LOOQS Ner

Public Administration Software

Nevada State Requirements
User Guide

‘ New World Systems

The Public Sector Software Company




© 2005 New World Systems Corporation. All Rights Reserved.

All rights reserved. Information within this document is the sole property of New World Systems
Corp. and is protected by copyright and or trade secret regulations. Unauthorized copying or dis-
semination of this information without the written permission of New World Systems is strictly
prohibited. Information within this document is subject to change without notice.

Printed in the United States of America

X




Contents

21T oToT g GT=] (1 o PP L |

OVEBIVIBW ..ttt ettt bttt r e s h et a e s ae e s bt e s bee s n e e nbe e ean e e re e e 1-1
User Defined FieldS SEUD .....cocueiiiiiieeieie et 1-2
Setting Up DedUCHIONS .....c..ooiiiiiee e 1-2
Setting Up BeNEfitS ....oooiiiiiiiieie e 1-4
Setting Up HOUIS COUES .....ooiuiiiiiiiiiiiie ittt 1-5
Setting Up PERS EMPIOYEe GroUPS .....coocvieiiiiiiieiieiieeie ettt 1-8

3T 0Ty ()

OVEBIVIBW ..ttt ettt b e s h et b e ere e s bt e s b ee s n e e be e eaneere e e 2-1

Nevada Quarterly Tax and Wage Report ........coooeiiiieiiiiie e 2-2
Benefit GrouPS Tab .......coiiiiiii e e 2-3
[ (o TU TSI @0 T L= - o SR 2-4
Tip HOUrs Codes Tab .....oooiiiiieiiieeee e e 2-5
CommaNnd BULIONS ......ocuiiiiiiiieiii e e 2-6
R =T oTo T A 1011011 | SR SSRN 2-6

Creating Nevada PERS Data ........ccccooiiiiiiiiiiicii e 2-8
Entry Control DESCIIPHONS ......ooiuiiiiiiiie ittt 2-8
(@707 09T 4 F=TgTo I8 S0 1o 10 TS 2-8

Nevada PERS LISt .......oiiiiiieiieeiie et ee ettt ettt st e e st e sne e e sbe e e e neeeenes 2-9
Search Control DeSCHPLONS .......uoiiiiiiiiiie e 2-10
Search Command BUHONS .........cooiiiiiiiieee e 2-10
List Results for PERS S€AICh .......ccuuiiiiiiiiie ettt 2-10
Command Buttons

Nevada PERS ENTIY ...t s
Entry Control DESCIIPIONS .....cooiiiiieiiiiie ittt 2-12

Command Buttons
Nevada PERS Report

Entry Control DESCIIPHONS ......oiiiiiiiieeeiee e e 2-14
(07e]aaTgat=TaTo N =101 o] o 1= 2-14
REPOM OULPUL ...ttt st e b e esn e e b e sanesne e 2-15
Transmittal File CalCulations ............uveeeiiiieiiiiiie et e e e e aaaenes 2-16

ProCedUIES ......ccocciiirerinssessessssssssssssssssssssssssssssssssssssssssssssasssssssssses 9= 1

OVBIVIBW ..ttt ettt et b e s h e ae e ere e s bt e s bee s n e e s beeeaneere e e 3-1
Saving Report SettiNgs ........oooiiiii 3-2
Loading @ Saved REPOIT .......oiiiiiiiiii ettt sttt sbe e s e e b 3-3
LOGOS.NET DashbOArd .........ccooeeiiiiiiieiiieeeee e 3-4

Printing @ REPOIT ...t 3-4






REPORT SETUP

Overview

This chapter provides information on setting up the user-defined fields necessary
to processing Nevada 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 PERS category
code.

Last Revised: January 11, 2006 1-1 Logos.NET Human Resources



Report Setup R— —
User Defined Fields Setup ‘g Neww World Systems

User Defined Fields Setup

The Nevada PERS Report requires that deductions and benefits fields are set up in
User-Defined Fields. These fields accommodate contributions to PERS 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 PERS depend on the plan to which the employee belongs.

Setting Up Deductions

To set up deduction user-defined fields for the Nevada PERS Report:

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

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

23 Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName

Diata Type E_TE)ﬁ ¥
Maximum Length
Required O
Lo

4 Complete the fields exactly as follows:

Table 1.1
Control Value
Name NVPERS
Data Type Checkbox

5 The Maximum Length and Required controls will be hidden when Checkbox
is selected as the Data Type value. 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
PERS category code.

Logos.NET Human Resources 1-2 Last Revised: January 11, 2006
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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
2004W2B0x10

20044 2B0x1 2
20044 2B0x1 4 MedRe
MNYPERS

(sac
4 Click the NVPERS row in the table to highlight it. Click it again to put the
row in EDIT mode.

Select the checkbox if this deduction should apply for NVPERS.
Click Save.

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

Last Revised: January 11, 2006 1-3 Logos.NET Human Resources
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Setting Up Benefits

To set up benefit user-defined fields for the Nevada PERS Report:
1 From the Maintenance menu, select Logos Suite > Security > User-
Defined Fields. The “User-Defined Field List” page displays.

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

pos.NET -- Web Page Dialog

User Defined Field Attributes

MName

Diata Type f_TE)ﬁ _Y_]
Maximum Length l—
Required O
Lo

4 Complete the fields exactly as follows:

Table 1.2
Control Value
Name NVPERS
Data Type Checkbox

5 The Maximum Length and Required controls will be hidden when Checkbox
is selected as the Data Type value. 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
PERS category code.

Logos.NET Human Resources 1-4 Last Revised: January 11, 2006
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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
2003W2Bo0x10 i
2003W2B0x12
2003W2B0x14 Prafs

2004 2Box10
20044 2B0x1 2
20044 2B0x1 4
MNYPERS

@ | cancel |

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

Select the checkbox if this benefit should apply for NVPERS.
Click Save.

Repeat Steps 2-6 for the remainder of the benefits for which you want to
add an NVPERS category code.

Setting Up Hours Codes

To set up hours codes user-defined fields for the Nevada PERS 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.
3 Click the New button. The “User-Defined Fields” popup displays.

23 Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName
Diata Type iTE)ﬁ v
Maximum Length

Required O

o) cancel
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4 Complete the fields exactly as follows:

5

6 Click New again, and complete the fields exactly as follows:

7

To set up status codes for hours codes:

1

Logos.NET Human Resources

Table 1.3

Control
Name

Data Type

Maximum Length

Required

Click OK.

Table 1.4

Control
Name

Data Type

Maximum Length

Required

NVPERSStatusCode

Click OK.

. Neww World Systems

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

Highlight the row of the hour code in the list for which you want to add a

PERS status code.

Last Revised: January 11, 2006
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3 Click the User Defined Fields button. The “Hours Code User Defined
Fields” page displays.

Hours 5 List

Hou ode User Defined Fields - REG

Name | Value
2004W2B0x12

200442B0x1 4

MMPERA 01
RN QY H
MNYPERS

MNYPERSStatusCode 01

4 Click the NVPERS 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
H Both hours and wages are included in the actual hours and
wages in the Wages Subject to Contribution control.
w Only wages are included.

6 Repeat Steps 2 through 5 as needed for any other hours codes that require
an NVPERS code.

7 Click the NVPERSStatusCode row in the table to highlight it. Click it again
to put the row in EDIT mode.

8 Enter the appropriate value as needed for the codes:
Table 1.6
Value Meaning
o1
02
03
04
05
06

Last Revised: January 11, 2006 1-7 Logos.NET Human Resources
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9 Click Save.

10 Repeat Steps 7 through 9 for the remainder of the hours codes for which
you want to add a PERS status code.

Setting Up PERS Employee Groups

To set up PERS employee group user-defined fields for the Nevada PERS Report,

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

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

23 Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName

Data Type TEXT |
Maximum Length
Required O
o

4 Complete the fields exactly as follows:

Table 1.7

Control Value

Name NVPERSEmployeeGroup
Data Type Text
Maximum Length 1

Required Unselected

Click OK.

Click the New button again and complete the fields exactly as follows:

Table 1.8
Control Value
Name NVPERSPartTimelndicator
Data Type Checkbox

7 The Maximum Length and Required controls will be hidden when Checkbox
is selected as the Data Type value. Click OK.

To add a PERS group to an employee:

Logos.NET Human Resources 1-8 Last Revised: January 11, 2006
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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
PERS group.

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

Select User Defined in the Attribute control.

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

Enter the appropriate value for the code.

Repeat Steps 2-6 for the remainder of the employees for whom you want to
add a PERS group.

8 To indicate that an employee is part-time with respect to NVPERS, click on
the NVPERSPartTimelndicator row to highlight it. Click it again to put the
row in EDIT mode.

9 Select the checkbox to flag the employee as part-time for NVPERS. Click
Save.

10 Repeat Steps 9 and 10 for the remainder of the employees who need to be
flagged as part-time.

Last Revised: January 11, 2006 19 Logos.NET Human Resources
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Overview

This chapter provides detailed window and field information for Nevada 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.nv.us

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

1  “Nevada Quarterly Tax and Wage Report” on page 2-2 provides specific
window and field information for the “Nevada 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 Nevada PERS Data” on page 2-8 provides step-by-step informa-
tion for the set up of the Nevada PERS (Public Employees Retirement
Association) Report.

3 “Nevada PERS List” on page 2-9 allows the user to view current PERS
data.

4 “Nevada PERS Entry” on page 2-12 allows the user to add and edit PERS
data.

5 “Nevada PERS Report” on page 2-14 creates a report and transmittal file of
the PERS data.

Last Revised: January 11, 2006 2-1 Logos.NET Human Resources
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Nevada Quarterly Tax and Wage Report

The “Nevada Quarterly Tax and Wage Report” page, accessed from the Human
Resources menu (Human Resources > State Requirements > NV > Quarterly Tax
and Wage Report), enables authorized users to select the information that appears
on the Nevada 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.”

Nevada Quarterly Wage Report

Load Saved Report | 3. Distribution Group { "@
Override Repor Title |

Guarter ﬁ bl

Year ,W
Employer Il Account Mumber
Contact Mame
Contact Phone

Cuontact Extension

Include TipwWages [
Create Transmittal File

ene TOUps r 3
Available Benefit Group(s]: 14 Selected Benefit Group(s): 0

ADMIM - Administration ~ [0
CFF - Charleston Fire Fighters 7
Dean Barber - Dean Barber

F.0.P PRE 9/1/95- F.O.P. Hired Before 0540171995

F.0.P. - Fraternal Order of Police

IBEWY - Elactrical Workers

IUQE- IUCE

IUQE PRE 51400 - IUOE Pre 05/01/2000

IUQE PRE 51489 - IUOE Pre 05/01/1939

PART-TIME - Part-Time

POLICE CHIEF - POLICE CHIEF

PUBLIC WORKS - Public Works Director ]|

Entry Control Descriptions

Table 1 “Nevada Quarterly Wage Report” Controls

Control Description

Quarter Select the quarter for which you want to run the report. The available options are 1-4.
The default selection is 1.

Year Specify the year for which you want to run the report. This control is required. The
acceptable range is 2000 - 2999. The current year is the default.

Employer U/l Account Specify the transmitter’s state unemployment insurance account number for the report.

Number This control is required. This number is assigned by the State of Nevada to the

employer. It may contain nine characters.

Contact Name Specify the employer’s contact name for the report. This control is required. It may con-
tain 30 characters.

Contact Phone Specify the employer’s contact phone number for the report. This control is required. It
may contain 10 characters.

Contact Extension If applicable, specify the employer’s contact phone extension number for the report.
This control may contain four characters.

Logos.NET Human Resources 2-2 Last Revised: January 11, 2006
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Table 1 “Nevada Quarterly Wage Report” Controls (continued)

Control Description
Include Tip Wages Select this control to have tip wages included on the report.
Create Transmittal File Select this control to have the system create and attempt to download a text file that

can be sent to the state unemployment commission. The text file is formatted accord-
ing to state specifications. This control is selected by default.

Benefit Groups Tab

As the default visible tab of the “Nevada Quarterly Wage Report” page, the “Bene-
fit Groups” tab enables users to specify the benefit groups to include on the report.
This tab is the default.

Benefit Groups Tab Entry Control Descriptions

Table2  “Nevada Quarterly 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

Table3  “Nevada Quarterly 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: January 11, 2006
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Hours Codes Tab

The “Hours Codes” tab on the “Nevada Quarterly Wage Report” page enables users
to specify the hour codes to include on the report.

mmmrt‘mles F:i' ii n

Available Hour Codefs]: 51 Selected Hour Code(s): O

ACCAPTAIN - Acting Captain Pay ~ S
CAR - Car allowance ﬁ

CE - Comp Time Earned
CLEANING - Cleaning Allowance

CLOTHES - Clothing Allowance

CM-DEF COMP - Refund Gity Mgr's Def Comp Sahdd All
CM-REF IMRF - Refund City Mor's IMRF i
COMMAND - Sommand pay ﬁ
COMP DR&W - Comp time draw down Remoue
CU- Comptime used e
Education - Education ﬁ
EVac - Wac Eamn Al Remove All ||

Hours Codes Tab Control Descriptions

Table 4 “Nevada Quarterly Wage Report” Hours 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.

Hours Codes Tab Command Buttons

Table5  “Nevada Quarterly Wage Report” Hours 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: January 11, 2006
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Tip Hours Codes Tab

The “Tip Hours Codes” tab on the “Nevada Quarterly Wage Report” page enables
users to specify the tip hours codes to include on the report. This tab is enabled if
the Include Tip Wages control is selected.

r H {| Tip Hour Codes
Available Hour Codels]: 61 Selected Hour Codelz]: O
ACCAPTAIN - Acting Captain Pay Al
CAR - Car allowance
CE- Cotnp Time Earned Ghdd
CLEANIMNG - Cleaning Allowance ]
CLOTHES - Clathing Allowance
Chi-DEF COMP - Refund City Mor's Def Comp
Ch-REF IMRF - Refund City Mar's IMRF (o
COMMARND - Command pay
COMP DRAW - Comp time draw down Remove
CU- Comptime used ———
Education - Education w
Evac - Vat Earn pdll Remove All

Tip Hours Codes Tab Control Descriptions

Table 6 “Nevada Quarterly Wage Report” Tip Hours Codes Tab Controls

Control Description

Available Tip Hours Code(s)  This control displays all tip hours codes to which the user has authority. Users may use

Ctrl+Click to select multiple tip hours codes or Shift+Click to select a range of tip hours
codes.

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

Tip Hours Codes Tab Command Buttons

Table 7 “Nevada Quarterly Wage Report” Hour Codes Tab Command Buttons

Button Description

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

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

Remove This button moves all selected tip hours codes from the Selected Tip Hours Code(s) multi-select text-
box to the Available Tip Hours Code(s) multi-select textbox. If no tip hours codes are listed in the
Selected Tip Hours Code(s) multi-select textbox, the Remove command button is disabled.

Remove All This button moves all tip hours codes from the Selected Tip Hours Code(s) multi-select textbox to the
Available Tip Hours Code(s) multi-select textbox. If no tip hours codes are listed in the Selected Tip
Hours Code(s) multi-select textbox, the Remove All command button is disabled.

Last Revised: January 11, 2006 2-5 Logos.NET Human Resources
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Command Buttons

Table 8 Command Buttons

Button Description
Submit This button automatically sends the “Nevada Quarterly Wage Report” to myReports.
Reset This button updates the page and sets the data in the controls to the state they were in when the

page was last saved.

Save 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.

Save As 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.

Delete 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.

Report Output

Generated via the “Nevada Quarterly Wage Report” page, the report provides users
with information detailing the quarterly wages paid to each employee, and the
employer’s wages and withholdings. The report also displays total wages with tips
and tip wages. Data on the report is sorted by Employee name. A sample report
appears below.

City of Logos
Nevada Quarterly Wage Report

Employee Sodial Security Kumdver Total Wages Induding Tips Tip Wages
Densk Addison - 215 939-70-7468 0.00 0.00
Hars Adis - 59 939-53-7609 157726 1,288 63
Eristin Mliins - 315 939-30-5200 138092 1,19146
Dean Alford - 140 939-60-7868 43,072.7 21,086 35
Mty Allen - 36 949-53-5622 161 152136
Christophd B Ak - 37 999-63-4100 0.00 0.00
famow fnderson - 330 555555555 12,061 44 6,030.72
Allison Snderson - 254 939-00-7409 0.00 0.00
Rathel fnderson - 61 939-21-7655 2,756.00 1578.00
Terwtfer fandrers - 38 939.07-6633 2,068 56 13428
Erians Applegie - 29 939-50-5288 13365 50 768290
Benjanin Annerong - 314 939-01-7455 11962.08 598104

Erp Ameld - 84 939-26-6066 1050474 8,753.37
Lt Artborr - 252 930-31-7033 0.00 0.00
Muttherr Arerood - 62 030-30-7633 326064 103332
Tamie Anmscem - 301 930-00-5266 0.00 0.00
Eevin Bailey - 92 930-30-6200 10,530 40 9,765.20
Eevin Bajaf - 253 040-62-3711 0.00 0.00
Douglas Balier - 2 030-19-6455 1433080 7,165.40
Greorgia Bakier - 25 [I0-FFI67T 1524120 7 52060
Carl Ayme Ball - 102 040-73-1109 17,703 62 885184
Dual Ballard - 159 930-14-3811 10 406,12 9,748.00
Greorge Barber - 141 930-21-6200 1004540 8972.70
Mzl B - 164 030-47-5832 17 23002 80150l
Tracy Beaslgy - 200 030-30-768% 0.00 0.00
Muthevy Beason - 165 030-62-5644 14 262 12 TAZL09
Jobw Belts - 86 030-10-5866 19 504 76 89,7533

Logos.NET Human Resources 2-6 Last Revised: January 11, 2006
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Reports
Nevada Quarterly Tax and Wage Report

Table 1 “Nevada Quarterly Wage Report” Fields

Column
Employee
Social Security Number

Total Wages Including
Tips

Tip Wages

Description
This column displays the name and number of the employee.
This column displays the Social Security Number of the employee.

This column displays the total wages plus tips received for the employee during the selected
quarter.

This column displays the tip wages received for the employee during the selected quarter.

Last Revised: January 11, 2006
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Creating Nevada PERS Data

The “Creating Nevada PERS Data” page provides the date used for the Nevada
PERS (Public Employees Retirement System) Report. Setup must be completed
before running this report. See Chapter 1 if you have not yet completed the setup.

Create Nevada PERS Data

Data Selection Date Defaults

From Check Date 3 Pay Petiod Begin Date 3
Ta Check Date 3 Pay Period End Date 3
Affecting Period Mumber of Pay Periods
Morthrvear |1 v

Entry Control Descriptions

Table 1.1 “Creating Nevada PERS Data” Controls

Control Description

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

Affecting Period This section organizes the effective month and year controls.

Month/Year The month and year values that indicate what month and year the results are effective

for. This works with the Date Defaults controls. For example, if the pay period range is
from January 3, 2005, to February 3, 2005, and this constitutes the date range for Jan-
uary reporting, then 01/2005 would be entered in the Month/Year controls. The month
can be a value 1 through 12, and the year can be a value 2000-2999.

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.
Number of Pay Periods This control is required. Enter the number of pay periods that should be used to create

the PERS data. Acceptable values are 1-99.

Command Buttons

Table 1.2 “Creating Nevada PERS Data” 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 PERS data and inserts the current PERS 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.
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Nevada PERS List

The “Nevada PERS List” page, accessed from the Human Resources menu (Human
Resources > State Requirements > NV > PERS List), allows authorized users to

review and maintain PERS information for each employee within an organization.
When you first enter the page, you will see a screen like the following:

Nevada PERS List

Employee |

Emplovee Group |
[soacn

Employee Group

Chon J oo [ _stosnJ e

Statement Code

Total Wages

There are no items to shaw in this view

Total Deductions

Total Benefits

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

Nevada PERS List

Emploves |

Va3

Employee Group |:|
[_Search ] eael

Employee Group
+- Baker, Douglas - 2

+- Pamperin, Brian - 3

+- Bower, Jog- 4

+- Brownson, Curtis - B

+- Buescher, Jeanette - 7
+- Combs, Roscoe- 8

+- Cougill, Dustha-9

+- Goddard, Janice Dan- 10
+- Grewell, Gary- 11

+- Gueldner, John- 12

+- Inyart, Timothy - 13

+- Jacobs, Todd-14

+- Vedder, Ron-18

+- Knoop, Ronnie - 16

+- Lanman, Tamara - 17

+- Moshtagh, Deborah - 18

ltems: 1- 50 of 208

Cion L oonets [ rtesn L eun)

Statement Code|

Total Wages

$6,732.32
$17,692.48

$60.00
$11,092.32
$6,338.48
$3,461 58
$6,180.00
$7,040.00
$7,040.00
$4,860.00
$7,040.00
$6,370.90
$62,500.75
$4,860.00
$8,757 68
$6,704 60

Total Deductions |
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Total Benefits

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

.

Page ‘1_:} of 5 Mext Page 3

When a row is expanded, additional information displays for the employee:

Employee

= Baker, Douglas - 2
Month'Year

i 142008

Last Revised: January 11, 2006

Group

| Status Code
a5

Statement Code

| Base Hours
1920.0000

Total Wages

$5,732.32

Actual Hours
0.0000

Actual Wages |
$5,732.32

Total Deductions

$0.00
Deductions
$0.00

Total Benefits

Benefits
$0.00

$0.00
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Search Control Descriptions

Table 1.3 “Nevada PERS List” Search Controls
Control Description
Employee Select the name of an employee if you want to search for results for one employee only.
Employee Group Enter the one-character code for a plan if you want to search for results for all employees in a
particular group.
Search Command Buttons
Table 1.4 “Nevada PERS List” Search Command Buttons
Button Description
Search This button sends a search message to the PERS 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 PERS Search
The information is displayed in an expandable list that offers additional informa-
tion for each employee. Clicking the [ icon in PERS Search list expands the
Employee list to display the Month/Year, Status Code, Base Hours, Actual Hours,
Actual Wages, Deductions, and Benefits information. Clicking the E icon in PERS
Search list collapses the Employee list and hides the secondary level of information.
The Month/Year value in the list is hyperlinked. Clicking on the link opens the
“Nevada PERS Entry” in EDIT mode with the cursor focus in the Employee control.
The default sorting order of the PERS Search list is by Employee (alpha, descending
order).
Table1.5 “Nevada PERS List” Grid
ColuNV Description
Employee This column displays the employee’s full name and number.
Group This column displays the PERS group to which the employee belongs.

Statement Code
Total Wages
Total Deductions
Total Benefits

Total Additional
Benefits

Month/Year

Status Code

Logos.NET Human Resources

This column displays the code assigned to the statement.

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 month and year for which the report is effective. The Month/Year
value in the list is hyperlinked. Clicking on the link opens the “Nevada PERS Entry” page.

This column displays the code assigned to the status.

2-10

!
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Table 1.5 “Nevada PERS List” Grid (continued)

ColuNV Description

Base Hours This column displays the minimum number of hours the employee is expected to work in a
pay period.

Actual Hours This column displays the number of hours the employee worked for this pay period range.

Actual Wages This column displays the employee’s wages paid for this pay period range.

Deduction This column displays the employee’s deductions taken for this pay period range.

Benefit This column displays the employee’s benefits paid for this pay period range.

Command Buttons

Table 1.6 “Nevada PERS List” Command Buttons

Button Description

New This button opens the “Nevada PERS Entry” page in ADD mode with cursor focus in the Employee
control.

Delete 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.

Refresh 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.

Print Opens the “Nevada PERS Report” popup page.

Last Revised: January 11, 2006 2-11 Logos.NET Human Resources



Reports
Nevada PERS Entry

‘Q Neww World Systems

Nevada PERS Entry

The “Nevada PERS Entry” page, accessed by clicking the New command button or
the Month/Year hyperlink in the Employee grid on the “Nevada PERS List” page,
enables authorized users to add an employee to the PERS list or to maintain an
employee already on the list.

Nevada PERS Entry
Emplovee v@

Employee Group

Statement Code

57|

Fart Time
Affecting Monthiear | B
Status Code l_
Base Hours
Actual Hours |
Wages Subject To Contribution -.
Emplover Paid Caontribution
Employvee Caontribution |

Employver Contribution |

Entry Control Descriptions

Table 1.7

Control

Employee

Employee Group
Statement Code

Part-Time

Effective Month/Year
Status Code

Base Hours

Wages Subject to
Contribution

Actual Wages

Employer-Paid Contribution

“Nevada PERS Entry” Controls

Description

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

This control is required. Enter the two-digit group number.
This control is requried. It is a one-character code that identifies the statement.

This control indicates if the selected employee is a part-time employee. This control is
selected by default.

The month and year for which the report data is effective. The default value is supplied
from when the PERS data was created.

This control is required. Enter the two-character code that represents the employee’s
status.

Enter the number of base hours the employee is expected to work in a pay period.
Acceptable values are 0.00 through 99,999.99.

This control is required. Enter the employee’s wages that are subject to PERS for the
pay period. Acceptable values are 0.00 through 999,999.99.

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

This control is required if the Employee Contribution and Employer Contribution are not
specified. Enter the contribution the employer paid for this pay period. Acceptable val-
ues are 0.01 through 999,999.99.

Logos.NET Human Resources
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Table 1.7 “Nevada PERS Entry” Controls (continued)

Control Description

Employee Contribution This control and the Employer Contribution control are required if the Employer-Paid
Contribution control is not populated. Enter the amount that the employee is paying.
Acceptable values are 0.01 through 999,999.99.

Employer Contribution This control and the Employee Contribution control are required if the Employer-Paid
Contribution control is not populated. Enter the amount that the employer is paying.
Acceptable values are 0.01 through 999,999.99.

Command Buttons

Table 1.8 “Nevada PERS Entry” Command Buttons

Button Description

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

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

The “Nevada PERS Report” page, accessed from the Human Resources menu
(Human Resources> State Requirements> NV > PERS Report) or by clicking the
Print button on the “Nevada PERS List” page, enables authorized users to produce
the Nevada PERS report.

Nevada PERS Repor

Load Saved Report | | Distribution Group he! @
Override Report Title

Affecting Monthivear | RRSEIIE
Reporting Ageney Mumber
Emplayer Pay Factor

Create Transmittal File

Entry Control Descriptions

Table 1.9 “Nevada PERS 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.

Distribution Group The group to which the report will be distributed. The report will be sent to myReports

for each user in the group.

Affecting Month/Year This control is required. The Affecting Period value used when the PERS data was cre-
ated is defaulted here.

Reporting Agency Number This control is required. Enter the three-digit code that identifies the rep orting agency.

Employer Pay Factor This control is required. Enter the two-character code that identifies the employer pay
factor.
Create Transmittal 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 1.10 “Nevada PERS Report” Command Buttons

Button Description
Submit This button automatically sends the Nevada PERS Report to myReports.
Reset Clears the entry controls and places the cursor focus in the Affecting Month/Year control.
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Table 1.10 “Nevada PERS Report” Command Buttons (continued)

Button Description

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 Affecting Month/Year control. Hidden if user does not
have appropriate security permissions.

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 Affecting Month/Year 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 Affecting Month/Year control. Enabled only if
the Load Saved Report option was used. Hidden if user does not have appropriate security permis-
sions.

Report Output

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

City of Logos
Nevada PERS Report

Report Base Actual Employer Paid Employee
Last Hame First Hame MI SSH MTHYR From Date To Date Hours Hours Actual Wages Amount  Paid Amount
Employee Group:
Adkins Kara 939-53-7699 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 1.352.00 o.00 onoo
Adkins Kara 939-53-7699 1/2005 01/01/2004  12/31/2005 1.920.0000 0.0000 554.13 o.00 oo
Adking Kara 939-53-7699 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 G76.00 o.o0 oo
Adkins Kara 939-53-7699 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 G76.00 o.o0 oo
Akinz Kristin 939-39-8299 1/2005 01/01/2004  12/31/2005 1,920.0000 0.0000 1.040.00 o.o0 oo
Akins Kristin 939-39-8299 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 671.46 o.00 oo
Akinz Kristin 939-39-8299 1/2005 01/01/2004  12/31/2005 1.920.0000 0.0000 520.00 o.o0 oo
Akins Kristin 939-39-8299 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 520.00 o.o0 oo
Alford Dean 939-69-7866 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 278870 o.00 onoo
Allen Mary 949-52-5622 1/2005 01/01/2004  12/31/2005 1.920.0000 0.0000 2,148.20 o.00 oo
Allen Mary 949-52-5622 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 1.074.60 o.o0 oo
Allen Mary 949-52-5622 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 1.074.60 o.o0 oo
Anderson Aaron 555-55-5555 1/2005 01/01/2004  12/31/2005 1,920.0000 0.0000 4,000.00 o.o0 oo
Anderson Aaron 555-55-5555 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 2,000.00 o.00 oo
Anderson Aaron 555-55-5555 1/2005 01/01/2004  12/31/2005 1.920.0000 0.0000 2,000.00 o.o0 oo
Anderson Rachel 939-21-7655 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 1.040.00 o.o0 oo
Anderson Rachel 939-21-7655 1/2005 01/01/2004  12/31/2005 1.,920.0000 0.0000 858.00 o.00 onoo
Anderson Rachel 939-21-7655 1/2005 01/01/2004  12/31/2005 1.920.0000 0.0000 520,00 o.00 oo
Anderson Rachel 939-21-7655 1/2005 01/01/2004  12/31/2005 1,920.0000 0.0000 520,00 o.o0 oo

Report Fields

Table 1.11 “Nevada PERS Report” Fields

Column Description
Last Name This column displays the employee’s last name.
First Name This column displays the employee’s first name.
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Table 1.11 “Nevada PERS Report” Fields (continued)

Column Description

Mi This column displays the employee’s middle initial.

SSN This column displays the employee’s Social Security Number.

Report MTH/YR This column displays the affecting month and year value for which PERS data was created.

From Date The column displays the first date for which PERS data was created.

To Date The column displays the last date for which PERS data was created.

Base Hours The column displays the base hours the employee is expected to work for the affecting
month/year.

Actual Hours The column displays the number of hours the employee actually worked for the affecting
month/year.

Actual Wages This column displays the wages the employee earned for the affecting month/year.

Employer-Paid Amount This column displays the benefit amount paid by the employer.

Employee-Paid This column displays the benefit amount paid by the employee.
Amount

Transmittal File Calculations

Column 7 - Status Code: Comes from the 2 characters of NVPERS UDF on hours
code.

Column 12 - Base Hours = "Number of Pay Periods" * Employee's Cycle Hours

Column 13 - Actual Hours - Total Hours where character in NVPERSStatusCode
UDF = "H"

Column 14 and 15 - Base and Actual Wages = 0

Column 17 - Wages Subject To Contribution = Sum of Wages where the character in
NVPERSStatusCode UDF = "H"or "W"

Column 18, 19, 20 - See UDF for Benefits and Deductions above

Column 24, 25 - Leave blank even though layout says it's required
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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 > NV > [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 > NV > [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.

ti Welcome to Logos.NET - Amy Smalley

| mySearch | | rpisctivities (00 for 06172005 ®| | myCalendar ‘

T | Mo Activities exist for the selected date
Type | Purchase Order | ] June 2005 ¥ [
Sun Mon  Tue  Wied Thu  Fri Sat
seachror [ ]

24 30 31 01 0z 03 04

[_Search_] o5 os  o7] o8] o8| 10f 14

12| 13 14| 18 16| 17| 18
| myTasks 19| 0] 31| 23] 23] 34| 25
26| 27] 28] 9] 30| o 02
03| 04] 05| o0& 07| o8 09

| myReports (7} |

A Folder List | mySettings \

&3 curent (7) Custamize Page View
3 archive (0) Change Passward

] N

When you click on the Current hyperlink next to the folder icon, the myReports
page will launch. The reports you have run will be listed on the left side of the

page:

myReports

Lol L= e R ]

&0 Renports for Amy Smalley

&y [ current
B O Nevada PERS Report
B O (Open Enrallment Baich Change Listing
FEl (Open Enrallment Baich Edit/Post Listing
il (Open Enrallment Baich Error Listing
[ Revise Budget Billing Plan Edit Listing
[ Benefit Plan Listing ? y
[ Mevada Guarterly Wage Report | ; ‘ i

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:

Y ETEEE

2y [ Reparts for Amy Smalley

& O current

B [ Mevada PERS Report

£l [ open Enroliment Batch Change Listing
[ open Enrollment Batch EditPost Listing
] open Enraliment Batch Error Listing
21 [ Revise Budget Billing Plan Edit Listing
£l [ Benefit Plan Listing

£l [ Mevada Quarterly Wage Report
0O [ archive

i -~
O choose Printer | Print Preview
City of Logos
- 1
Nevada PERS Report
Employer E
First Report From Base Actual Actual Paid
Last Hame Hame M SSH MTHYR  Date To Date Hours Hours Wages Amount
Employes Group:
3953 1/
Adking Kara 7699 2005 041/041/2004 12342005 1,920.0000 0.0000 1,352.00 0.00 0.00
3953 1/
Adking Kara 7699 2005 041/041/2004 12312005 1,920.0000 0.0000 55413 0.00 0.00
93953 1/
Adking Kara 7699 2005 01/041/2004 12/31/2005 1,920.0000 0.0000 676.00 0.00 0.00
3953 1/
Adking Kara 7699 2005 041/041/2004 124312005 1,920.0000 0.0000 676.00 0.00 0.00
93939 1/
Akins Kristin 2299 2005 041/041/2004 12342005 1,920.0000 0.0000 1,040.00 0.00 0.00
93939 1/
Akins Kristin 2299 2005 041/041/2004 12312005 1,920.0000 0.0000 67145 0.00 0.00
93939 1/
Akins Kristin 2299 2005 01/041/2004 12/31/2005 1,920.0000 0.0000 52000 0.00 0.00
93939 1/
Akins Kristin 2299 2005 01/041/2004 124312005 1,920.0000 0.0000 520.00 0.00 0.00 3
= i

To print the report, click the Print button.
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