Form Carter, Mason A - 1434 185-17-2223 2523.84 262384 0.00
Chen, Bianca - 604 185-28.8555 1848.74 1.846.74 0.00
[”] Purchase Order Error Listing s o« S Fpone, e e
] Purchase Order Edit Listing Clark, Devin - 812 162-55-2831 1,823.84 1,823.84 0.00
[”] Selected Purchase Orders for 5o Clark, Lucas - 1153 168-T7-5726 168.28 168.25 0.00
Diaz, G Malvin Jr - 1346 185-05-8752 1623.84 1823.84 0.00
[Z] soft Close Purchase Orders Gen e, i x
Disz, Randall T - 1403 184-21-3857 1623.84 1823.84 0.00
[T soft Close Purchase Orders Gen _ || gyans, Charies L -611 162-51-8570 1E4ET4 1,846.74 0.00
a ] 8 Favre, Brett - 18 987-98-7587 15.00 15.00 0.00

To print the report, click the Print icon.
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