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Overview

This manual provides instructions for the setup and use of the Michigan
State Requirements K-12 reports:

—

“Michigan ORS Report” on page p. 2

“User-Defined Fields Setup” on page p. 2

“Employee Setup for Michigan ORS Reporting” on page p. 9
“MIP and Pension Plus Deduction Setup” on page p. 10
“Michigan ORS Maintenance” on page p. 12

“Create Michigan ORS Data” on page p. 14

“Add or Edit Michigan ORS Data” on page p. 15

“Generate Michigan ORS Report” on page p. 19

© 00 N o a ~» WD

“Sample Michigan ORS Report” on page p. 20

-
o

“Sample Michigan ORS Transmittal File” on page p. 22

—
—r

“TDP Agreement Report” on page p. 23

iy
N

“Michigan REP Report” on page p. 25
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Michigan ORS Report

User-Defined Fields Setup

The Michigan ORS Report requires the setup of ten user-defined fields
(UDFs) in Workforce Administration, nine that will appear on the Employ-
ment tab, and one that will appear on the Jobs tab. These fields accommo-
date employee retirement contributions made through payroll deductions.

The following steps show you how to set up these fields and a section
header for making them easy to locate on the Employment or Jobs tab:

Section Header

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

2 Select Employee Employment 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 section
headers on the Employment tab in Workforce Administration.

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

5 For Section Header, type MI ORS.

6 Use the Sequence Number field to tell where you want the section to
appear in relation to other sections on the Employment tab; for
example, if the page already contains three sections (sequence num-
bers 1 through 3), and you want the MI ORS section to appear
below those sections, select 4 from the dropdown.

To have the section appear somewhere in between, you will need to
change the sequence numbers of the other sections accordingly.
Select 1 to have the section always appear at the top of the page, 99
to have it appear at the bottom.
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7 Click OK. The popup will close, and the grid on User-Defined Field
List page will refresh to show the newly added MI ORS section

header.
User-Defined Field List
Record Type ~ Employee Employment - Maintenance Type  Section Headers -

Section Header Sequencel Section Header |

1 MIORS
2 MIMERS
[ New | [_Reiresh ]

Repeat these steps to create an MI ORS section header on the Jobs tab, sub-
stituting Employee Job for Employee Employment in step 2.

User-Defined Fields

To set up the user-defined fields that will be part of the MI ORS section on
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 Employment 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 fields on the
Employment tab in Workforce Administration:

Last Revised: January 5, 2012 3 Logos.NET Release 7.0 PR 3.2/3.3
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User-Defined Field List

Record Type  Employee Employment - Maintenance Type  Attributes =

Section Header |Altribute Name |Data Type | Required ‘
DATE 1 Date v 33
1A PERS Occupation Class Text |
1A PERS Termination Indicator Text IE
ID PERSI Class Text |
ID PERSI Eligibility End Date Date
ID PERSI Eligibility End Reason Text
ID PERSI Eligibility Start Date Date
ID PERSI Invoice Number Text
ID PERSI Official Text
State Tax ID Text
VA_VRSIneligibleEmployee Check Box
KX Numeric

NG Orbit Plan Code Validation Set

NC Orbit Member ID Text -

[hev.) [ Reiresh.

4 Click New. The User-Defined Fields popup will open:

User-Defined Fields

User Defined Field Attributes

Name |
Section Header s
Sequence Number X
Data Type  Text >

Maximum Length

Required l

Cor L cancet

5 Complete the fields exactly as follows:

Field Value

Name TDP Agreement Number
Section MI ORS

Header

Sequence (your choice or blank)
Number

Data Type Text

Maximum 9

Length

Required (leave unchecked)
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6 Click OK. The TDP Agreement Number field will be added to the
Employee Employment Attributes grid on the User-Defined Field List

page.

Repeat steps four through six for the remaining UDFs that need to
be set up. The following tables contain the entries you will need to

make:
Field Value
Name TDP Invoice Number
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text
Maximum 8
Length
Required (leave unchecked)
Field Value
Name TDP Signature Date
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text
Maximum 8
Length
Required (leave unchecked)
Field Value
Name TDP Billing Amount
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text

Last Revised: January 5, 2012 5 Logos.NET Release 7.0 PR 3.2/3.3
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Field Value
Maximum 8
Length
Required (leave unchecked)
Field Value
Name TDP Service Credit Available
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text
Maximum 5
Length
Required (leave unchecked)
Field Value
Name TDP Service Credit Purchased
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text
Maximum 5
Length
Required (leave unchecked)
Field Value
Name TDP Scheduled Deduction
Section MI ORS
Header
Sequence (your choice or blank)
Number
Data Type Text

Logos.NET Release 7.0 PR 3.2/3.3
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Field Value

Maximum 8

Length

Required (leave unchecked)
Field Value

Name TDP Frequency of Pay
Section MI ORS

Header

Sequence (your choice or blank)
Number

Data Type Text

Maximum 2

Length

Required (leave unchecked)
Field Value

Name TDP Billing Due Date
Section MI ORS

Header

Sequence (your choice or blank)
Number

Data Type Text

Maximum 8

Length

Required (leave unchecked)

When you are finished, the Employee Employment 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 MI ORS section:

Last Revised: January 5, 2012 7 Logos.NET Release 7.0 PR 3.2/3.3
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User-Defined Field List

Record Type ~ Employee Employment ¥ Maintenance Type  Attributes -
Section Header |Aﬂribute Name |Data Type ‘ Required |
el Check Box z
Major Satisfied Check Box
HIRRL Check Box
State Tax ID ot
Comments Tent
ORS TDP Agreement TDP Agreement Number Text
ORS TDP Agreement TDP Invoice Number Text
ORS TDP Agreement TDP Signature Date Text |
ORS TDP Agreement TDP Billing Amount Text 3
ORS TDP Agreement TDP Service Credit Available Text
ORS TDP Agreement TDP Service Credit Purchased Text
ORS TDP Agreement TDP Scheduled Deduction Text
ORS TDP Agreement TDP Frequency of Pay S
ORS TDP Agreement TDP Billing Due Date: e ‘.‘_.-

7 To set up the user-defined field that will be part of the MI ORS sec-
tion on the Jobs tab in Workforce Administration, repeat steps two
through five, substituting Employee Job for Employee Employment
in step 2, and in step 5, complete the fields exactly as follows:

Field Value

Name ORS Class Code
Section MI ORS

Header

Sequence (your choice or blank)
Number

Data Type Text

Maximum 4

Length

Required v

When you are finished, the Employee Job Attributes grid on the User-Defined
Field List page should contain a row for the user-defined field you have
saved as part of the MI ORS section.
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Employee Setup for Michigan ORS Reporting

To set up an employee for Michigan ORS reporting, follow these steps:

1

Navigate to Human Resources > Workforce Administration >
Search. The 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 ORS reporting. The employee’s Workforce Administration page
will open.

4 Click the Employment or Jobs tab to bring it forward. The tab will
contain the MI ORS section and numeric field(s) you set up.

5 Make valid selections in the appropriate user-defined fields.

The table below shows how each TDP user-defined field on the
Employment tab needs to be formatted:
Field Agreement Form Box Number (Exam- Format
ple)
TDP Agreement 3 (first number) 012345678
Number
TDP Invoice Num- || 3 (second number) 12345678
ber
TDP Signature Next to your school official’s signature || 07312011
Date (no dashes)
TDP Billing 7 (no $ or decimal points 1000.00) 00100000
Amount
TDP Service 8 (goes out 3 decimal places 5.000 years) (| 05000
Credit Available
TDP Service 10 (goes out 3 decimal places 5.000 05000
Credit Purchased years)
TDP Scheduled 11 (no $ or decimal points 50.00) 00005000
Deduction
TDP Frequency of || 13 (bi-weekly) 26
Pay
TDP Billing Due 15 (no dashes) 09302011
Date
6 After making your selections, click Save.
7 Repeat these steps for each employee who is to be included in the

report.

Last Revised: January 5, 2012 9 Logos.NET Release 7.0 PR 3.2/3.3
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MIP and Pension Plus Deduction Setup

lg New World Systems

The Calculation Method drop-down on the Deduction page contains three
options for MIP and Pension Plus plans: MIP Graded, MIP Plus and Pen-
sion Plus. Each method will apply the corresponding contribution percent
to gross wages that fall within the ranges shown in the table below:

MIP Graded | Percent

$0.00 - $5,000.00 (When gross wages fall 3.0%
within this range, the corresponding per-

cent will be applied.)

$5,001.00 - $15,000.00 3.6%
More than $15,000 4.3%

MIP Plus

$0.00 - $5,000.00 3.0%
$5,001.00 - $15,000.00 3.6%
More than $15,000 6.4%
Pension Plus (New employees first

worked 7/1/2010 or later)

$0.00 - $5,000.00 3.0%
$5,001.00 - $15,000.00 3.6%
More than $15,000 6.4%

To set up a deduction to use an MIP or Pension Plus calculation method, fol-

low these steps:

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

2 Click a deduction Code to open the Deduction page:

Logos.NET Release 7.0 PR 3.2/3.3 10
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Deduction List
Deduction - 403B GR WEST

Code
Description 403B Great West
Active V]

Include in Benefit Plan [ |
Last Processed Date  NOT USED

a - (Bl
Effective Date | (] 7/1/2004 - < Open > B Calculation Method
Start Date | 1/2004 =2 Amount
Deduction Type  Deferred Compensation - Maximum
Vendor 4013 - GREAT WEST LIFE & ANNUIT +| NCEP Ay Micsmum
Default Sequence 306 Limit Type
Default Frequency ~ ALL - All-21 Pays ¥

Limit Amount
Gamishment ||
Credit Distribution [Select One]
Account |015.00.02 - INVENTORY - OTHER ||

G/L Account |

User Defined End Date

~3

Do Not Create Disbursement ||

[ save )| savemew J peiete J Reset J copy | caicuiation ]

User Defined Start Date ( MIP Plus

(Penswon Plus )
nual

Flat Amount =

Amount per Hour

Annual Rate Steps

CA Additional EPMC

CalPERS

Custom Union Dues

Flat Percent

Hourly Rate Steps
tom

MIP Graded

ay Rate
Pension Loan

Michigan ORS Report

3 Click in the Calculation Method field to open the drop-down of calcu-

lation methods.

4 Click the calculation method you want. It will populate the Calcula-

tion Method field.

5 Click the Calculation button, located at the bottom of the page. The

Deduction Details Entry popup will open:

Deduction Details Entry - 403B GR WEST - 7/1/2004
Pre-Tax Deductions

Excluded Deductions [slITEe] EE

Select deductions excluded from the gross

1.25% TCH RET - 1.25% Teacher Retirement -

403B AMER EXP - 403B Ameriprise ‘— [ 3
403B CITIST - 403B Citistreet = e
403B EQUIT - 403B Equitable |
403B FIDELITY - 403B Fidelity »
4038 FRANKLIN - 403B Franklin Templeton
403B GALIC - 403B Galic*Disb

403B GR WEST - 403B Great West

403B ING - 403B Ing Annuity

403B MET LIFE - 403B Metlife

6% TCH RET - 6% Teacher Retirement 44
AAA MIP - AAA MIP

AAAMIP Plus - AAAMIP Plus

ADDL PENSION - Additional Pension Deduction 4
ADD-TCH RET - Additional Teachers Retirement ™

Available: 67

@ ) - Cancel ]

Selected: 0

6 In the Available list box on the Excluded Deductions tab, select the
deductions that are to be excluded from the gross, and move them

to the Selected box.

7 In the Awvailable list box on the Hours Codes tab, select the hours
codes that are to be excluded in the gross, and move them to the
Selected box.

Last Revised: January 5, 2012
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8 In the Available list box on the Pre-Tax Deductions tab, select the
taxes that are to be reduced by the deduction, and move them to the
Selected box.

9 C(Click Save.

Michigan ORS Maintenance

The following steps show you how to set up and maintain the reporting val-
ues used consistently in creating your retirement data. Setup includes com-
pany information, wage mappings and contribution settings.

1 Navigate to Human Resources > State Requirements > MI > ORS
Maintenance. The ORS Maintenance page will open, with the Com-
pany Settings tab brought forward, as shown below:

ORS Maintenance

Organization Code 07120
Organization Name Alpena Public Schools

Service Center Code 00888

Service Center Name New World Systems

save L Reser

2 Type the five-digit Organization Code. The first four digits are the
number assigned to the individual reporting unit. These digits
should be followed by a zero (0).

3 In the Organization Name field, type the name of the reporting unit.

4 In the Service Center Code field, if applicable, type the five-digit code
of the service center that prepared the file.

5 In the Service Center Name field, if applicable, type the name of the
service center that prepared the file.

6 Click Save.
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7 Click the Wages Mapping tab to bring it forward:

Michigan ORS Report

ORS Maintenance

(o1 L EDET L Wages Mapping [Tl I T CR o
Reported Wage Code

ABA - Applied Behavioral Analysis

ADJUSTMENT - Adjustment in Pay Clerical
ADJUSTMENT 000 - Adjustment for "000"
ADJUSTMENT 121 - Adjustment in pay Paras
AE-BASKETBALL - Athletic Event Basketball
AE-FOOTBALL - Athletic Event- Football
AE-FRESH SCOR - Athletic Event Fresh Score
AE-FTBL ANOUNCR - Athletic Event Ftbl Announcer
AE-JV SCORE - Athletic Event JV Scorekeeper
AE-VAR SCORE - Athletic Event Var Score Keeper
AE-WREST/OTHR - Athletic Events Wrest/Other
AFTER SCH CERT - After school Activ. certified
AFTER SCH NC - After School Activities non-cert
ANNUITY - Annuity

ASBESTOS - Asbestos Monitoring and cleaning
AT ADMINIST LOA - Paid Administrative leave
AT-COMP IN - Comp time earned

8 Typing directly in the Wage Code cells, map the ORS wage codes to
the hours codes that pertain to the reported wage codes for retire-
ment system members.

9 Click the Contributions Settings tab to bring it forward:

ORS Maintenance

Member DC Contributions

Employer DC Contributions

6% TCH RET - 6% Teacher Retirement

Member Contributions =iyl del L 1H eductions
1.25% TCH RET - 1.25% Teacher Retirement -
403B AMER EXP - 403B Ameriprise T 13 MIP Fixed - MIP Fixed
403B CITIST - 403B Citistreet = N
4038 EQUIT - 403B Equitable ‘k ‘
403B FIDELITY - 403B Fidelity = »
403B FRANKLIN - 403B Franklin Templeton et
403B GALIC - 403B Galic*Disb
403B GR WEST - 403B Great West
403B ING - 403B Ing Annuity
403B MET LIFE - 403B Metlife
ADDL PENSION - Additional Pension Deduction -«
ADD-TCH RET - Additional Teachers Retirement .
ARREARAGE C/S - Garnishment Child Support
BRKFLD PEN PLAN - Brookfield Pension Plan 4
CHILD SUPPORT - Garnishment ¥ —y
Available: 59

Last Revised: January 5, 2012
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10 The Contributions Settings tab contains five tabs of list boxes. Use
the list boxes on these tabs to select the deduction and benefit codes
that sum up what the retirement system members and the employer

are contributing to retirement:

The list boxes on the Member Contributions, TDP Deductions and
Member DC Contributions tabs contain deduction codes; the list
boxes on the Employer Contributions and Employer DC
Contributions tabs contain benefit codes.

TDP Deductions refer to the purchasing of hours of service for retirement; for example,
an employee who was enlisted in military service for three years may choose to purchase
three years of service through payroll deductions.

11 To store the ORS Maintenance settings, click Save on the Company

Settings tab.

Create Michigan ORS Data

Once you have completed the setup and maintenance steps, you will be
ready to create an on-screen work file of the retirement data that will be
available for the Michigan ORS 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 > MI > ORS
Members List. The ORS Members List page will open:

ORS Member List

ORS Members

Hours ‘Wige Code

Employer DB Contributions Class Code

287 - Aimeda, Danielle 0.000001
39 - Appenzeller, Shamar M 0.0000

907 - Bailard, Cindy 0.000001
1134 - Baranoski, Jefferson 0.000001

Wages

$3,501.09

$0.00
§7,652.24
$2,665.12

Exception Wiges‘

$0.00
$0.00
$0.00
$0.00

Member DB Contributions
$105.03

$0.00

$421.32

$103.94

f
$721.221240 2

$0.00
$2,225.49 1240
$549.01 1240

1604 - Barsch, Gage R 0.0000 $0.00 $0.00 $0.00 $0.00

242 - Beerle, Matteo L 1.000001 $4551 $0.00 $3.54 $18.76 1240

72 - Bender, Hana 0.000001 $4,230.99 $0.00 $143.85 $871.58 1240 b
92 - Beren, Abby 0.000001 $8,333.34 $0.00 $162.50 $0.00 1240

1 - Beresford, Erika R 1.000001 $8,389.43 $0.00 $325.00 $1,716.66 1240

108 - Besanson, Orlando A 0.0000 $0.00 $0.00 $0.00 $0.00

881 - Bistodeau, Justice 0.0000 $0.00 $0.00 $0.00 $0.00

390 - Blakeway, Gabriel 0.000001 $3,966.26 $0.00 $77.34 $408.52 1130

49 - Faucher, Dakota B 0.0000 $0.00 $0.00 $0.00 $0.00

281 - Kallenberger, Caroline 1.000001 $3,076.19 $0.00 $119.97 $633.70 1240

160 - Lichtenfeld, Ayana 1.000001 $3,249.50 $0.00 $126.73 $669.40 1240

218 - Martindelcamp, Larry M 1.000001 $2,599.46 $0.00 $101.38 $535.49 1240 -

The grid on this page contains retirement data from the last time the
work file was created, with each row in the grid corresponding to
an employee record. If you are running this process for the first

time, the grid will be empty.

Logos.NET Release 7.0 PR 3.2/3.3
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2 Click the Create button. The Create ORS Member Data popup will
open:

Create ORS Member Data

To Check Date ]

Corene J cone |

3 Select the check date range for which report data will be created.

4 After selecting the dates, click Create. (If data already exists, a
popup will let you know. To continue, click Accept.) The current
retirement data will populate the work file, and the grid on the ORS
Members List page will refresh to show all employee retirement sys-
tem members.

Each row of the grid will correspond to an employee record within a
system. Use this grid to review and modify retirement data for each
employee within the organization.

To delete a row from the grid, select the row, and click the Delete
icon, located in the bottom border of the grid.

Add or Edit Michigan ORS Data
To add or edit Michigan ORS data, follow these steps:

1 If you need to add an employee to the grid on the ORS Members
List page, click the New button located in the bottom border of the
grid; if you need to edit data for a particular employee, click the
hyperlinked Employee Name. In either case, the ORS Entry page will
open, containing four tabs of data: Member Demographics, Wages
& Services, TDP Contributions and Defined Contributions. The
Member Demographics tab will be brought forward by default:

Last Revised: January 5, 2012 15 Logos.NET Release 7.0 PR 3.2/3.3
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ORS Member List

ORS Entry - Employee: 469 - Bathurst, Brandan D

Employee 489 - Bathurst, Brandan D v Street Address 421 Sugar Mill Dr
SSN 299879126
Old SSN
First Name Brandan City Troy
Last Name Bathurst State Michigan v
Middle Name Zip Code 48084
Date of Birth  12115/1958 iz Province
Gender Female v Country Code
Postal Code
Demographic Change

2 Make entries in the appropriate fields. The following table contains
descriptions of the fields and grid cells on each tab:

The Member Demographics tab appears Zy itseZ when you are adding an employee to

the ORS Member List. Once you save the data, the other three tabs--Wages &
Services, TDP Contributions and Defined Contributions--will appear.

Field Description

Member Demographics Tab

Employee Required. ID of the employee whose wages are
being reported to the ORS. When the page is in
add mode, selecting the employee automati-
cally populates the fields that already contain
entries for the employee in Workforce Adminis-

tration.

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

Old SSN Available in case the employee has a previous
social security number.

First Name First name, last name and middle initial of the

Last Name employee. Last and first name are required and

should be the same as they are on the

Middle Name employee’s membership card.

Date of Birth || Required. Employee's birth date.

Logos.NET Release 7.0 PR 3.2/3.3 16 Last Revised: January 5, 2012
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Field Description

Gender Required. Employee's gender. Valid entries are
F (Female) and M (Male).

Demograph- To signal that an employee’s demographics data

ics Change has changed since the last time an ORS work
file was created, this box will be checked auto-
matically.

Street Address || Required. Complete address of the employee.

City Each Street Address line may contain 30 charac-

State ters, the City 20.

Zip Code

Province Province in which the employee lives. Use this
field if the country code is not USA.

Country Code || If available, the code identifying the country in
which the employee lives. Possible values are
available in “Appendix B.6 Country Codes” of
the ORS Reporting Instruction Manual.

Postal Code Identifies the employee's postal code. Use this
tield if the country code is not USA.

Wages & Services Tab

Begin Date First and last days employee was paid in the

End Date reporting period being submitted (normally
same days as begin and end dates of reporting
period). If the employee has multiple records
within a pay period, these dates will be the first
and last days the employee was paid with a
unique status code or ORS class code.

Retirement All regular, overtime, sick leave and annual

Hours leave hours for which the employee received
pay, salary or compensation during the earning
period being reported.

Wage Code Transaction code for the employee record. Pos-
sible values are available in “Appendix B-
Codes' of the ORS Reporting Instruction Manual.

Reported In general, the salaries or wages earned by an

Wages employee for personal services during a calen-
dar month, payroll period or fiscal year.

17 Logos.NET Release 7.0 PR 3.2/3.3
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Field Description

Exception 9001-Wages an employee receives from the

Wages reporting unit while on professional services
leave. The reporting unit must be reimbursed
for retirement costs.
9002-Wages an employee receives from the
member organization while on professional ser-
vices leave. The reporting unit must be reim-
bursed for retirement costs.

Employee Pre-taxed contributions withheld from the

Contributions || employee's reportable wages.

Employer Contributions the employer pays to ORS on

Contributions || behalf of the employee. The amount is a per-
centage of the reportable wages a member is
paid.

Pay Rate Required to be reported each pay period based
on the employee's classification: hourly or con-
tract/salaried.

Class Code Position the employee holds. All values are
listed in “Appendix B.1-Employment Class
Codes and Definitions” of the ORS Reporting
Instruction Manual.

Contract First and last days of the contract the employee

Begin Date is working, only used for contract or salaried

Contract End
Date

employees. The fiscal year begin and end dates
may be used for noncontractual salaried
employees.

Frequency of || Whether hourly or salaried, the total number of

Pay pays (21 or 26) the employee would be paid as if
working the entire year.

TDP Contributions Tab

Record Type Indicates whether the record is a TDP payment
or a TDP adjustment. Possible values are listed
in “Appendix B.5-TDP Adjustment Type Codes”
of the ORS Reporting Instruction Manual.

Deduction Amount deducted from the employee's pay for

Amount TDP.

Agreement Number of the employee's TDP agreement.

Number

Invoice Num-
ber

Number of the employee's service purchase bill-
ing statement.

Logos.NET Release 7.0 PR 3.2/3.3

18 Last Revised: January 5, 2012




Michigan ORS Report

Field

Deduction
Reason Code

Description

Reason a TDP deduction is or is not withheld.
Possible values are listed in “Appendix B.4-TDP
Deduction Reason Codes” of the ORS Reporting
Instruction Manual.

Reporting Pay date for which the TDP deduction is made.

Period End

Date

Defined Contributions Tab

Begin Date First and last days of the reporting period, or

End Date first and last days the employee was paid in the
reporting period being submitted.

DC Record Record type of the Detail 4 record being

Type reported. Possible values are listed in “Appen-

dix B.2.1-DC Record Types” of the ORS Report-
ing Instruction Manual.

Gross Wages || Employee's gross wages.

Member Con- || Dollar amount of the employee's DC contribu-
tributions tions

Member Per- || Percent of the employee's wages allocated as
cent DC contributions.

Employer Dollar amount of the employer's DC contribu-
Contributions || tions.

Employer Percentage of the employer's matching dollars
Match Percent || allocated to the employee's DC contributions.
Status Change || Must be populated if the employee's status has
Date changed.

Status Change || Transaction code for status change must be pop-

Reason Code || ulated if the employee's status has changed.
Possible values are listed in “Appendix B-

Codes” of the ORS Reporting Instruction Manual.

3 After making your entries, click Save to update the grid on the ORS
Members List page.

Generate Michigan ORS Report

To generate the Michigan ORS Report and transmittal file containing the lat-
est retirement data, click the Print button, located in the bottom border of
the grid on the ORS Members List page.

After it generates, the Michigan ORS Report will display the data in an
easy-to-read format, giving you the options to export the data to other for-
mats or submit the report to myReports.
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The report will include individual pages for member demographics,
TDP contributions, defined contributions and grand totals.

A transmittal file of the data also will be submitted automatically to

myReports.

Sample Michigan ORS Report

Member Demographics page

@ Michigan ORS Report - Windows Internet Explorer E @
I 4 1 of4 b bl 100% - Find | Next  Select a format v Export (2] =
MI ORS Report 3
l Report Date Range 07/01/11 - 0215/11
Member Demographics
Employee SSN Old SN Address DOB Gender
No Records Exist
Wage and Service
Frequenc
Begin End Retirement Wage Reported Exceptior Employee Employer Class Contract Contract y
Employee Date Date Hours Code Wages Wages _ Contribution _ Contribution Pay Rate Code Begin Date _End Date of Pay
287 Almeda, Danielle 07/01/201 07/15/201 .00 01 3,501.09 .00 105.03 721.22 3,501.10 1240 -
907 Bailard, Cindy 57/01/201 37/15/201 .00 01 7,652.24 00 421.32 2,225.49 67,523.59 1240 07/01/2011 08/31/2012 21
1134 Baranoski, Jefferson 37/01/201 37/15/201 .00 01 2,665.12 .00 103.94 549.01 2,665.62 1240
242 Beerle, Matteo L 57/01/201 (1!7/15/201 1.00 01 45.51 .00 3.54 18.76 45.51 1240
72 Bender, Hana é7/01/2[]1 [1]7/15/2[]1 00 01 4,230.99 .00 143.85 871.58 33.65 1240
92 Beren, Abby é?/ﬂl/Zﬂl 317/15/201 .00 01 8,333.34 00 162.50 00 87,500.00 1240 07/01/2011 06/30/2012 21
1 Beresford, Erka S é7/Ul/201 37/15/201 1.00 01 8,389.43 00 325.00 1,716.66 87,500.00 1240 07/01/2011 06/30/2012 21
390 Blakeway, Gabriel 37/01/201 37/15/201 .00 01 3,966.26 .00 77.34 408.52 37.92 1130
281 Kalenberger, Caroline 57/01/201 3!7/15/201 1.00 01 3,076.19 .00 119.97 633.70 3,076.19 1240
160 Lichtenfeld, Ayana é7/01/201 [1]7/15/2[]1 100 01 3,249.50 .00 126.73 669.40 3,249.50 1240
218 Martindelcamp, Larry M é?/ﬂl/Zﬂl 317/15/201 100 01 2,599.46 00 101.38 535.49 2,599.46 1240
235 Mefford, Valentina A é7/01/201 37/15/201 .00 01 2,105.49 00 82.11 433.73 40.26 1450
167 Mentz, Mariah 37/01/201 37/15/201 1.00 01 2,599.46 .00 101.38 535.49 2,599.46 1240
3 -
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TDP Contributions page

@ Michigan ORS Report - Windows Internet Explorer = e =

H 4 2 of4 b Pl 100% v Find | Next  Select a format - Export (9] =]

MI ORS Report

I Report Date Range 07/01/11 - 07/15/11

TDP Contributions
Record Deduction Agreement Invoice Deduction Reason Reporting Period
Employee Type Amount Number Number Code End Date
242 Beerle, Matteo L 01 25.00 098765432 98765432 01 07/15/2011
108 Besanson, Orlando A 01 50.00 013243566 13243566 01 07/15/2011
Run by nws on 09/13/2011 16:46:55 PM Page 2 of 4

Send to myReports

Defined Contributions page

@ Michigan ORS Report - Windows Internet Explorer =R =5

4 4 3 of4 b P 100% - Find | Next  Select a format - Bxport (3] =]

MI ORS Report

I Report Date Range 07/01/11 - 07/15/11

Defined Contributions

Begin End DC Record Gross Member Member Employer Employer Status Status
| Employee Date Date Type Wages Contributions Percent Contributions _Match Percent Change Date Change Reason
604 Barsch, Gage R 07/01/2011 07/15/2011 01 2,085.77 41.72 2 20.86
881 Bistodeau, Justice 07/01/2011 07/15/2011 01 2,607.53 52.15 2 26.08
49 Faucher, Dakota B 07/01/2011 07/15/2011 01 1,913.24 38.26 2 19.13
9 Mulhern, Dulce M 07/01/2011 07/15/2011 01 3,249.50 162.48 5 32.50
Run by nws on 09/13/2011 16:47:10 PM Page 3 of 4

Send to myReports.
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Report Totals page

@ Michigan ORS Report - Windows Internet Explorer (=R R =X

H 4 a4 of4 b I 100% - Find | Next  Select a format ~ | Export ) =

MI ORS Report

Report Date Range 07/01/11 - 07/15/11

Report Totals

Total Reported Employees 21
Gross Wages $62,453.22
Gross Wages - Retirees $0.00
Member DB Contributions $2,242.15
Member DC Contributions $294.61
Employer DB Contributions $10,697.75
Employer DC Contributions $98.57
TDP Deduction Amount $75.00
Run by nws on 09/13/2011 16:47:21 PM Page 4 of 4

To view the transmittal file, click the MI ORS Transmittal File in myReports. A
File Download popup will display on the right side of the page. You may
open the file to view it now or save it in another location to view it later.

Sample Michigan ORS Transmittal File

| QYW000A2000603920911] - Notepad folra =
File Edit Format View Help

HEAD07120ATpena PubTic Schools 0715201109132011 7
DTL2754189616AImeda Danielle 0701201107152011000000010003501090000000000000000000000105030000721 22000000
DTL2012833128Bai lard Cindy 070120110715201100000001000

DTL2435928260Baranosk Jefferson O7012011071520110000000100026051 2000054010000
DTL2512610201Beerle Matteo L 070120110715201100010001000004551000000000000000000000000354000001375000000
DTL2017835511Bender Hana 07012011071520110000000101 14385000087158000000
DTL2323223638Beren Abby 0701301107152011000000010008339 16
DTL2438691056Beresford Erika s 07012011071520110001000100083894 500000171

DTL 20738158698 1akeway Gabriel 070120110715201100000001000396 0000
DTL2763364952Kal lenberger caroline 070150110713201100010001000307615000000000000000000000011957000063370000000
DTL2372882527Lichtenfeld Ayana 070120110715201100010001000324

DTL2126527139Martindelcamp Larry M 070120110715201100010001000

DTL2979836483Me1ford valentina A 070120110715201100000001000210549000000000000000000000008 11000043373000000
DTL2972452568Mentz Mariah 07012011071520110001000101

DTL 228655479451 gafus Guadalupe 0701301107152011000100010003346

DTL28729031425inger Keven 0701201107152011000100010003346 1204 50000001
DTL2813604565Unck Benito 070120110715201100010001000334 13051 50000001
DTL3512610201BeerTe Matteo L, 00003500098 765432870543207 132011010001

DTL3741536644Besanson orlando A 000050000132435661324356607152011010001

DTL4404295847Barsch Gage R 070120110715201101000208577000004172000020000020860000100000000
DTL435400667681stodeau Justice 070120110715201101000260753000005215000020000026080000100000000
DTL4261481783Faucher Dakota B 070120110715201101000191324000003826000020000019130000100000000
DTL4020960482MuThern Dulce M 0701201107152011010003249500000162480000500000325000001001

FOOT07120ATpena Public Schools 00000021 45 42150000010697 9461000
< i | ®
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TDP Agreement Report

TDP Agreement Report

The State Requirements menu for Michigan contains an option that lets you
upload to the ORS a transmittal file containing the data associated with the

tax-deferred payment (TDP) agreement between your employees and the
state.

To use this option, navigate to Human Resources > State Requirements >
MI > TDP Agreement Filing. The TDP Agreement Report page will open:

TDP Agreement Report

TDP Agreement Report

Employee 51 —Wlt"trur.l'@ Alia v

Employee Selected | 1- Beresford, Erika R
13 - Gulliver, Juliana

3 - Litano, Jonathan

4 - Roxbury, Ari

51 - Wittrock, Alia

The TDP is a voluntary program that lets employees purchase additional
retirement hours that will apply toward their total hours banks. Employers
are responsible for sending the contract information via transmittal upload

to the ORS before they begin taking the TDP deductions from their employ-
ees.

To generate the transmittal file and submit it to myReports, follow these
steps:

1 Select an employee name in the Employee field.
2 Click the Add button to add the name to the Employee Selected box.

3 Repeat steps 1 and 2 for each employee who is to be included in the
transmittal file.

4 Click Submit.
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Sample TDP Agreement Transmittal File

| QYWO000PI0003125213[1] - Notepad (B0 Hol |

File Edit Format View Help
07120 438691056 000000000 00000000 00 00000000
07120 190490363 000000000 00000000 00 00000000
07120 646302503 000000000 00000000 00 00000000
07120 531293037 000000000 00000000 00 00000000
07120 980945941 000000000 00000000 00 00000000
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Michigan REP Report

Human Resources > State Requirements > MI > REP Report

Use the REP Report option to create a report and transmittal file of the Reg-
istry of Educational Personnel (REP) credentials and assignments data
marked as Use for REP (credentials) or REP Reportable (assignments) on the
Employment tab of the Workforce Administration.

The Michigan REP Report option is available on the Michigan State Requirements
menu only if you are licensed to K-12.

A security component, Michigan REP Report, exists for this option. Navigate to

Maintenance > Logos Suite > Securzéy > Users, give permission to the users who
should have access to this feature, and click Save to retain the settings. The new
authorization will take effect once the user has logged off and back on to the system.

Michigan REP Report

(=
Load Saved Report b Distribution Group S
Override Report Title Email Group -

Date of Count j
Operating ISD/ESA
Operating District
Fall ©

End of Year

Lsubmic | Reset L save L ave se Loeiere

The transmittal file is submitted to the Michigan Education Information
System (MEIS) twice per year, once in the fall (first business day in Decem-
ber) and once at the end of the school year (June 30).

Make sure to check the Center for Educational Performance and Information (CEPI)
PDF at michigan.gov for the latest changes in reporting requirements.

The report will display in SSRS format, allowing you to save it in a different
format, such as PDF, in myReports. The transmittal file will be sent to myRe-
ports as a text file.
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Report Setup

The Michigan REP Report requires the setup of three user-defined fields
(UDFs) in Workforce Administration, one that will appear in the Demograph-
ics section of the Personal tab, and two that will appear in the Employment
section of the Employment tab.

The following steps show you how to set up these fields and a section
header for making them easy to locate in the Demographics and Employ-
ment sections:

Section Header

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

2 Select Employee Demographics 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 section
headers in the Demographics section of the Personal tab in Work-
force Administration.

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

5 For Section Header, type MI REP Report.

6 Use the Sequence Number field to tell where you want the section to
appear in relation to other sections in the Demographics section; for
example, if the page already contains three sections (sequence num-
bers 1 through 3), and you want the MI REP Report section to
appear below those sections, select 4 from the dropdown.

To have the section appear somewhere in between, you will need to
change the sequence numbers of the other sections accordingly.
Select 1 to have the section always appear at the top of the page, 99
to have it appear at the bottom.
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7 Click OK. The popup will close, and the grid on User-Defined Field
List page will refresh to show the newly added MI REP Report sec-
tion header:

User-Defined Field List

Record Type  Employee Demographics - Maintenance Type  Section Headers ~
Section Header Sequem:al Section Header |
1 MIREP Report

Ciew, ] sists. | Retresn. |

Repeat these steps to create an MI REP Report section header in the
Employment section of the Employment tab, substituting Employee
Employment for Employee Demographics in step 2.

User-Defined Fields

To set up the user-defined field that will appear under the MI REP Report
header in the Demographics section of the Personal tab, follow these steps:

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

2 Select Employee Demographics 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 fields in the
Demographics section.

4 Click New. The User-Defined Fields popup will open:
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User-Defined Fields

User Defined Field Attributes

Name

Section Header
Sequence Number
Data Type

Maximum Length

Racial/Ethnic Code
Ml REP Report «
1 -

Text h

6

‘ New World Systems

Required
oK ] cancel
5 As shown in the image above, complete the fields exactly as fol-
lows:

Field Value
Name Raciall/Ethnic Code
Section MI REP Report
Header
Sequence 1
Number
Data Type Text
Maximum 6
Length
Required (leave unchecked)

6 Click OK. The Racial/Ethnic Code field will be added to the Employee
Demographics Attributes grid on the User-Defined Field List page.

7 To set up the two user-defined fields that will appear under the MI
REP Report header in the Employment section of the Employment
tab, repeat steps two through six, substituting Employee Employ-
ment for Employee Demographics in step 2, and in step 5, complete
the fields exactly as follows:

Field Value

Name Classroom Management
Section MI REP Report

Header

Sequence 1

Number

Data Type Quantity

Logos.NET Release 7.0 PR 3.2/3.3
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Field Value

Decimal 2

Places

Required (leave unchecked)
Field Value

Name Instructional Delivery
Section MI REP Report
Header

Sequence 2

Number

Data Type Quantity

Decimal 2

Places

Required (leave unchecked)

These two UDFs are used to report new teacher professional

development.

When you are finished, the Employee Employment 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 MI REP Report section.
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REP Racial/Ethnic Code

The image below shows the user-defined Racial/Ethnic Code field in the
Demographics section of the Personal tab:

Employee Search

L | Ameda, Danielle (287)

K
01/01/1800
Personal Employment | Jobs Payroll Data Contracts
Save | Cancel Demographics

Social Security # 794-18-8616 Marital Status Married 5 s =
Q) Documents Date of Birth 05/19/1966 ﬂ Light Duty [ _/_/___ i)
&) Remote Documents Date of Death _J_/___ ] Disabled [ /[ i
) Notes Gender Female » Pension Number

o o Race White v Vendor b
Quick Links

e Veteran Information Citizenship

Addresses Veteran Status % US Citizen

I[E)::lemog;j_raphlcs Mitary Branch v Regtraton Number
ucation _

Email Addresses Disabled Veteran [ Work To Date /- 24

Contacts/Dependents Admission Number

Phone Numbers ﬂl REP Report \

Skills T

Operator's Licenses \ Radial/Ethnic Code 000010

Inventorv

REP Professional Development

The image below shows the user-defined Classroom Management and Instruc-
tional Delivery fields in the general Employment section of the Employment
tab:

Employee Search

Almeda, Danielle (287)

-1
08/25/1995
Personal Employment Jobs Payroll Data Contracts
Date Selection
Hire Date 08/25/1995 =
Common Links Benefit Date 08/25/1995 2
7 08/25/1995 g
@ Documents Accrual Date E
I3 Remote Documents User Defined Fields
ZJ Notes
Fingerprint
Quick Links H.Q. (Paraprof.) []
Employment HOUSSE
REP Credentials " - ) =
REP Assignment ongevity Date - _[_[___
Major Satisfied [7]
PRAXIS IT [O]
State Tax ID
Comment:
(/MI REP Report N
Classroom
Management
N\, Instructional Delivery
—
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Michigan REP Validation-Set Values

Most of the fields in the REP Credentials and REP Assignments sections on
the Workforce Administration Employment tab are validation-set fields
(Maintenance > Logos Suite > System> Validation Sets > Validation Set
List). To comply with the formatting requirements of the state transmittal
tile, the values in these fields must be expressed precisely; therefore, the
validation set for each field must have values set up for use by the Michigan
REP Report.

Validation-set fields in the REP Credentials and REP Assignments sections
are circled on the image of the Workforce Administration Employment tab
below. A table containing the names of the fields and their associated vali-
dation sets and step-by-step instructions for setting up validation-set values
follows:

Employment Jobs Payroll Data Contracts

REP Credentials <
Certificate Type Issue Date Expiration Date Use for REP
#a X Another 11/15/2011 V4
REP Credential Detail
Use for REP. PIC Number 2342341234
( Certificate Type Another v) C Intial Instiution )
Sponsor
Credential Type b
Credential License e Vire TPavh =
Numbers Fynded Position Srau
Issue Date 1171672011 (2] Employment Status  98-New Teacher v)
Expiration Date _/[_ [ 3@ Highest EUUCEUU”"
Educator Effectiveness e
REP Assignment <
Assignment School FTE U;;;‘" Accounting/Function Code
# 7< Accounting instruction in a Bilingual Chaldean Program V4
REP Assignment Detail
Use for REP Academic Major  Yes b
Assignment Accounting instruction in a Bilingual » Academic Minor v
School M Administrator Cont. v
EIE
ekt bonetin 3 Core Classes Taught
Code
Highly Quaified v
REP Grade Level
Bilingual Education/ELL - Other - Bilingual Educ » Ninth Grade - Ninth Grade
Career/Technical Education - Career/Technical >
Early Childhood/Parenting - Early Childhood anc
Early On®iinter (Part C of IDEA) - Early On®/Eq
Eighth Grade - Eighth Grade ‘ ‘ »
Fleventh Grade - Fleventh Grade —
Field Validation Set
Certificate Type 391-REP Certificate Type
Credential Type 392-REP Credential Type
Title 1/Title II Part A 393-REP Title I/Title II Part A
Employment Status 394-REP Employment Status
Initial Institution Sponsor || 395-REP Initial Institution Sponsor
Assignment 396-REP Assignment Code
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Field

Validation Set

School

397-REP School

Accounting/Function Code

398-REP Accounting/Function Code

Highly Qualified

399-REP Highly Qualified Status

Academic Major

400-REP Academic Major

Academic Minor 401-REP Academic Minor
Administrator Cont. Ed. 402-REP Administrator Cont. Education
REP Grade Level 403-REP Grade Level

The following steps show you how to set up values for validation set 392-
Credential Type:

1 Navigate to Maintenance > Logos Suite > System > Validation Sets

> Validation

Set List.

2 Highlight validation set 392-REP Credential Type.

Validation Set List

Email Type

Email Type

387
388 Employee Skill Measurement Employee Skill Measurement
390 Employee Contract Adjustment Type Employee Contract Adjustment T
391 REP Certificate Type REP Certificate Type
Q:z REP Credential Type REP Credential Type )
&1 REF TTHe e REPTIUE T rParT A
394 REP Employment Status REP Employment Status
395 REP Initial Institution Sponsor REP Initial Institution Sponsor
396 REP Assignment Code REP Assignment Code
397 REP School REP School
398 REP Accounting/Function Code REP Accounting/Function Code
399 REP Highly Qualified Status REP Highly Qualified Status
400 REP Academic Major REP Academic Major
401 REP Academic Minor REP Academic Minor
402 REP Administrator Cont. Education REP Administrator Cont. Educatic
403 REP Grade Level REP Grade Level
404 IN Submission Unit Fund IN Submission Unit Fund E
405 IN Record Type IN Record Type
406 ND PERS Plan ND PERS Plan N

3 Click the Values button. The Validation Set Values List page for REP
Certificate Type will open.

4 Click New. The Validation Set Value page will open:
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Validation Set List > Validation Set Value List

Validation Set Value - 392

Validation Set 392

Value 00
Description  Credential not required

[ save § saveNew J peizie J Reset | iimmacs |

5 In the Value field, type 00.

Michigan REP Report

6 In the Description field, type Credential not required, or any entry
that makes it easy for you to identify the Value. This entry is not

required to comply with a predetermined wording.

7 Click Save/New. Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new

value.

Repeat steps 5-7 for the remaining validation-set values that need to be set
up, clicking Save after making entries for the final value. (Please refer to the
“Registry for Educational Personnel” document at http://www.michi-
gan.gov/documents/cepi/REP_Glossary_278177_7.pdf for the precise val-

ues to be entered.)

The completed Validation Set Values List for 392-Credential Type should

look like the image shown below:

Validation Set List

Validation Set Values List - 392 REP Credential Type

Value

| Description

00
01
02
03
04
05
06
07
08
11
21
22
51
52
61
&7
70
73

Credential not required

Life

Pending

Elementary Provisional
Elementary Professional
Elementary Permanent
Secondary Provisional
Secondary Professional
Secondary Permanent
Permit, full year

Dual, Provisional

Dual, Professional

School Nurse (Std)

School Nurse (Pro)

School Psychoelogist Certificate
Audiologist

Special Education, Approved
DoD (ROTC)

[ New ] Deiete J Refresh ] atternates |

Repeat steps 1-7 for each REP validation set (391-403).
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Michigan REP Report

Human Resources > State Requirements > MI > REP Report

Michigan REP Report

Load Saved Report < Distrioution Group -3
Override Report Title Email Group -
Date of Count =
Operating ISD/ESA
Operating District
Fal ©
End of Year (_
L)

The following table contains descriptions of the fields on the Michigan REP
Report page:

Field Description

Date of Count || Required. Data obtained for each employee’s
primary job as of this date.

Operating Required. State-assigned, two-digit number of
ISD/ESA the intermediate school district (ISD) or Educa-
tional Service Agency (ESA) that has the operat-
ing district or program where the staff member
is employed.

Operating Required. State-assigned, five-digit local educa-
District tion agency (LEA), public school academy
(PSA) or ISD number of the district where the
staff member is employed.

Fall/End of Determines whether the report will be submit-
Year ted for the fall or the end of the year.

After making your selections on the page, click the Submit button to gener-
ate and display the Michigan REP Report in SSRS format, with options to
save the report in another format, such as PDF, and send it to myReports.
The transmittal file also will be generated and sent to myReports.
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Sample Michigan REP Report (SSRS Display)

Michigan REP Report

@ /HR/StateRequirements/MI/MIREPReport - Windows Internet Explorer (=N oy |
4 4 of 1 bl 100% - nd | Next  Select a format ~ Export 1| =)
Date of Count 12/21/11
Submission Period Fall
ISD/ESA 04, District 23452
Credentil License
Pic Number Last Name First Name Middle Name SN Number Dateof Hire  SchoolCode  AssgnmentCode  GRK GK Gl G2 G3 G4 G5 G6 G
0000001565 Abigantus Darian 096450886 456-as 06/30/2008 05589
2342341234 Adhami Xzavier 937498852 09/25/2010 YPOGA
9999999999 Ameda Daniele 754189616 PVO000000772249 08/25/1995 05507 000RX 11
9999999999  Ameda Daniele 754189616 PVO000000772249 08/25/1995 05589 YROGA 1
987654321 Amengor Diamond 162374899 rer 08/29/2009 E
1234567890 Altobello Wilow M 464863360 09/01/1972 05589 YOOGA 1
33 Ain Devin 582373169 02/02/2011
Anderman Perre G 502160423 07/01/2009
5678800060 Appenzeler Shamar M 940643973 08/31/1998 00562 0002G 1!
5678899960 Appenzeler Shamar M 940643973 08/31/1998 84200
120123 Arment Noele w 043203715 123456789012345 08/31/1987
0038383639 Balard Gindy 012833128 ADK9000000011 08/22/2008 05507 000EX 1
848483939 Banvelos Skye 565435567  AHD30303940303 01/14/2004 05507 000DX T T
5345345340 Baranoski Jefferson 435928260 08/24/2010 81600
0423423423 Barsch Gage R 404295847 TEACH1231231231 08/25/2006 05507 000DA 1
9876543210 Beerle Matteo il 512610201 11/06/1989 05589 82100
7345345345 Belfowers Sophie 264230799 12/16/2008 05589 00ONR
8324534534 Bender Hana 017835511 09/01/1976 84500 1 1
7489769789 Beren-smith Abby 323223638 08/22/2003 00562 84000
5675645752 Beresford Erka R 438691056 34589dfg2342344 09/26/2002 00562 000GA 1 1
2789789778 Berry Luke 306788051  1234567shrink99 08/26/1994 05589 0008D 1
2789789778 Berry Luke 306788051 1234567shrink99 08/26/1994 05507 000BD 1
2789789778 Berry Luke 306788051  1234567shrink9 08/26/1994 00562 0008D 1
9145237862 Besanson orlando A 741536644 02/29/2000 72199
2675675675 Bstodeau Justice 354006676 08/22/2008 72110
5551116668 Blakeway Gabriel 073815869 08/22/1994 72199
0434343433 Boyarsk Katerina 632975049 0444444444446 02/01/2011 00562 000MX 1 1
8567567564 Faucher Dakota 8 261481783 12/14/2000 00562 0002G
123 Hutch Els 394294299 08/27/2004 05589 YROGA S TR T R R R
4678678678 Kalenberger Caroiine 763364952 asdasdfasdf2345 08/27/1993 05589 000CH I
1e7esarees  tihrentaid 27a00Ea7  sartaaarraann narencar  aneen Ve . .
a il >
Sample Michigan REP Transmittal File
7 QYWO0014Y000533794011] - Notepad
File Edit Format View Help
‘Abigantus arian 006450886 456-as_ 06/30/2008 05580 000DC =
Adhami  xzavi 937498852 09/25/2010 Y#0 1
Almeda Danielle 754189616 PV0000000772249 08/25/1995 05589 YROGA 1
Almengor Diamond 162374899 rered4444444423 08/29/2009
Altobello willow M 464863360 72 05589  YOOGA 1 1
Alwin  Devin 582373169 02/02/2011
Andernan qerre G 502160423 07/01/2009
Appenzeller shamar M 3973 08/31/1998 84200
Arment Noelle 043203715 123456789012345 08/31/1987
Bailard Cindy 012833128 ADK9000000011 __08/22/2008 05507 000EX 1 1
ganvelos ve 56 7 030303940303 01/14/2004 05507 000DX 1 1 1
garano: Jefferson 435928260 5/24/2010 81600
Barsch Gage 205847 TEACH1231231231 08/25/2006 05507  000DA 1 1
Seerle watteo L 512610201 1/06/1989 5589 82100 1
Bellfl rs sophie 264230799 2/16/2008 05589 00ONR 1
Sender  Hana 0178355 09/01/1976 84500 1 1 1
Beren-smith Abb{ 323223638 08/22/2003 00562 84000
Beresford erika 438691056 580dfg2342344 09/26/2002 562 000GA 1 1 1
Berry  Luke 306788051 12345675hrink99 08/26/1994 05589 0008D 1 1
Besansc orlando A 741536644 /29/2000 72199
5istodeau Justice 354006676 08/22/2008 72110
Blakenay Gabriel 073815869 08/22/1994 72199
Soyarski Katerina 632075049 £d4344444444446 02/01/2011 00562 000MX 1 1
Faucher pakota B 261481783 12/14/2000 00562 000ZG
Hutch E1Ti 394294299 08/27/2004 05589  YROGA 1 1 1 b 8 2 b 2 b 2 b 2 b 2 b
Kallenberger caroline 763364952 dasdfasdf2345 08/27/1993 05589 000CH
Lichtenfeld Ayana 372882527 eer4334443444 8/26/1994 00562  YMOZG 1 1 1
martindelcamp Larry M 126527139 PER234 4 08/28/2000 05589  000GA
melford valentin; 979836483 /29/19 71270
entz . wari 972452568 der554534333333 08/24/1998 00562 000BT 1 1
MuThern pulce M 020960482 535956954yhd532 09/01/1970 00562 60401 1
sigafus Guadalupe 79 sdf234 4 07/11/1984 05589  000DA
Singer  Keve 872903142 de1231231231231 09/01/1978 05589 000EX
Smith ol 111223333 rere44141444423 07/20/2011 05507 0008T 1
ncksenito 813604565 DEF20202020202  09/04/1985
valverde 123334455 9/08/2011 05589 82100
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	Michigan ORS Report
	User-Defined Fields Setup
	Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 section headers on the Employment tab in Workforce Administration.
	4 Click New. The User-Defined Fields Section Header popup will open.
	5 For Section Header, type MI ORS.
	6 Use the Sequence Number field to tell where you want the section to appear in relation to other sections on the Employment tab; for example, if the page already contains three sections (sequence numbers 1 through 3), and you want the MI ORS section...
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added MI ORS section header.

	User-Defined Fields
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 fields on the Employment tab in Workforce Administration:
	4 Click New. The User-Defined Fields popup will open:
	5 Complete the fields exactly as follows:
	6 Click OK. The TDP Agreement Number field will be added to the Employee Employment Attributes grid on the User-Defined Field List page.
	7 To set up the user-defined field that will be part of the MI ORS section on the Jobs tab in Workforce Administration, repeat steps two through five, substituting Employee Job for Employee Employment in step 2, and in step 5, complete the fields exa...

	Employee Setup for Michigan ORS Reporting
	1 Navigate to Human Resources > Workforce Administration > Search. The 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 ORS reporting. The employee’s Workforce Administration page will open.
	4 Click the Employment or Jobs tab to bring it forward. The tab will contain the MI ORS section and numeric field(s) you set up.
	5 Make valid selections in the appropriate user-defined fields.
	6 After making your selections, click Save.
	7 Repeat these steps for each employee who is to be included in the report.

	MIP and Pension Plus Deduction Setup
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits > Deductions. The Deduction List page will open.
	2 Click a deduction Code to open the Deduction page:
	3 Click in the Calculation Method field to open the drop-down of calculation methods.
	4 Click the calculation method you want. It will populate the Calculation Method field.
	5 Click the Calculation button, located at the bottom of the page. The Deduction Details Entry popup will open:
	6 In the Available list box on the Excluded Deductions tab, select the deductions that are to be excluded from the gross, and move them to the Selected box.
	7 In the Available list box on the Hours Codes tab, select the hours codes that are to be excluded in the gross, and move them to the Selected box.
	8 In the Available list box on the Pre-Tax Deductions tab, select the taxes that are to be reduced by the deduction, and move them to the Selected box.
	9 Click Save.


	Michigan ORS Maintenance
	1 Navigate to Human Resources > State Requirements > MI > ORS Maintenance. The ORS Maintenance page will open, with the Company Settings tab brought forward, as shown below:
	2 Type the five-digit Organization Code. The first four digits are the number assigned to the individual reporting unit. These digits should be followed by a zero (0).
	3 In the Organization Name field, type the name of the reporting unit.
	4 In the Service Center Code field, if applicable, type the five-digit code of the service center that prepared the file.
	5 In the Service Center Name field, if applicable, type the name of the service center that prepared the file.
	6 Click Save.
	7 Click the Wages Mapping tab to bring it forward:
	8 Typing directly in the Wage Code cells, map the ORS wage codes to the hours codes that pertain to the reported wage codes for retirement system members.
	9 Click the Contributions Settings tab to bring it forward:
	10 The Contributions Settings tab contains five tabs of list boxes. Use the list boxes on these tabs to select the deduction and benefit codes that sum up what the retirement system members and the employer are contributing to retirement:
	11 To store the ORS Maintenance settings, click Save on the Company Settings tab.

	Create Michigan ORS Data
	1 Navigate to Human Resources > State Requirements > MI > ORS Members List. The ORS Members List page will open:
	2 Click the Create button. The Create ORS Member Data popup will open:
	3 Select the check date range for which report data will be created.
	4 After selecting the dates, click Create. (If data already exists, a popup will let you know. To continue, click Accept.) The current retirement data will populate the work file, and the grid on the ORS Members List page will refresh to show all emp...

	Add or Edit Michigan ORS Data
	1 If you need to add an employee to the grid on the ORS Members List page, click the New button located in the bottom border of the grid; if you need to edit data for a particular employee, click the hyperlinked Employee Name. In either case, the ORS...
	2 Make entries in the appropriate fields. The following table contains descriptions of the fields and grid cells on each tab:
	3 After making your entries, click Save to update the grid on the ORS Members List page.

	Generate Michigan ORS Report
	Sample Michigan ORS Report
	Member Demographics page
	TDP Contributions page
	Defined Contributions page
	Report Totals page

	Sample Michigan ORS Transmittal File


	TDP Agreement Report
	1 Select an employee name in the Employee field.
	2 Click the Add button to add the name to the Employee Selected box.
	3 Repeat steps 1 and 2 for each employee who is to be included in the transmittal file.
	4 Click Submit.
	Sample TDP Agreement Transmittal File

	Michigan REP Report
	Report Setup
	Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Demographics 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 section headers in the Demographics section of the Personal tab in Workforce Administration.
	4 Click New. The User-Defined Fields Section Header popup will open.
	5 For Section Header, type MI REP Report.
	6 Use the Sequence Number field to tell where you want the section to appear in relation to other sections in the Demographics section; for example, if the page already contains three sections (sequence numbers 1 through 3), and you want the MI REP R...
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added MI REP Report section header:

	User-Defined Fields
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Demographics 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 fields in the Demographics section.
	4 Click New. The User-Defined Fields popup will open:
	5 As shown in the image above, complete the fields exactly as follows:
	6 Click OK. The Racial/Ethnic Code field will be added to the Employee Demographics Attributes grid on the User-Defined Field List page.
	7 To set up the two user-defined fields that will appear under the MI REP Report header in the Employment section of the Employment tab, repeat steps two through six, substituting Employee Employment for Employee Demographics in step 2, and in step 5...

	REP Racial/Ethnic Code
	REP Professional Development
	Michigan REP Validation-Set Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight validation set 392-REP Credential Type.
	3 Click the Values button. The Validation Set Values List page for REP Certificate Type will open.
	4 Click New. The Validation Set Value page will open:
	5 In the Value field, type 00.
	6 In the Description field, type Credential not required, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	7 Click Save/New. Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
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	Sample Michigan REP Report (SSRS Display)
	Sample Michigan REP Transmittal File



