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REPORT SETUP

Overview

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

1 “User Defined Fields Setup” on page 1-2 details how to set up benefits and
deductions as user-defined fields that can be assigned a PERA category
code.
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User Defined Fields Setup

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

Setting Up Deductions

To set up deduction user-defined fields for the Minnesota PERA Report:

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

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

User Defined Field Attributes

MName

Section Header o

Sequence Number a
DataType Text hd

Maximum Length

ok concel |
4 Complete the fields exactly as follows:

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

5 Click OK.

To set up category codes for deductions:

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

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

Logos.NET Human Resources 1-2 Last Revised: March 14, 2011



‘g R A T 0 T SR SR Report Setup
‘ b User Defined Fields Setup

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

Deduction List

Deduction Code User Defined Fields - 145

Name |Value
2004¥W2Box10

2004W2B0x12

2004¥2B0ox14 MedRe
NVPERS

(s | concal

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

5 To indicate that this deduction should be included as a member contribu-
tion, enter a “C” in the Value control.

Click Save.

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

Last Revised: March 14, 2011 1-3 Logos.NET Human Resources
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Setting Up Benefits

To set up benefit user-defined fields for the Minnesota PERA Report:

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

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

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

Sequence Number ¥

Data Type Text -

Maximum Length

Required [
oK
4 Complete the fields exactly as follows:

Table 1.2
Control Value
Name MNPERA
Data Type Text
Maximum Length 1

Required Unselected

5 Click OK.

To set up category codes for benefits:

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

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

Logos.NET Human Resources 1-4 Last Revised: March 14, 2011
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3 Click the User Defined Fields button. The “Benefit Code User Defined
Fields” page displays.

Benefit List

Benefit Code User Defined Fields - Profit

Name | Value
2003W2B0x10 S
2003W2Box1 2

2003w2Box14 Profs
2004W2Box10

2004¥W2Bo0x12

2004\W2Box14

NVYPERS

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

5 Enter the appropriate value as needed for the codes:

Table 1.3
Value Meaning
() Benefit is included as an employer contribution.
A Benefit is included as an additional employer contribution

6 Click Save.

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

Setting Up Hours Codes

To set up hours codes user-defined fields for the Minnesota PERA Report:

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

2 Select Hours Code from the Record Type control.

Last Revised: March 14, 2011 1-5 Logos.NET Human Resources
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3 Click the New button. The “User-Defined Fields” popup displays.

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

Sequence Number ¥

Data Type Text -

Maximum Length

Required [
4 Complete the fields exactly as follows:
Table 1.4
Control Value
Name MNPERA
Data Type Text
Maximum Length 2

Required Unselected

5 Click OK.

To set up category codes for hours codes:

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

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

Logos.NET Human Resources 1-6 Last Revised: March 14, 2011
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3 Click the User Defined Fields button. The “Deduction Code User Defined
Fields” page displays.

Deduction List

Deduction Code User Defined Fields - 145

Name |Value
2004¥W2Box10

2004W2B0x12

2004¥2B0ox14 MedRe
NVPERS

Cson ] cancel

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

5 Enter the appropriate value as needed for the codes:

Table 1.5
Value Meaning
o1 Regular service activity.
02 Lump sum of unused accrued comp time.
04 Grievance pay.
05 Lump sum payments that have a retroactive earnings period.
06 Omitted deduction from earnings of member.

6 Click Save.

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

Setting Up Employees

To set up an MNPERAExclusionCode employee user-defined field for the Minne-
sota PERA Report,

1 From the Maintenance menu, select Logos Suite > System > Validation Sets
> Validation Set List.

Last Revised: March 14, 2011 1-7 Logos.NET Human Resources
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2 Click the New button. The “Validation Set” popup displays.
3 Complete the fields exactly as follows:

Table 1.6

Control Value

Number 9921

Name Employee UDF - PERA
Exclusion

Description Employee UDF - PERA
Exclusion

Click OK.

Highlight the new validation set (9921).

Click the Values button. The “Validation Set Values List” page displays.
Click the New button.

The Validation Set Value page displays.

© 0 N o a »

Type 000 as the Value. Employees who are assigned this value will appear
on the PERA report. Employees who are assigned any other values will
appear on the exclusion report.

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

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

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

Sequence Number ¥

Data Type Text -

Maximum Length

Required [
Lok
13 Complete the fields exactly as follows:
Table 1.7
Control Value
Name MNPERAEXxclusionCode
Section Header Minnesota

Sequence 2
Number

Data Type Validation Set

Logos.NET Human Resources 1-8 Last Revised: March 14, 2011
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Table 1.7
Control Value
Validation Set Employee UDF - PERA
Exclusion
Required Unselected

14 Click OK.

Setting Up PERA Plans

To set up PERA plan user-defined fields for the Minnesota PERA Report,

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

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

User-Defined Fields

User Defined Field Attributes

MName

Section Header i

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

Table 1.8
Control Value
Name MNPERA
Data Type Text
Maximum Length 2
Required Unselected

5 Click OK.

To add a PERA plan to an employee:

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

2 Use the Search controls to find the employee for whom you want to add a
PERA plan.

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

4 Select User Defined in the Attribute control.

Last Revised: March 14, 2011 1-9 Logos.NET Human Resources
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5 Click the MNPERA row in the table to highlight it. Click it again to put the
row in EDIT mode.

6 Enter the appropriate value for the following codes:

Table 1.9

Value

o1
02
03
07
11
14
15
16
99

Meaning
Basic PERA plan
Coordinated PERA plan
Police and Fire PERA plan
Privatization PERA plan
Correctional PERA plan
DCP Ambulance PERA plan
DCP Physician PERA plan
DCP Elected Official PERA plan
Exempt PERA plan

7 Click Save.

8 Repeat Steps 2-7 for the remainder of the employees for whom you want to
add a PERA plan.

Logos.NET Human Resources
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Overview

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

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

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

1 “Minnesota Quarterly Tax and Wage Report” on page 2-2 provides specific
window and field information for the “Minnesota Quarterly Tax and Wage
Report” page. For a description of the procedures that can be performed
from this page, please refer to Chapter 3, “Procedures.”

2 “Creating Minnesota PERA Data” on page 2-7 provides step-by-step infor-
mation for the set up of the Minnesota PERA (Public Employees Retire-
ment Association) Report.

3 “Minnesota PERA List” on page 2-8 allows the user to view current PERA
data.

4 “Minnesota PERA Entry” on page 2-11 allows the user to add and edit
PERA data.

5 “Minnesota PERA Report” on page 2-13 creates a report and transmittal
file of the PERA data.

Last Revised: March 14, 2011 2-1 Logos.NET Human Resources
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Minnesota Quarterly Tax and Wage Report

stems

The “Minnesota Quarterly Tax and Wage Report” page, accessed from the Human
Resources menu (Human Resources > State Requirements > MN > Quarterly Tax
and Wage Report), enables authorized users to select the information that appears
on the Minnesota Quarterly Tax and Wage Report and submit it to myReports. For a
description of the procedures that can be performed on this page, please refer to
Chapter 3, “Procedures.”

Minnesota Quarterly Tax And Wage Report

Load Saved Report o |

Submission Period

quarter |8 v |

Year 2004

Minnesota UC Account Number

Create DiskFile [

Awailable Benefit Group(s): 14 Selected Benefit Group(s): 0

ADMIN - Administration Al =

CFF - Charleston Fire Fighters

Dean Barber - Dean Barber

F.0.P PRE 81135 - F.0.P. Hired Before 05/01/1385 .

F.0P.- Fraternal Order of Police

IBEWY - Electrical Warkers dd Al
GRemove

ILGE - IUGE |
IUGE PRE 51400 - IUOE Pre 05/01/2000
IUOE PRE /1784 - IUOE Pre 05/01/1924

PART-TIME - Part-Time i
Falice - Police
PUBLIC WORKE - Public Works Directar hdll Remove All |

)

i

Entry Control Descriptions

Table 2.1 “Minnesota Quarterly Tax and Wage Report” Controls

Control

Load Saved Report

Submission Period

Quarter

Year

Minnesota UC Account
Number

Create Disk File

Description

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

This section groups submission period information for the report.

This control enables you to select the quarter for which you want to run the report. The
available options are 1-4. The default selection is 1.

This control enables you to specify the year for which you want to run the report. This
control is required. The acceptable range is 2001 - 2999. The current year is the
default.

This control enables you to specify the transmitter’s state unemployment insurance
account number for the report. This control is required. This number is assigned by the
State of Minnesota to the employer. It may contain ten digits.

This control indicates whether you want to create a file that can be saved to a disk. If
this control is selected, the system will open a standard Microsoft File Download dialog
when the report is submitted. This dialog enables you to specify the file location and file

type.

Logos.NET Human Resources
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Benefit Groups Tab

As the default visible tab of the “Minnesota Quarterly Tax and Wage Report” page,
the “Benefit Groups” tab enables users to specify the benefit groups to include on
the report. This tab is shown as the default under “Minnesota Quarterly Tax and
Wage Report” on page 2-2.

Benefit Groups Tab Entry Control Descriptions

Table2.2 “Minnesota Quarterly Tax and Wage Report” Benefit Groups Tab Controls

Control Description

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

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

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

Benefit Groups Tab Command Buttons

Table 2.3 “Minnesota Quarterly Tax and Wage Report” Benefit Groups Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

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

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

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

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

Last Revised: March 14, 2011
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Hour Codes Tab

The “Hour Codes” tab on the “Minnesota Quarterly Tax and Wage Report” page
enables users to specify the hour codes to include on the report.

Awailable Howr Code(s): 53 Selected Hour Code(s): O

ACCAPTAIM - Acting Captain Pay
CAR - Car allowance

CE- Comp Time Earmed

CLEANING - Cleaning Allowance
CLOTHES - Clothing Allowance
CM-DEF COMP - Refund City Mgr's Def Comp
CM-REF IMRF - Refund City Mar's IMRF
Codel15- Code1s

COMMAND - Cammand pay

COMP DRAW - Comp time draw down
CU - Comp time used

FUNERAL - Funeral time

Hour Codes Tab Control Descriptions

Table 24 “Minnesota Quarterly Tax and Wage Report” Hour Codes Tab Controls

Control Description

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

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

Hour Codes Tab Command Buttons

Table 25 “Minnesota Quarterly Tax and Wage Report” Hour Codes Tab Command Buttons

Button Description

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

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

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

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

Logos.NET Human Resources 2-4 Last Revised: March 14, 2011
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Command Buttons

Table 2.6 “Minnesota Quarterly Tax and Wage Report” Command Buttons

Button

Submit

Reset

Save

Save As

Delete

Description

This button automatically sends the “Minnesota Quarterly Tax and Wage Report” to myReports.

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

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

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

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

Last Revised: March 14, 2011
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Column
SSN

Name

Gross Wages

Hours Worked

Report Output

‘g Neww World Systems

Generated via the “Minnesota Quarterly Tax and Wage Report” page, the report
provides users with information detailing the gross quarterly wages paid to each
employee, and the employee’s hours worked. Use this report as a guide for prepar-
ing the Minnesota Quarterly Tax and Wage Report. A sample report appears below.

New World Systems
Minnesota Quarterly Tax and Wage Report
Sodal Security Numaher Name Gross Wages Hours Worked
939-19-6455 Dioniglas S Baker 1003156 157.15
939-54-4044 Erian Pamperin 1368304 000
939-14-3200 Joe 3 Bowrer 105.00 7.00
949-38-7600 Ay Brading 4400 200
939-30-6211 Curtis Browmsot 1941156 108.15
939-04-6633 Jeanette Buescher 934234 12839
939-32-3444 Roscoe Combs 269238 000
939-68-5499 Dmstha Cougill 10.815.00 16162
949-88-6200 Jaridce Goddsrd 42.00 100
939-06-3400 Gary Crevme 1l 88.00 400
939-30-6377 Jokm Cuelduer 105.00 7.00
939-45-6077 Tinothy Boeart 66.00 300
939-86-6833 Todd Jarobs 12,553.10 16642
939-18-2866 Marjorie Eibler 134617 000
939-45-1666 Roomde Eruoop S0.00 6.00
939-66-7855 Tamnara Laronan 1533594 144 89
939-07-4822 Deborsh binsktagh 998305 8564
939-68-5488 Brian Muller 66.00 300
949-60-9688 Stewre Mhyerscongh 88.00 400
939-17-6066 Deborsh Parnperi DAE9.T4 21492
939-36-4077 Larmy Pithman 134617 000
939-55-6300 Lomeled Rermels 134617 000
939-36-6411 Richard Sine 4376135 16831
939-35-3311 Jokm Smith. 134617 000
939-87-4400 William Winett 66.00 300
939-55-4355 Jermry Wood 12234 81 628 69
939-40-7277 Caryll Dittmore 6699 55 8339
939.59-5288 Erisn Applezate 10,736 .06 146.15
939-93-8077 Diame Jomes THIL3E 10339
939-63-0800 Corivme Ratliff 424913 8846
939-02-6222 Eemndra Fnssell 783928 24892
939-62-5866 Jeffrey Sager 15418.06 153 69
939-58-5000 Charles Firley 10,532 .89 628 69
949.52-5622 Blary Allen 796.00 100.00
999-68-4 100 Chiristopher At 150073 22200
939-97-AR T3 Termifer Mncrims 1196 52 197 0N

Report Fields

Table2.7 “Minnesota Quarterly Tax and Wage Report” Fields

Description

This column displays the Social Security Number of the employee.

This column displays the name of the employee.

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

This column displays the number of hours the employee has worked during the quarter.

Logos.NET Human Resources
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Creating Minnesota PERA Data

The “Minnesota PERA List” page provides step-by-step information for the set up
of the Minnesota PERA (Public Employees Retirement Association) Report. Setup
must be completed before running this report.

Create Minnesota PERA Data

Data Selection Date Defaults
From Check Date 3 Pay Period Begin Date 3
To Check Date 3 Pay Period End Date 3

Entry Control Descriptions

Table 2.8 “Minnesota PERA List” Controls

Control Description

Data Selection This section organizes the date controls that determine what data will be selected to
create PERA data.

From Check Date This control is required. Enter the first check date that should be included in the data.

To Check Date This control is required. Enter the last check date that should be included in the data.

Date Defaults This section organizes the controls that determine the default dates for the data.

Pay Period Begin Date This control is required. Enter the begin date that will appear on each created record.

Pay Period End Date This control is required. Enter the end date that will appear on each created record.

Command Buttons

Table2.9 “Minnesota PERA List” Command Buttons

Button Description

Create This button notifies the user that the previous work file will be cleared. If the user approves this, it
clears the previous PERA data and inserts the current PERA data into the table.

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

Last Revised: March 14, 2011 2-7 Logos.NET Human Resources
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The “Minnesota PERA List” page, accessed from the Human Resources menu
(Human Resources> State Requirements> MN> PERA List), allows authorized
users to review and maintain PERA information for each employee within an orga-
nization. When you first enter the page, you will see a screen like the following:

Minnesota PERA List

Employee |

Plan | |
s

Employee

ew ] Deeis |

Plan

Crotesn] o

Total Wages

Total Deductions

There are no items to show in this view

Tatal Benefits| Total Additional Benefits|

Once you click Search the list will populate with the results:

Minnesota PERA List

Employes
Plan |

Employee Plan Total Wages Total Deductions Total Benefits| Total Additional Benefits
B Brownson, Cuttis 01 $2,773.08 $1,382.60 $482.58 $0.00
i Baker, Douglas 5 02 $1,433.08 $1,487.68 $321.94 $0.00
Buescher, Jeanette 0z $1,334.62 $380.88 $424.96 $0.00
Cougill, Dustha 02 $1,545.00 $1,324.12 $331.81 $0.00
Jacobs, Todd 0z $1,793.30 $2,145.16 $400.44 $0.00
- Lanman, Tamara 0z $2,180.42 $1,460.36 $188.71 $0.00
Maoshtagh, Deborah 0z $1,426.15 $434.60 $426.11 $0.00
Pamperin, Deborah 02 $1,352.82 $925.48 $410.64 $0.00
Sims, Richard 0z $3,120.62 $963.32 $1,137.14 $0.00
Dittarnare, Caryll 02 $961.54 $322.72 $385.13 $0.00
Applegate, Brian 0z $1,4896.58 $372.24 $432.32 $0.00
Jones, Diane 02 $1,047.34 $950.16 $382.70 $0.00
Russell, Kendra 0z $1,107.04 $1,025.80 $335.63 $0.00
Sager, Jeffrey 0z $2,202.58 $1,116.00 $432.26 $0.00
Coaley, Cuttis 0z $1,782.70 $380.88 $457.55 $0.00
Craig, Roger 02 $2,293.34 $2,308.60 $237.99 $0.00
@ Bhikellin, Ted 0z $2,691.62 $1,680.64 $6.60 $0.00
. RAarhar Panrma na 1 004 RA ERTA IR E2T1 AR ®nnn
o
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When a row is expanded, additional information displays for the employee:

Employee | Plan | Total Wages| Total Deductions| Total Benefits| Total Additional Benefits |
£ Brawmson, Curtis 0 $2,773.08 $1,382.60 $482.58 $0.00 -
i | [PayType | StariDate | EndDate | Wages Deduction| Benefit| AdditionBenefit| Hours |
- 01/01/2005 01/14/2005 $2,773.08 $1,382.60 $482.58 $0.00 80

. | Employee | Ptan | Total Wages| Total Deductions | Total Benefits| Total Additional Benefits |
B Baker, Douglas 5 02 $1,433.08 $1,487.68 $321.94 $0.00

i Pay Type | StartDate | EndDate | Wages Deduction| Benefit| AdditionBenefit| Hours |
T 01/01/2005 01/14/2005 $1,433.08 $1,487.68 $321.94 $0.00 80

{ 'Employee | Plan | Total Wages| Total Deductions| Total Benefits| Total Additional Benefits |
= Buascher, Jeanette 02 $1,334.62 $389.88 §424.95 $0.00
@ Cougill, Dustha 02 $1,545.00 $1,324.12 $331.81 $0.00

Search Control Descriptions

Table 2.10 “Minnesota PERA List” Search Controls

Control Description
Employee Select the name of an employee if you want to search for results for one employee only.
Plan Enter the two-character code for a plan if you want to search for results for all employees in a

particular plan.

Search Command Buttons

Table 2.11 “Minnesota PERA List” Search Command Buttons

Button Description
Search This button sends a search message to the PERA data table and populates the grid with the results.
Reset This button updates the page and sets the data in the controls to the state they were in when the

page was opened.

List Results for PERA Search

The information is displayed in an expandable list that offers additional informa-
tion for each employee.Clicking the # icon in PERA Search list expands the
Employee list to display the Pay Type, Wages, Deduction, Benefit, Additional,
Hours, Start Date, and End Date information. Clicking the E icon in PERA Search
list collapses the Employee list and hides the Pay Type, Wages, Deduction, Benefit,
Additional, Hours, Start Date, and End Date information.

The default sort order of the Employee list is by Pay Type (in descending order.) The
Pay Type in the list is hyperlinked. Clicking on the link opens the “Minnesota PERA
Entry” in EDIT mode with the cursor focus in the Employee control.The default sort-
ing order of the PERA Search list is by Employee (alpha, descending order).

Table 2.12 “Minnesota PERA List” Grid

Column Description

Employee This column displays the employee’s number within the organization and the employee’s
name.

Plan This column displays the PERA plan to which the employee belongs.
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Table 2.12 “Minnesota PERA List” Grid (continued)

Column

Total Wages
Total Deductions
Total Benefits

Total Additional
Benefits

Pay Type

Wages
Deduction
Benefit

Additional

Hours

Start Date
End Date

Description

This column displays the employee’s total wages paid for the current pay period.
This column displays the employee’s total deductions taken for this pay period.
This column displays the employee’s total benefits paid for this pay period.

This column displays the total amount of any additional benefits paid to the employee for this
pay period.

This column displays the type of pay (e.g., regular, overtime, etc.). The Pay Type in the list is
hyperlinked. Clicking on the link opens the “Minnesota PERA Entry” page.

This column displays the employee’s wages paid for this pay type.
This column displays the employee’s deductions taken for this pay type.
This column displays the employee’s benefits paid for this pay type.

This column displays the amount of any additional benefits paid to the employee for this pay
type.

This column displays the number of hours the employee worked for this pay type in the cur-
rent pay period.

This column displays the start date of the pay period.

This column displays the end date of the pay period.

Command Buttons

Table 2.13 “Minnesota PERA List” Command Buttons

Button

New

Delete

Refresh

Print

Description

This button opens the “Minnesota PERA Entry” page in ADD mode with cursor focus in the Employee
control.

This button is hidden if user does not have appropriate security permissions. If the user is authorized,
it prompts the user to confirm deletion. If OK is clicked and a Pay Type row is highlighted, just that
row is deleted. If an employee row is highlighted, all Pay Type rows for that employee are deleted.
The system refreshes the list, and automatically highlights the first row in the list. If deleting the only
row in the list, place cursor focus on the New command button.

Performs a postback and keeps the selected row highlighted. If the selected row was deleted, auto-
matically highlights the first row in the list. If there are no rows in the list, places cursor focus on the
New command button.

Opens the “Minnesota PERA Report” popup page.
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Minnesota PERA Entry

The “Minnesota PERA Entry” page, accessed by clicking the New command button
or the Pay Type hyperlink in the Employee grid on the “Minnesota PERA List” page,
enables authorized users to add an employee to the PERA list or to maintain an
employee already on the list.

Minnesota PERA Entry

Employee | v@
Flan l_

Start Date m

End Date 3

PayType |

Wages

Deduction

Benefit

Additional

Hours

Adjustment a

) Cancel )

Entry Control Descriptions

Table 2.14 “Minnesota PERA Entry” Controls

Control Description

Employee This control is required. Select the employee for whom you will create the PERA entry.
This control is disabled in EDIT mode.

Plan This control is required. Enter the two-digit plan number.

Start Date This control is required. Enter the pay period start date.

End Date This control is required. Enter the pay period end date.

Pay Type This control is required. Enter the two-digit code that represents the pay type.

Wages This control is required. Enter the wages the employee earned for this pay type.
Acceptable values are 0.00 through 99,999,999.99.

Deduction This control is required. Enter the deductions taken for the employee for this pay type.
Acceptable values are 0.00 through 99,999,999.99.

Benefit This control is required. Enter the benefits the employee earned for this pay type.
Acceptable values are 0.00 through 99,999,999.99.

Additional This control is required. Enter the additional benefits the employee earned for this pay
type. Acceptable values are 0.00 through 99,999,999.99.

Hours This control is required. Enter the number of hours the employee worked for this pay
type in this pay period.

Adjustment Select this box if this entry represents an adjustment.

Last Revised: March 14, 2011

2-11 Logos.NET Human Resources



Reports o
Minnesota PERA Entry ‘g New World Systems

Command Buttons

Table 2.15 “Minnesota PERA Entry” Command Buttons

Button Description

OK Adds or updates the information in the PERA data table, closes the popup, and returns the user to
the “Minnesota PERA List” page.

Cancel Clears the entry controls without saving and data or changes, closes the popup, and returns the user
to the “Minnesota PERA List” page.
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Minnesota PERA Report

The “Minnesota PERA Report” page, accessed from the Human Resources menu
(Human Resources> State Requirements> MN> PERA Report) or by clicking the
Print button on the “Minnesota PERA List” page, enables authorized users to pro-
duce the Minnesota PERA report.

Minnesota PERA List
Minnesota PERA Report

Load Saved Report ||

Overtide Report Title

Print Minnesota PERA
Employer Mumber
Faid Date 3

Creste Disk File

Entry Control Descriptions

Table 2.16 “Minnesota PERA Report” Controls

Control Description

Load Saved Report This control allows users to retrieve selection criteria that has been previously defined.
An unlimited number of selection criteria combinations for a listing can be stored.

Override Report Title This control displays the title that will replace the default title on the printed report.

Employer Number This control is required. Enter the six-digit unit number that identifies the employer.

Paid Date This control is required. It displays the date payment was made for this pay period.

Create Disk File This control indicates whether you want to save this file to a disk. If this control is

selected, the system will open a standard Microsoft File Download dialog when the
report is submitted. This dialog enables you to specify the file location and file type.

Command Buttons

Table 2.17 “Minnesota PERA Report” Command Buttons

Button Description

Submit This button automatically sends the Minnesota PERA Report to myReports.

Reset Clears the entry controls and places the cursor focus in the Employer Number control.

Save If the report settings have not yet been saved, opens a popup page that allows user to save the cur-

rent report settings and assign a name to the settings so they can be used at a later date. When OK
is clicked, saves the settings and closes the popup page. Places cursor focus in the Report Through
Date control. When changes are made to a previously saved report, any changes are saved to the
report settings and cursor focus is placed in the Employer Number control. Hidden if user does not
have appropriate security permissions.
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Table 2.17 “Minnesota PERA Report” Command Buttons (continued)

Button Description

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

Delete Prompts user to delete the current report settings. When OK is clicked, deletes the saved report set-
tings. Clears all controls and places cursor focus in the Employer Number control. Enabled only if the
Load Saved Report option was used. Hidden if user does not have appropriate security permissions.

Report Output

Generated via the “Minnesota PERA Report” page, the report provides users with
information about employee PERA contributions. Use this report as a guide for pre-
paring the Minnesota PERA (Public Employees Retirement Association) Report.
Data on the report is sorted by Plan, then by Last Name, then by First Name. It pro-
vides totals by plan, as well as grand totals. A sample report appears below.

New World Systems
Minnesota PERA Report
Paid Date 01/14/2005

Hame m:"m Fay Type Hours VWages Deduciion EBenefit EBegin Daie End Daie

Flan: Basic
Churtic Brovms o 939.30-6211 o1 20.00 237508 138260 482.58 1172005 141422005

Plan Telal: 1 £65.1% Additional Benefit: 0.00 £0.00 177308 1,382.60 482 .58

Flan: Coordinated
Eria Applegate 020.50.5288 a1 20.00 149658 37224 43232 14172005 141412005
Eevin Bailey 939.50-6200 o1 20.00 185304 T56.00 567.71 17172005 141422005
Douglas 5 Baker 939.10-6455 o1 &0.00 143308 143763 32194 17172005 141442005
Crarge Barber 920-21-6200 a1 20.00 199454 878.36 37146 14172005 171442005
Creg Bontwr 939.31-6022 ol 20.00 1,857 96 105396 40186 17172005 141422005
Jeunette Buescher 930.04.6633 o1 2000 1334 62 330 88 424 96 17152005 14142005
Quincy Cain 020-21-5266 01 20.00 205902 824.52 488 .93 14172005 171442005
Curtic Cooley 939.21-5266 o1 20.00 1,782.70 390,88 457.55 17172005 141422005
Dstha Cougill 939-65-5453 o1 a0.00 154500 1732412 33181 17152005 141442005
Roger Craig 920-21-5000 01 20.00 220334 220840 23799 14172005 1/1442005
Caryll Dittamore 939.40.7277 ol 20.00 96154 32272 38513 17172005 141422005
Ted Ghibelling 939.77-4233 o1 a0.00 369162 1589 64 660 17172005 141442005
Todd Jacobs 030-86-6833 a1 20.00 1,793.20 214516 400 .44 14172005 171442005
D Jorwes 939.93.8077 o1 0,00 1047 34 959,16 302,70 1172005 141422005
Chad Eeefir 939-09-8000 o1 a0.00 1335089 34316 419 47 17172005 141442005
Tammary Lavmman 030-66-7855 a1 20.00 2,189.42 146036 19971 14172005 141442005
Drarrell Betler 939.28-4400 o1 0,00 196343 1544 34 300.32 1172005 141422005
Deborsh Moskragh 939-07-4822 a1 a0.00 142615 434 60 426,11 17172005 141442005
Teamette Hichols 030-18-4844 01 20.00 923.08 166.16 88.02 14172005 141442005
Deborsh, Paonpern 939.17-6066 ol 0,00 135282 91548 419.64 17172005 141422005
Eris Philpott. 939.99.6355 o1 80.00 330592 3,002 40 300.32 17172005 14142005
Eendra Fussell 930-02-6222 01 20.00 1107.04 102580 33563 14172005 141442005
Jafrey Suger 020.62-5860 01 20.00 220258 1,116.00 432.26 14172005 141412005
Richard Stme 939-36-6411 o1 80.00 312962 96332 113714 1172005 141412005

Plan Telal: 34 255 .06 Additional Benefit: 0.00 192000 42 195 5 M 07504 9,280 02
i

Report Fields
Table 2.18 “Minnesota PERA List” Fields
Column Description
Name This column displays the employee’s full name.
Social Security Number This column displays the employee’s Social Security Number.
Pay Type This column displays the two-digit code that represents the pay type.

Hours The column displays the number of hours worked by this employee for this pay type.
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Table 2.18 “Minnesota PERA List” Fields (continued)

Column
Wages
Deduction
Benefit
Begin Date
End Date

Description

This column displays the wages the employee earned for this pay type.
This column displays deductions taken for the employee for this pay type.
This column displays the benefits the employee earned for this pay type.
This column displays the pay period start date.

This column displays the pay period end date.

Last Revised: March 14, 2011
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Overview

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

D “Saving Report Settings”

D “Loading a Saved Report”

» “Printing a Report”

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

Use this procedure to save report settings for future use.

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

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

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

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

Flease enter a new report criteria name

R Concel

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

5 Click OK.

The report settings are now saved for future use. For more information on loading
a save report, please refer to the “Loading a Saved Report” topic.
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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 > MN > [Report Name]
menu, select the report for which you want to load a saved report. The
report page displays.

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

The controls update to display the saved report settings.

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

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

f-‘ Welcome to Logos.NET - Amy Smalley

[ mySearch | | myactivities (@) for 06/17:2005 D [myCalendar |
T — | Mo Activities exist for the selected date
Type | Purchase Order v < June 2005 ~ >
Sun hodont Tue ied Thu Fri Sat
seacnfor [ ]

24 30 31 01 0z 03 04

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

13| 3] 14| 1s] 1| a7 18
| myTasks \ 19| 20] 21 22| z3| 24| 25
2 27] 28] 20 30| 01 oz
o3 o4 05| os] 07| o8] oo

- oponAcivies._
| myReports {7} |

3 Folder List | mySettings |

3 current (7) Custamize Page View
(3 archive (0) Change Passward

] |

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:

P

myReporis
DB BSI

&0 Reports for Amy Smalley
@y O current
B O Minnesota Quarterly Tax
B O position Budget Report
'1% O Budget Position Listing
B [ open Position Report
@ Archive

New World Systems
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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:

hir P

myReports

P I3 crooso prnter _PiPravw | s

2y [ Reports for Amy Smalley
& O current New World City
18 O Minnesota uarterly Tax Minnesota Quarterly Tax And Wage Report
B O Position Budget Report Sodal Security Number Name Cxoss Wages  Hours Worked
Sl [ Budget Position Listing
=] [J Open Pasition Repart 556-46-1000 Eric Scott Baker G444.16 106.00
@& [ Archive 995.26.3099 Cuntis Brach 361036 3000
990.66.0495 Jesautte Vabearan 500,00 16923
990-45.0899 Duehu Cougill 0.0 515
990-44.3599 Todd Midhsl Jacobs 520,00 326.15
990.87.0699 Tamgs Laman 000 515
990.34.0798 Debordh Meais 000 515
990.69.5099 Stevn B Mysscough 000 000
995.06.1798 Debordh Winamnekia 000 1538
990-46.3699 Ridrd Sime 000 1538
995.24.3599 Tobi Wisreki 000 200
995.27-4098 Cayll Distefne 0.0 515
995.25.3099 Erim Applegats 000 923
995.03.5399 Diaw Jonue 000 923
990.80.6399 Corirme Ratlif 000 308
995.26.0299 Kondra Rassell 000 1231
990.85.6299 Jeliey Siger 000 1538
995.05.3899 Charles Findey 000 923
995.03.5490 My Allen 23184 3800
990.66.5799 Jermiter Avvdrems 16371 2400
L 21 ososz0108 Wands Snidsr 36.00 200
990624799 ey Snider 91348 43.00
990.3.1399 Biith Srider 6152 200
990.63.6198 Job A Srider 0.0 200,00 o

To print the report, click the Print button.
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