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Overview

This manual provides instructions for the setup and use of the Montana State Requirements
reports:

1 “Montana PERA Report” on page p. 2
“Employee Maintenance Setup” on page p. 2

“Service Purchase Type Codes” on page p. 5

“Create Montana PERA Data” on page p.9

2

3

4 “Montana PERA Maintenance” on page p. 6

5

6 “Add or Edit Montana Retirement Data” on page p. 11
7

“Generate Montana PERA Report” on page p. 13
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Montana PERA Report

The Montana PERA Report has been added to the Montana State Requirements menu. This report
is submitted to the state of Montana each pay period.

Employee Maintenance Setup

The Montana PERA Report requires the setup of two user-defined validation-set fields and one
check box in Employee Maintenance. These fields accommodate employee retirement contribu-
tions made through payroll deductions.

The following steps show you how to set up these fields and a section header for making the
fields easy to locate on the Employee User-Defined page in Employee Maintenance:

Section Header

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

2 Select Employee from the Record Type dropdown.

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

4 (lick New. The User-Defined Fields Section Header popup will open.
5 For Section Header, type MT PERA.

6 Use the Sequence Number field to tell where you want the section to appear in relation
to other sections on the Employee User-Defined page; for example, if the page already
contains three sections (sequence numbers 1 through 3), and you want the MT PERA
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 7 to have the section
always appear at the top of the page, 99 to have it appear at the bottom.

7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh
to show the newly added MT PERA section header.

User-Defined Fields

To set up the user-defined fields that will be part of the MT PERA section on the Employee User-
Defined page in Employee Maintenance, follow these steps:

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

2 Select Employee from the Record Type dropdown.
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3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show
a grid of existing user-defined fields in Employee Maintenance.

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

5 Complete the fields exactly as follows:

Field Value

Name MT Retirement System
Section Header || MT PERA

Sequence Num- || (your choice or blank)

ber

Data Type Validation Set

Validation Set || MT PERA Retirement System
Required (leave unchecked)

The MT Retirement System code will identify each employee’s plan. (See next section,
“Employee Setup for Montana State Reporting.”)

This code is numeric and may contain up to two digits. To add or maintain valid MT
Retirement System codes, navigate to Maintenance > Logos Suite > System >
Validation Sets > Validation Set List, select (highlight) the MT PERA Retirement
System validation set (380), and click the Values button.

The numeric codes need to be whatever retirement systems numbers are specified in the
Montana PERA quide produced by PERA.

The first two characters of the Description of each code must be the employer type
code--for example C/ for City and €O for County.

Descriptions need to be whatever employer types are specified in the Montana PERA quide
produced by PERA.

6 Click OK. The MT Retirement System field will be added to the Employee Attributes grid
on the User-Defined Field List page.

Repeat steps four through six for the remaining validation-set field and the check box
that need to be set up. The following two tables contain the entries you will need to
make:
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Field Value

Name MT Seasonal Indicator

Section Header || MT PERA

Sequence Num- || (your choice or blank)

ber

Data Type Validation Set

Validation Set || MT PERA Seasonal Indicator
Required (leave unchecked)

This code is alphanumeric and may contain up to four characters. To add or maintain
valid MT Seasonal Indicator codes, navigate to Maintenance > Logos Suite > System >
Validation Sets > Validation Set List, select (highlight) the MT PERA Seasonal
Indicator validation set (379), and click the Values button.

Field Value
Name MT Part-Time
Section Header || MT PERA

Sequence Num-
ber

(your choice or blank)

Data Type Check Box

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

Employee Setup for Montana PERA Reporting

To set up an employee for Montana PERA reporting, follow these steps:

1

Navigate to Human Resources > Employee Maintenance. The Employee List page
will open.

Use the search controls to produce a list of employees.

Click the Employee Number link for the employee you want to set up for retirement
reporting. The Employee page will open.

From the Attribute dropdown, select User Defined. The page will refresh to show
existing user-defined fields, including an MT PERA section containing the validation-
set fields and check box you set up.

Make valid selections in the MT Retirement System and MT Seasonal Indicator fields.
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To add a valid selection to either dropdown, hold down the <Ctrl> key, and click in the field.
The Validation Set Values List popup will open.

6 Ifthe employee is part-time (fewer than 160 hours per month), check the MT Part-Time
box.

7  After making your selections, click Save.

8 Repeat these steps for each employee who is to be included in the report.

Service Purchase Type Codes

The next section, “Montana PERA Maintenance,” includes instructions for the setup of additional
(service purchase) contributions using Service Purchase Type codes. To comply with the format-
ting requirements of the state transmittal file, each code must be three digits long; therefore,
the Service Purchase Type validation set must have these codes set up for use by the Montana
PERA Report.

Using sample codes and descriptions, the following steps show you how to set up Service Pur-
chase Type codes:

1 Go to Maintenance > Logos Suite > System > Validation Sets > Validation Set
List.

2 Highlight validation set 382, MT PERA Service Purchase Type.

3 (lick the Values button. The Validation Set Values List page for MT PERA Service Pur-
chase Type will open.

4 (lick New. The Validation Set Value page will open.
5 In the Value field, type 025.

6 Inthe Description field, type Refund, or any entry that makes it easy for you to iden-
tify the Value. This entry is not required to comply with a predetermined wording.

The transmittal file will use the Value to identify the additional contribution data being sent
to the state; therefore, take care to enter each Value as a three-digit number.

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.

8 Repeat steps five through seven for the remaining validation-set values that need to
be set up, clicking Save after making entries for the final value. The following table
contains examples of values and descriptions:
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Value Description

026 Military or Reserve

040 1-for-5

041 Retroactive

042 Other Public Service

043 Elected Official

044 Legislator

045 Industrial Accident/Work Comp
046 Retro Coordination

047 Refund Coordination

048 Active Account Coordination
049 TRD on Account Coordination
050 TRD Refund Coordination

When you are finished, the grid on the Validation Set Values List page should contain
a row for each value you have saved.

Montana PERA Maintenance

The following steps show you how to perform the setup needed to create your PERA data. Setup
includes employer information, the hours codes that constitute pension wages and the benefits

and deductions used to calculate employee and employer contributions.

1 Navigate to Human Resources > State Requirements > MT > PERA Mainte-
nance. The Montana PERA Maintenance page will open, with the Company Settings
tab brought forward, as shown below:

Logos.NET Release 7.0
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Montana PERA Maintenance

Company Settings

Earnings

Emplover ID Mumber I 1

Member Contribution

Additional Contribution

[ save

2 Inthe Employer ID Number field, type the state-assigned, numeric code identifying the

employer.

3 C(lick Save.

4 (lick the Earnings tab to bring it forward:

Montana PERA Maintenance

Company Settings

[=IOIGGEE  Member Contribution

Additional Contribution

Hours Codes
ACE GRANT - ACE Grant 07-DJ-086 ~ HGL H - Holiday Hourly
BEREAV H - Bereavement Hourly =TI
BEREAV = - Bereavement Salary | —
CARALLOW - Car Allowance »
CERT PAY - Certification Firefighter | & Il )|
CERT 5P 1-3 - Special Cedifications 1-3
CERT 5P 4-G - Special Cedifications 4-6
CERT 5P 7+ - Special Certifications 7 or Mare
CERT 5P ASS0C - Special Cerification Assoc De
CLOTHALLOW - Clothing Allowance <«
DT -Double Time NI
ELEC - FRANCH - Electric - Franchise
F OT - Fire Cvertime 4 J
GRAMT - OPO & AggressiveDriving Grants | =
Included: 42 Excluded: 1
Last Revised: February 20, 2013 7
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This tab contains multi-select list boxes for the selection of hours codes to be included
in the wage reporting.

5 Initially, all active hours codes are displayed in the Included (left) box. Select those
that are to be excluded, and click the right-arrow button » to move the codes to the
Excluded (right) box.

6 Click Save.

7 Click the Member Contribution tab to bring it forward:

Montana PERA Maintenance

Company Settings | Earnings QRIEGLETRSGHIGLITGLE  Additional Contribution
PO Rt Pl Deduction Codes

1526978 - SCR#1526978 | PERF CIV - PERF Civilian Employer
BF Retirement - BP Retirement » FERF EE - FERF Civilian Employee
BPEMed - BFEMed " |PERF FD - PERF Fire

Cafeled - Cafelled »» | |PERF PD-PERF Palice

LIFE - Life it

LWOP Benefit- LWOP Benefit

MED ER1 - Medical ER Pre EE Only
MED ER2 - Medical ER Pre EE+Child
MED ER3 - Medical ER Pre EE+Spouse
MED ER4 - Medical ER Pre Family

Available: 10 Selected: 4

The Member Contribution tab contains multi-select list boxes for the selection of
benefits and deductions that will be used when member (employee) contributions are
calculated.

Only select the benefit or deduction codes that should count for the employee
contributions. Do not select the benefit codes that qualify as the employer contributions.

8 C(lick the Benefit Codes or Deduction Codes tab to bring it forward. From the list of
codes in the Available (left) box, select those that will be used, and click the right-
arrow button (» to move the codes to the Selected (right) box. Only active codes are
available for selection.

9 (lick Save.
10 Click the Additional Contribution tab to bring it forward:
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___Mcntana F'ERA_Maintenance

éompany Settmgs [ Earnings TP A Additional Contribution |

.Deducﬁm 'Service Purchase Type

AETMA - Deferred Comp 457 Plan 044 - Legislator e
AFLAC-POST - AFLAC After Tax

AFLAC-PRE - AFLAC Pre Tax

AUL - AUL After

AL 457 - American United Life 457 Plan 026 - Military or Reserve

AUL LOAN - American United Life 457 Loan 025 - Refund

BF Retirement - BF Retirement

|BFEMed - BPEMed

Cafe Medical - Cafe Medical

CHILD - Child Support 045 - Industrial AccidentWoaork Comp
COL-POST - Colonial After Tax

COL-PRE - Colonial Pre Tax 047 - Refund Coordination

\DEFERRED COMP - Great West Deferred Comp 457 045 - Retro Coordination

FLEX-DEF - FLEX Dependent Care 043 - Elected Official

FLEX-MED - FLEX Medical Exp

Garn with Flag - Garnishment w Flag Checked 041 - Retroactive

GARM.CHAPTER13 - Garnishment Chapter 13 2

The grid on this tab contains all deduction codes and associated service purchase type
codes.

11 To associate a deduction code with service purchase type, double-click in the Service
Purchase Type cell adjacent to the Deduction, then select the appropriate code from the
dropdown. One service purchase type code may be used for multiple deduction codes.

Each deduction code that needs to be included in the wages must have a service
purchase type code to go with it.

The previous section contains instructions for setting up Service Purchase Type codes. You
also may add these codes on the fly by holding down the <Ctrl> key and clicking in a Service
Purchase Type cell.

12 (lick Save.

Create Montana PERA Data

Once you have completed the setup, you will be ready to create an on-screen work file of the
retirement data that will be available for the Montana PERA Report. This data may be reviewed
and modified before it is transmitted to the state.

To create the work file, follow these steps:
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1 Navigate to Human Resources > State Requirements > MT > PERA List. The Mon-
tana PERA List page will open:

Mentana PERA List

\Employee

€3 Adams, Lucas - 304
€ Alen, lanA-578

&3 Anand, Jodi- 704

€3 Andersan, Lucas - 616
&3 Baker, Charles - 603
€3 Barnes, Marcus - 1472
&9 Zhang, Cara 4-210

|55
164-99-0899
162-05-5123
166-06-8616
143-20-4470
166-17-68821
164-01-2428
164-02-0994

Q) Create [l New ot Print 2 Refresh K Export Kl Options

Hours
152.00
48.00
143.00
24.00
24.00
148.75
160.00

Hourly Rate

521.44
$21.59
$17.54
515.02
$13.96
31475
510.99

Earnings

5325888
$3351.86
$2508.22
$3184.00
$336266
5219406
5175840

Contribution
539124
5429.79
$322.20
5439.79

50.00
$250.93
50.00

Logos.NET Release 7.0

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.

2 (lick the Create button. The Create MT PERA Data popup will open:

Create MT PERA Data

Retirement System |

From Pay End Date [
To Pay End Date | |"_§
Payroll Report Period

3 Make selections in all required fields. The following table contains descriptions of the
fields on this popup:
Wage Code Description
From Pay End Required. First and last payroll dates that will be included in
Date the report data.
To Pay End Date
Payroll Report || Required. Automatically populates with the To Pay End Date
Period selection but may be overridden.
Retirement Sys- || Required. Retirement system for which data is being created.
tem Run this process for each retirement system.

10
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4 After making your selections, click OK. If a work file has been created previously, a
message will display, telling you the previously created work file will be cleared and
asking whether you want to continue. If you do, click Accept.

The current retirement data--including annual compensation, employer and employee
contributions, the hours worked for the pay batches run within the selected period
and payroll wages--will populate the work file, and the grid on the Montana PERA List
page will refresh to show all employees who have been paid using the hours codes you
set up in Maintenance.

Add or Edit Montana Retirement Data

To add or edit Montana retirement data, follow these steps:

1 If you need to add an employee to the grid on the Montana PERA List page, click the
New button located in the bottom border of the grid; if you need to edit data for a par-
ticular employee, click the hyperlinked Employee Name. In either case, the Montana
PERA Entry page will open:

Montana PERA List
Montana PERA Entry

Member Identification Information

Employee _304 -Adams, Lucas v_ Street Address |501 N Beech 5t- Really long andres:
LastName [adams |second line of a really Iong address|
First Name ,Lucasi third line of 3 really leng addressthn_
Midle Initial | zip Code (48084 [¥]
Social Security Number [154-99-0899 City/ State [Troy [[ 1 v
Member Wage Information
Hours ,ﬁ Senvice Purchase Type 1 | 026 - Military or Reserve v
Hourly Rate ,ﬁ Amount | $190.00
Hire Date |09/24/1984 ~ Senice Purchase Type 2 ~|
Terminated R
Part-Time Senice Purchase Type 3 | v
Seasonal Indicator | F - Fermanent Contributing Member A Amount |
Retirement System | 01-CI-City | Senice Purchiase Type 4 2
Earnings 'W Amaount | |
Confribution ,W Senvice Purchase Type § ~

Amoaunt |

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

Field Description

Member Identification Information

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

Last Revised: February 20, 2013 11 Logos.NET Release 7.0
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Field Description

Last Name Last name, first name and middle initial of the retirement

First Name system member. Last and first name are required and should

Widdle Initial be the same as they are on the employee’s membership card.
The last name may contain 20 characters, the first name 19
and the middle initial one.

Social Security || Required. Social security number of the retirement system

Number member whose wages are being reported.

Street Address || Complete address of the retirement system member. The first

Zip Code line of the Street Address and the Zip Code, City and State are

City required. Each Street Address line may contain 30 characters,
the city 20.

State

Member Wage Information

Hours All reqular, overtime, sick leave and annual leave hours for
which the employee received pay, salary or compensation.

Hourly Rate The employee’s primary pay rate as of the pay ending date.

Hire Date First day the employee reports to work for the organization.
Click the field prompt to select the date from a popup calen-
dar.

Terminated Identifies whether the employee’s employment with the
organization has been terminated.

Part-Time Identifies whether the employee works part time for the
organization.

Seasonal Indi- || Identifies whether the employee is Permanent, Seasonal or

cator Temporary.

Retirement Sys- || Retirement system to which the employee belongs--for

tem example, CI - City.

Earnings Gross salary, wages or compensation paid to the employee
for the pay period. Pay includes that for reqular, overtime,
sick leave and annual leave used.

Contribution Dollar amount of the contribution for the pay period being
reported. Deducted pre-tax from the employee’s salary, con-
tributions are not withheld on payouts of sick, annual or
compensatory leave unless the employee is terminating.

Additional Con- || Additional contribution dollar amount for the pay period

tribution being reported.
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Field Description
Service Pur- Similar to a catch-up contribution, typically to make up for a
chase Type period of time when the employee was employed elsewhere.

Click in the field to select from a dropdown of valid entries.
(Entries are maintained in Validation Set 382.) The selec-
tion of a Service Purchase Type requires an entry in the
Amount field.

Amount Dollar amount of the service purchase.

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

Generate Montana PERA Report

To generate and display a Montana PERA Report containing the latest retirement data, click the
Print button located below the grid on the MT PERA Report page. The Print Report popup will
open:

Print Report %

Total Employer |
Contributions

Total Penalty |
Print Address Report

Type the dollar amounts for Total Employer Contributions and Total Penalty. The dollar signs will
be entered automatically when you click or <Tab> off the field. In addition to the Montana
PERA Report, the Print Address Report check box gives you the option to generate a report and
transmittal file containing the names, social security numbers and addresses of the PERA mem-
bers. This box is checked by default.

After making your entries, click Print to generate and display the Montana PERA Report. A PDF
of the report and its transmittal file will be submitted to myReports. If you checked the Print
Address Report box, the Montana PERA Address Report and its transmittal file also will be sub-
mitted to myReports.
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4 4 [t Jofz B M [100% v | |Find | Next | Select a format »| Export (& =
5 ~
City of NWS -
Montana PERA Report
Payroll Report Period: July 2009
Retirement System: 01 - CI - City
Part Member
Employee s Hours Hourly Rate Hire Date Term Time Seasonal Earnings Contribution
Contributing
ADAMS, LUCAS 164-99-0839 152.00 $21.44 09/24/84 Yes Yes 2 $3,258.88 $391.24
Service Purchases: Type 1 Amount Type 2 Amount Type 3 Amount Type 4 Amount Type 5 Amount
026 $190.00
ALLEN, TAN A 162-95-5123 48.00 £21,59 01/19/94 nNo Mo s $3,351.86 $439.79
Service Purchases: Type 1l Amount Type 2 Amount Type 3 Amount Type 4 Amount Type 5 Amount
026 £100.00
AMAND, JODI 166-06-8616 143.00 $17.54 07/02/90 No (s} S 52,508.22 $322.20
Service Purchases: Typel Amount Type 2 Amount Type 3 Amount Type 4 Amount Type 5 Amount
044 £24.35 045 $95.84 025 $1.23 048 £3.21 050 £56.30
ANDERSOM, LUCAS 143-20-4470 24.00 $15.02 07/27/98 Mo Mo T $3,184.00 $439.79
Service Purchases: Type 1 Amount Type 2 Amount Type 3 Amount Type 4 Amount Type 5 Amount
050 $61.25
st

To view the transmittal file, click the Montana PERA Transmittal File in myReports. As shown
below, a File Download popup will open:

File Download E3

Do pou want to open or zave this file?

L8 Warme: QYWODOIW0006128742 kxt

= Type: Text Document

From: logosdevelop

Upen l’ Save l| Cancel |

harm wour computer. I pou do not trust the source, do not open or

|@ ‘While files from the Internet can be useful. some fles can potentially
L.
= save thiz file. What's the risk?

Click Open to view the file. To save the file to a location on your P, click Save.

14
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Sample Montana PERA Transmittal File

B WO000F0005827635[1] - Notepad
File Edit Format

101CI000120090700005001449702000051575000184395000000000002 50000000000000000000

2164 9508904Adams Lucas 0015200000214419840924%Y P
30003258880039124000000002600190000000000000000000000000000000000000000000
216295512341 en AQ00480000021591 994011 9NN =3
300033518600439?9000000002600100000000000000000000000000000000000000000000
21660686164Anand odi 0014300000175419900702NN 53
30002508220032220000000004400024350450009584025000012304800003210500005656
21432044 70Anderson Lucas 0002400000150219980727NN T
30003184000043579000000000000000000500006125000000000000000000000000000000
21661768218aker Charles 000240000015961989062 GNNEPCC
30003382660000000000000000000000000000000000000000000000000000000000000000
2164012428Barnes 001487500014 7520090316NY =3
30002194060025093000000002500111110260022222040001454504600046460500000050
21640209%4Zhang Cara AQ0L6000000109919781002NY ]

30001758400000000000000000000000000000000000000000000000000000000000000000
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