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Overview

This manual provides instructions for the set up and use of the New Hamp-
shire State Requirements reports:

—

“Set up Section Header and User-Defined Fields” p. 2

2 “Set up Validation-Set Values” p. 8

3 “Set up NHRS Marital Status Validation Set” p. 12

4 “Set up Section Header and User-Defined Deduction Check Boxes”
p- 15

5 “Assign User-Defined Check Boxes to Deductions” p. 19

6 “Setup Section Header and User-Defined Hours Code Check Boxes”
p- 20

7 “Assign User-Defined Check Boxes to Hours Codes” p. 22

8 “Set up Employee for Retirement System Reporting” p. 23

9 “Create Retirement System Data” p. 25

10 “Retirement System List” p. 25

11 “New Hampshire Retirement Systems Report” p. 30

12 “New Hampshire Unemployment Compensation Report” p. 34
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New Hampshire State Requirements

The “New Hampshire Retirement Systems Report” requires that employee
and deduction fields are set up in “User-Defined Fields.” These fields
accommodate employee contributions made through payroll deductions.
After the user-defined fields are set up, the category codes must be added to
the deduction fields.

Set up Section Header and User-Defined Fields

One section header, three user-defined validation-set fields and two user-
defined date/time fields need to be set up for the “New Hampshire Retire-
ment Systems Report.” The user-defined fields will be grouped under the
section header on the “Employee User-Defined” page in Employee Mainte-
nance:

Section Header

e NH ERS

Validation-Set Fields
* NH ERS Employment Type
e NH ERS Job Class
* NH ERS Pay Status

Date/Time Fields
* NH ERS Employment Effective Date
* NH ERS Job Class Effective Date

Section Header Setup

To set up the section header that will group the validation-set and date/
time user-defined fields, follow these steps:

1 Go 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 be refreshed to show a grid of existing user-defined
employee section headers:
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User-Defined Field List

Record Type | Employes > Maintenance Type | Section Headers v |

Section Header Sequence Section Header
1 Federal Tax

2 State Reporing

3 General

=3
4 Click @@. The “User-Defined Fields Section Header” popup will

open:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number | :|

Cor ] canca

5 For Section Header, type NH ERS. (The user-defined fields that you
will create for the “New Hampshire Retirement Systems Report”
will be grouped under this header on the “Employee User-Defined”
page in Employee Maintenance.)

6 Use the Sequence Number field to tell where you want the NH ERS
section of user-defined fields to appear in relation to other sections
on the “Employee User-Defined” page in Employee Maintenance; for
example, if the “Employee User-Defined” page already contains
three sections (sequence numbers 1 through 3), and you want the
NH ERS section to appear below those sections, select 4 from the
dropdown. If you want the section to appear somewhere in
between, you will need to change the sequence numbers of the other
sections accordingly. If you want the section always to appear at the
top of the page, select 1; if you want it always to at the bottom of the
page, select 99.

7 Click 3. The popup will close, and the grid on “User-Defined
Field List” page will be refreshed to show the newly added NH ERS
section header:
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User-Defined Field List

Record Type | Employes - Maintenance Type | Section Headers v |

Section Header Sequence Section Header
1 Federal Tax

2 State Reporting

3 General

g3 MNHERS

Chen [-oao

Validation-Set Fields Setup

To set up the user-defined validation-set fields that will be part of the NH
ERS section on the “Employee User-Defined” page in Employee Maintenance,
follow these steps:

1 Go 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 Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined employee
fields:
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User-Defined Field List

Maintenance Type | Aftributes

Section Header Attribute Name Data Type Required
1099-R Text
Federal Tax D Text
Full Time Indicator Check Box
Fosition Date Date
Return To Work Date Date
(e

4 Click ™. The “User-Defined Fields” popup will open:

User-Defined Fields

User Defined Field Attrilnnes

kHame |

Section Header | |

Sequence Number | ¥

Data Type  Tex v

Mairnurn Lengthn |

Required ]

(o | cancel

5 Complete the fields exactly as follows:

Field Value

Name NH ERS Employment Type

Section NH ERS

Header

Sequence (Leave this field blank.)

Number

Data Type Validation Set

Maximum (Selecting Validation Set as the Data Type will
Length replace this field with a Validation Set field.)
Validation Set || NH ERS Employment Type

Required (Leave this check box unchecked.)
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Repeat steps four through six for the two remaining validation-set
fields that need to be set up. The following tables contain the entries
you will need to make:

Field Value

Name NH ERS Job Class
Section NH ERS

Header

Sequence (Leave this field blank.)
Number

Data Type Validation Set

Validation Set

NH ERS Job Class

Required (Leave this check box unchecked.)
Field Value

Name NH ERS Pay Status

Section NH ERS

Header

Sequence (Leave this field blank.)

Number

Data Type Validation Set

Validation Set

NH ERS Pay Status

Required

(Leave this check box unchecked.)

Date/Time Fields Setup

To set up the user-defined date/time fields that will be part of the NH ERS
section on the “Employee User-Defined” page in Employee Maintenance,
repeat steps four through six, completing the fields exactly as shown in the

following tables:

Field Value

Name NH ERS Employment Effective Date
Section NH ERS

Header

Sequence (Leave this field blank.)

Number
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Field Value
Data Type Datel/Time

Validation Set || (Selecting Date/Time as the Data Type will hide
this control.)

Required (Leave this check box unchecked.)
Field Value

Name NH ERS Job Class Effective Date
Section NH ERS

Header

Sequence (Leave this field blank.)

Number

Data Type Datel/Time

Validation Set || (Selecting Date/Time as the Data Type will hide
this control.)

Required (Leave this check box unchecked.)

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 NH ERS section:

User-Defined Field List

Recard Type EEmployee v Maintenance Type | Attributes v
Section Header Attribute Name Data Type Required
General HUL HAL Text o
General MIL BAL Text
General MY Retirement Tier Murmeric
General FER BAL Teut
General Position Date (Mass Increase) Date
General Retirament Plan Yalidation Set
General SICK BAL Teut
General WAL BAL Text
General MCPersonldentifier Text
MH ERS MNH ERS Employment Effective Date Date
NH ERS MH ERS Employment Type Walidation Set
MNHERS MNHERS Job Class Yalidation Set
NHERS NH ERS Job Class Effective Date Date
MNH ERS MH ERS Fay Status Walidation Set

(# New Bl (8 Delete Bl (8 T bl
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To comply with the formatting requirements of the state transmittal file,
values in the NH ERS Employment Type, NH ERS Job Class and NH ERS Pay
Status fields must be expressed precisely; therefore, the validation sets for
these fields must have values set up for use by the “New Hampshire Retire-
ment Systems Report.”

Employment Type Values Setup

To set up validation-set values for NH ERS Employment Type, follow these

steps:

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

2 Highlight the validation set, NH ERS Employment Type:

Validation Set List

Roster Emplovee Fire Fighter Code

2849
2490
291
292
293
294
205
296
297
293
294
a0n
301
a0z
303
304
304
306
aov

Roster Cedification Exception
Roster Civil Service Status
Roster Civil Service Action
MB Custamer Categary

Fermit Payment Adjustment Reasan
Revenue Callection Receipt Transaction Detail Type

Benefit Plan Declined Reason
Fermit Type Categary
CD Permit Format

Consumption Staterment Form Type
Investment Distribution Journal Group

Mon-Employee Agency

MH ERS Employment Type

MNH ERS Job Class

MNH ERS Pay Status

MB Billing Frequency

Vendor Receipt of Goods Category
Motification Priority

Roster Emplovee Fire Fighter G #

Roster Cedification Exception
Roster Civil Service Status
Roster Civil Service Action

MB Custamer Categary

Fermit Fayment Adjustment Re:
Revenue Callection Receipt Tra
Benefit Plan Declined Reaso
CD Permit Type Category

CD Permit Format
Consumption Statement Farm 1
Investment Distribution Journal
Mon-Employee Agency

MH ERS Employment Type

NH ERS Job Class

MH ERS Pay Status

MB Billing Frequency

Wendor Receipt of Goods Categ
Motification Priority

3 Click B7™®®. The “Validation Set Values List” page for NH ERS
Employment Type will open.

4 Click . The “Validation Set Value” page will open:

Validation Set Value - 302

Validation Bet 302

Value

Description ‘

Logos.NET
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5 In the Value field, type the following, exactly as shown below:
FT10

6 Type a Description for the Value. This entry may be anything that
makes it easy for you to identify the Value.

7 Click WS Your entries will be saved and cleared, and the
“Validation Set Value” page will remain open for the entry of a new
value.

Repeat steps five through seven for the remaining four validation-
set values that need to be set up, clicking after making entries
for the final value. Type each Value exactly as shown below:

FT12
JS10
JS12
PT

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

Walidation Set List

Validation Set Values List - 302 NH ERS Employment Type

Value | Description
FT10 FT10
FT12 [FIF 2
Js10 Js10
Jg12 Jg12

[EAF
Cgiresn )

Job Class Values Setup

To set up validation-set values for NH ERS Job Class, follow these steps:

1 On the “Validation Set List” page, highlight the validation set, NH
ERS Job Class.
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2 Click 7™ ®. The “Validation Set Values List” page for NH ERS Job
Class will open.

3 Click f®. The “Validation Set Value” page will open.

4 In the Value field, type the following, exactly as shown below:
EPS

5 Type a Description for the Value. This entry may be anything that
makes it easy for you to identify the Value.

6 Click BET™. Your entries will be saved and cleared, and the
“Validation Set Value” page will remain open for the entry of a new
value.

Repeat steps four through six for the remaining seven validation-set
values that need to be set up, clicking after making entries for
the final value. Type each Value exactly as shown below:

ES
FPS
FS
PPS
PS
TPS
TS

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

Walidation Set List

Validation Set Values List - 303 NH ERS Job Class

| Description
EPS
ES
FPS
EE:
BRS
PS
TPS
TS

(New | petete J_reiresn ] aiternates.
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Pay Status Values Setup

To set up validation set values for NH ERS Pay Status, follow these steps:

1 On the “Validation Set List” page, highlight the validation set, NH
ERS Pay Status.

2 Click Z™®. The “Validation Set Values List” page for NH ERS Pay
Status will open.

3 Click f®. The “Validation Set Value” page will open.

4 In the Value field, type the following, exactly as shown below:
ACTIV

5 Type a Description for the Value. This entry may be anything that
makes it easy for you to identify the Value.

6 Click M2 Your entries will be saved and cleared, and the
“Validation Set Value” page will remain open for the entry of a new
value.

Repeat steps four through six for the remaining two validation-set
values that need to be set up, clicking after making entries for
the final value. Type each Value exactly as shown below:

INACT
L

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

Walidation Set List

Validation Set Values List - 304 NH ERS Pay Status

| Description

ACTI
INACT
1=

(hew ] betcte, ] Retresh. ] Aternates...)
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Set up NHRS Marital Status Validation Set

To comply with the formatting requirements of the state transmittal file, the
existing marital statuses must be expressed precisely; therefore, an alter-
nate-usage validation set and associated values for marital statuses must be
set up for use by the “New Hampshire Retirement Systems Report.” To do
so, follow, follow these steps:

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

Validation Set List

Set Number

| Name

| Description | fa

1 Validation Set Alternate Usage Type
74 Document Type

3 State

4 Gender

5 Race

3] Emploves Type

T Emplovee Class

a EEQC Function

9 EECQC Category

10 Fay Graup

11 Withholding Status

12 Iarital Status

13 Froject Categaory

14 Inactive Reason

15 Froject Manager

16 Budget Type

17 Telephone Type

18 Certification - Unit of Measure

WValidation Set Alternate Usage 1
Aegis/MSP Document Extensior 1
State

Gender

Race

Emplovee Type

Employvee Class

EEQC Function

EEOQC Categaory

Fay Graup

Employvee TaxWithhalding Stat
Marital Status

Froject Category

Froject Inactive Reasan

Froject Manager

Budget Type

Telephone Type

Certification - Unit of Measure

2 Highlight the validation set, Validation Set Alternate Usage Type.

3 Click B7™®. The “Validation Set Values List” page for Validation

Set Alternate Usage Type will open:

Logos.NET
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Walidation Set List

Validation Set Values List - 1 Validation Set Alternate Usage Type
Value | Description |
Benefit Admin Relationship Benefit Adminstration Relationship Alternate Value
Family Indicatar Benefit Plan Option Family Indicator

MYWS 1099 Type 10949 Type Codes

ME EED1 MWE EED1

Mws EED4 ME EEQ4

MYWS Pay Groups Fay Groups

MNWS Gluick Yalue MNWS Guick Value

State Tax D State Tax ID

(ten | neicte J_perieen §_stomaer |

4 Click . The “Validation Set Value” page will open:

Validation Set List = Validation Set Value List

Validation Set Value - 1 @ Prov @ Mexl
Validation Set 1

value |

Dascription |

5 In the Value field, type the following, exactly as shown below:
NHRS Marital Status

6 Type a Description for the Value. This entry may be anything that
makes it easy for you to identify the Value.

7 To save this alternate-usage validation set, click [E="%. The grid on
the “Validation Set Values List” page should be updated to contain a
row for NHRS Marital Status.

8 Next, you will need to define alternate values for the marital sta-
tuses you use. Return to the “Validation Set List” page, and high-
light the validation set, Marital Status.

9 Click BZ™®. The “Validation Set Values List” page for Marital Sta-
tus will open. This page will contain a grid of the marital statuses
you have set up:

Last Revised: January 23, 2012 13 Logos.NET



New Hampshire State Requirements ‘i New World Systems

Walidation Set List

Validation Set Values List - 12 Marital Status
Value | Description

Diiv Divorced

opP Domestic Partner
Married Married

SEF Separated

Single Single

Unknown Unknown

W Widowed

BT Maone

(ten | neicte J_perieen §_stomaer |

10 Highlight a row containing a marital status.

11 Click @I ™. The “Alternate Value List” page for the selected
marital status will open:

Walidation Set List = Validation i

Alternate Value List -_Mal-rrled I;t‘l.arrie

Usage Type |Value | Description
(how

12 Click @@™. The “Alternate Value” popup will open.

13 From the Usage Type dropdown, select NHRS Marital Status (the
alternate-usage validation set you just created):

Logos.NET 14 Last Revised: January 23, 2012



Nz Wing, Svstem
.Q New World Systems New Hampshire State Requirements

Alternate Value

Usage Type :NHRQ Marital Status - MH R_eﬁl_’eiv:

Walue ||

Description |
0K

14 For the selected marital status, type the Value exactly as shown in
the following table:

Marital

Status Value
Divorced D
Domestic DOMST
Partner

Married M
Separated SEP
Single S
Unknown u
Widowed w

15 A Description is optional.
16 Click [T to save the alternate value.

17 Return to the “Validation Set Values List” page, and repeat steps ten
through sixteen for each marital status that you use.

Set up Section Header and User-Defined Deduction
Check Boxes

One section header and five user-defined deduction check boxes need to be
set up for the “New Hampshire Retirement Systems Report.” The check
boxes will be grouped under the section header on the “Deduction Code
User-Defined Fields” page in Deductions Maintenance:

Section Header

¢ NH ERS

Deduction Check Boxes
e NH ERS Additional PostTax
e NH ERS Additional PreTax

Last Revised: January 23, 2012 15 Logos.NET
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e NH ERS Current PostTax
e NH ERS Current PreTax
* NH ERS SPC Payment

Section Header Setup

To set up the section header that will group the deduction check boxes, fol-
low these steps:

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

2 Select Deduction from the Record Type dropdown.

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

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

5 For Section Header, select NH ERS.

6 Use the Sequence Number field to tell where you want the NH ERS
section of user-defined check boxes to appear in relation to other
sections on the “Deduction Code User-Defined Fields” page in
Deduction Maintenance.

7 Click 3. The popup will close, and the grid on “User-Defined
Field List” page will be refreshed to show the newly added NH ERS
section header.

Deduction Check Boxes Setup

To set up the user-defined deduction check boxes that will be part of the NH
ERS section on the “Deduction Codes User-Defined Fields” page in Deduc-
tion Maintenance, follow these steps:

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

2 Select Deduction from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined deductions:
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User-Defined Field List

Record Type | Deduction V_ Maintenance Type W_V_
Section Header Attribute Name Data Type Required
20042B0x10 S
20042B0%12 T
20042B0%1 4 T
20052B0%1 4 o
IMRF o

4 Click ™. The “User-Defined Fields” popup will open:

User-Defined Fields

User Defined Field Attrilnnes

kHame |

Section Header | #|

Sequence Number | ¥

Data Type  Tex |

Mairnurn Lengthn |

Required ]

(o | cancel

5 Complete the fields exactly as follows:

Field Value

Name NH ERS Additional PostTax

Section NH ERS

Header

Sequence (Leave this field blank.)

Number

Data Type Check Box

Validation Set || (Selecting a Data Type of Check Box will hide this
field.)

Required (Selecting a Data Type of Check Box will hide this
check box.)

Last Revised: January 23, 2012 17 Logos.NET
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Repeat steps four through six for the four remaining deduction
check boxes that need to be set up. The following tables contain the
entries you will need to make:

Field Value
Name NH ERS Additional PreTax
Section NH ERS
Header
Sequence (Leave this field blank.)
Number
Data Type Check Box
Field Value
Name NH ERS Current PostTax
Section NH ERS
Header
Sequence (Leave this field blank.)
Number
Data Type Check Box
Field Value
Name NH ERS Current PreTax
Section NH ERS
Header
Sequence (Leave this field blank.)
Number
Data Type Check Box
Field Value
Name NH ERS SPC Payment
Section NH ERS
Header
Sequence (Leave this field blank.)
Number
Data Type Check Box
18
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When you are finished, the Deduction Attributes grid on the “User-Defined
Field List” page should contain a row for each user-defined deduction
check box you have saved as part of the NH ERS section:

User-Defined Field List

Record Type :Deduction

Section Header

General
General
G

V Maintenance Type

Attribute Name
2004W2B0x10

20044 2B0x1 2
20044 2B0x1 4

v

Data Type
Text
Text

MNHERS
MNHERS
MNHERS
MNHERS
MNHERS

MNH ERS Additional PostTax
INH ERS Additional PreTax
MH ERS Current PostTax
MH ERS Current PreTax
MH ERS SPC Payment

Check Box
Check Box
Check Box
Check Box
Check Box

Required

Assign User-Defined Check Boxes to Deductions

To assign the user-defined check boxes to deductions, follow these steps:

1 Go to Maintenance > Human Resources > Deductions and Benefits

> Deductions. The “Deduction List” page will open:

Deduction List

‘ Last Processed Date ‘ 25

Active | Cade

T | Description

LAELAARRRRRRRRARSR

015
018
017
018
020
023
025
028
030
031
03z
033
034
035
037

TIER 2 551 7IT3TO TI26iT6

TIER 3 551 7i27/T6 TO 8/31/83
TIER 4 551 3% 911/83 TO PRESENT
TIER 4 551 0% 911/83 TO PRESENT
TIER 1 751 PRIOR TO THI73

TIER 1 B2B,M PRIOR TO 711/73
TIER 2 781 T1UT3 TO 726176

TIER 2 B3B,M 74173 TO TI2676
AFLAC UNREIM MEDICAL

AFLAC - DISABILITY PRE-TAX
AFLAC - CANGER PRE-TAR

AFLAC ADMIN FEE PRE-TAX

AFLAC - CHILD CARE PRE-TAX
AFLAC - DENTAL PRE-TAX

AFLAC - ACCIDENT PRE-TAR

new ] _etresn ] bxport Y print J__user Defined ieiis__]

2 Highlight a deduction.

Mot Used
Mot Used
3uTI2007
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
ATI2007
41472007
TI2007
37712007
372007
47472007
Trzo07

3 Click @TETETATE ™ The “Deduction Code User Defined
Fields” page for the selected deduction will open:

Last Revised: January 23, 2012
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Deduction List

Deduction Code User Defined Fields - 034

General

200428010
2004028002 |

2004W280x14 |

NH ERS
MNH ERS Additional PostTax

MNH ERS Additional PraTax
MH ERS Current PosfTax
MH ERS Current PraTax

HEEREE

MH ERB SPC Payment

4 Under the NH ERS section header, check each box that will apply to
the selected deduction.

5 Click &9

6 Repeat these steps for all appropriate deductions.

Set up Section Header and User-Defined Hours
Code Check Boxes

One section header and three user-defined hours code check boxes need to
be set up for the “New Hampshire Retirement Systems Report.” The check
boxes will be grouped under the section header on the “Hours Code User-
Defined Fields” page in Hours Codes Maintenance:

Section Header

e NH ERS

Deduction Check Boxes
* NH Base Salary
e NH Comp Over Base Salary
* NH Extra Special Duty Pay

Section Header Setup

To set up the section header that will group the hours code check boxes, fol-
low these steps:

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

Logos.NET 20 Last Revised: January 23, 2012
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Select Hours Codes from the Record Type dropdown.

Select Section Headers from the Maintenance Type dropdown. The
page will be refreshed to show a grid of existing user-defined hours
codes section headers.

Click 8. The “User-Defined Fields Section Header” popup will
open.

For Section Header, select NH ERS.

Use the Sequence Number field to tell where you want the NH ERS
section of user-defined check boxes to appear in relation to other

sections on the “Hours Code User-Defined Fields” page in Hours

Codes Maintenance.

Click fTd. The popup will close, and the grid on “User-Defined
Field List” page will be refreshed to show the newly added NH ERS
section header.

Hours Code Check Boxes Setup

To set up the user-defined hours code check boxes that will be part of the
NH ERS section on the “Hours Code User-Defined Fields” page in Hours
Codes Maintenance, follow these steps:

1

Go to Maintenance > Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page will open.
Select Hours Codes from the Record Type dropdown.

Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined hours
codes.

Click @@®. The “User-Defined Fields” popup will open:

Complete the fields exactly as follows:

Field Value

Name NH Base Salary

Section NH ERS

Header

Sequence (Leave this field blank.)
Number

Data Type Check Box

Last Revised: January 23, 2012 21 Logos.NET
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Repeat steps four through six for the four remaining hours code
check boxes that need to be set up. The following tables contain the
entries you will need to make:

Field Value

Name NH Comp Over Base Salary
Section NH ERS

Header

Sequence (Leave this field blank.)
Number

Data Type Check Box

Field Value

Name NH Extra Special Duty Pay
Section NH ERS

Header

Sequence (Leave this field blank.)
Number

Data Type Check Box

When you are finished, the Hours Codes Attributes grid on the “User-Defined
Field List” page should contain a row for each user-defined hours code
check box you have saved as part of the NH ERS section.

Assign User-Defined Check Boxes to Hours Codes

To assign the user-defined check boxes to hours codes, follow these steps:

1  Go to Maintenance > Human Resources > Earnings Maintenance >
Hours Codes. The “Hours Codes List” page will open:

Logos.NET
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Hours Codes List

Active ‘ Hours Code | Description | Hours Category ‘ Last Processed Date |_A_
v -5 Multiplier Point Five REG 11/29/2011
V] @@ test REG NOT USED ‘5‘
v 001 001 TEST REG NOT USED n
v 1 1 REG NOT USED
v 10 - Test Test REG NOT USED
v 399966 Delete Me REG NOT USED
v 3RD PARTY 3RD PARTY PAY OTHER 11/29/2011
v AFull GL A Full GL Account REG NOT USED
) A Test ATest REG NOT USED
J AAAAA AAAAA REG 11/29/2011
V] ACE GRANT ACE Grant 07-DJ-086 SALARY 9/20/2008
v Ann Ex Non Pay Ann Ex Non Pay VAC NOT USED
J Ann Ex Non Pay C Ann Ex Non Pay Cafe VAC NOT USED
V] AshPeerHC1 AshPeerHC REG NOT USED
V] AshPeerHC2 AshPeerHC REG NOT USED
v Battle BattleCreek OTHER NOT USED
v Bobo Bobo REG NOT USED
V) CARALLOW Car Allowance OTHER 11/29/2011 iy

[ New | _Refresh | Export N Print N UserDefined Fields |

2 Highlight an hours code.

3 Click MG The “Hours Code User Defined Fields”
page for the selected hours code will open:

Hours Codes List

Hours Code User Defined Fields - .5 Multiplier

2004W2Box12
2004W2Box14
ASRS

NH Base Salary [ |
NH Comp Over Base Salary | |
NH Extra Special Duty Pay [ ]

4 Under the NH ERS section header, check each box that will apply to
the selected hours code.

6 Repeat these steps for all appropriate hours codes.

Set up Employee for Retirement System Reporting

To set up an employee for retirement system reporting, follow these steps:

1 Go to Human Resources > Employee Maintenance. The “Employee
List” page will open.

2 Use the search controls to produce a list of employees.
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3 Click the Employee Number link for the employee you want to set up
for retirement system reporting. The “Employee” page will open.

4 From the Attribute dropdown, select User Defined. The page will be
refreshed to show existing user-defined fields, including an NH
ERS section containing the three validation-set fields and the two
date fields you set up earlier:

v| Emploves @) 2DAMS, CAROLYN S (226)

Aftribute

Pay Rule |NON EX NU PART TIME - MO EX NU PART TIME ~|

General

Riturn to Work Date | ==
1088-R |
£

Acerual Prafile | WASHGCO BEFORE 6-21-93 -4HR-PT - WASHCO BEFORE 6-21-93 -4HR-PT v

Accrual Date |

BDAYBAL |0 |

COMP BAL |0

Federal Tax |0 | |
FHBAL |0 |

Highway Seniarity Date | E
HOLBAL [0 |

MILBAL | |

MY Retirernent Tier |4

PERBAL |8 |

Pasition Date (Mass Increase) 010172005 |

RefiramentPlan | A15 0% Plan 415 0% v |

SICKBAL [p14.25 |

VACBAL [41 |

MCParsonidentifier | |

NH ERS \

MNH ERS Emplaymeant Effective Date :DUUHNDS [

NH ERS Employmeni Type | FT12-FT12 |

NH ERS Job Class ||
NH ERS Job Class Effective Date |

MNHERS Pay Slatus | ACTIV- ACTIV v |

| soe | feset )

5 Under the NH ERS section header, make selections in the appropri-
ate fields. Any employee who has a selection in at least one of these
controls is eligible to appear on the “New Hampshire Retirement
Systems Report.”

6 After making your selections, click EE%# to save them.

7 Repeat these steps for each employee who will be included in the
retirement systems report.
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Create Retirement System Data

Once you have set up the necessary user-defined fields, you will be ready to
create a work file of retirement system data that will be available for the
“New Hampshire Retirement Systems Report.” This data may be reviewed
and modified before it is transmitted to the state.

To create the work file, follow these steps:

1 Go to Human Resources > State Requirements > NH > Create
Retirement System Data:

Create NH Retirement System Data

From Check Date ‘ 3
To Check Date 3

2 The From Check Date and To Check Date controls require entries.
Select the first and last check dates that will be included in the
report data.

3 When you click #11®, a message will be displayed, 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
system data will populate the work file, and the “Retirement System
List” page will open (see next section).

Retirement System List

The “Retirement System List” page lets you review and modify retirement
system data for each employee within the organization. After you create the
data (see previous section, “Create Retirement System Data”), this page is
opened automatically. You also may open this page by going to Human
Resources > State Requirements > NH > Retirement System List:
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Retirement System List

Ermployee | v.@
Employee New Member
=k 7-11 License Departme... v
. PayDate |Gross Salary | Pensionable Salary
.01 zizo07 $2,153.61
.. D1 Tz2007
0211452007 $2,153.61
Employee Mew Member

- Anderson Builders, Don..
H- BROMBOSZ, Cathy- 20...
- Browell, Robert M - 50

H- Holloweay, William G- 2.
- KEITH, Steve J- 920

H- MELAHM, David - 2070

- Mertz, Mary Ann - 2618

t- O'Rourke, Diana J - 2566

SAKANIS, Jacqueline - ..

e B = OO = T = T = O e O O

) T T

Data is listed in a two-level grid. The first level of the grid displays NH ERS
member information. The second level displays individual pay period
information for the member.

If an employee became a new NHRS member within the check date range
selected on the “Create NH Retirement System Data” page, a green check
mark # will be displayed in the New Member column.

The list is sorted alphabetically by Employee.

If you want to search the list for a particular employee, select the

employee’s name in the Employee control, and click #18. The grid will be
refreshed to include that employee only. To change the grid to include all

employees, clear the Employee control, and click @M.

Add and Edit Member Information

1 If you want to add an employee to the “Retirement System List,”
click e if you want to edit data for a particular
employee, click the hyperlinked Employee Name. In both cases, the
“New Hampshire Retirement Systems Member Entry” popup will
open:
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. New Hampsh

Retirement System —
Employee
Employee New Member Information Address Information

Gender Effective Date 512072005 ||
ERlovER BirthDate 113712047 [ ] AddrassTyps | HOME
& 7-11 License Departme Marital Status | SEP Line 1 |1656 Benzie Circl

Pay Date: T .

.. 01252007 Entry Date 3 Line 2

01417/2007 Employment Date | 3 city |Troy
s Ermail State (M
. Employee T
S Phone 1 Zip |48084
- Anderson Builders, Don|
- BROMBOSZ, Cathy - 20 Type |HOME MailStop |
B Browell, Robert M - 50 Area Code (999 County
- Holloway, William G- 2.} T =
1 " Phone Number |8993853 Phone 2
¥ KEITH, Steve J - 420 ;s -
& MELAHN, David - 2070 Edension | Tope |
B Mertz, Mary Ann - 2618 Arsa Code
+ O'Raurke, Diana J - 256 - il [
- SAKANIS, Jacqueline - T
s regsren Extension

q oK)

2 Make entries in the appropriate fields. The following table describes
each field:

Field Description

New Member Information

Gender Table code designation for male or female. This
entry is required for a new member only.

Birth Date Date the member was born. This entry is
required for a new member only.

Marital Status || Table code designation for marital status: mar-
ried, divorced, domestic partner, single, sepa-
rated, unknown, widowed.

Entry Date Date member began fund membership (with
tirst NHRS-affiliated employer). This entry is
required for a new member only; it may not be
used to update an existing member record.

Employment || Date member began employment.
Date

Email Member’s e-mail address.

Address Information

Effective Date || Date this address became effective. The Pay
Period Begin date (first time reported) is a typi-
cal value.

Address Type || Table code for address type: home, mailing, etc.

Line 1 First address line.
Line 2 Second address line.
City City name.

Last Revised: January 23, 2012 27 Logos.NET



Nz Wing, Svstem
New Hampshire State Requirements .Q New World Systems

Field Description

State State mailing abbreviation.

Zip Postal zip code.

Mail Stop Additional mailing information.

County Table code for country. If other values besides

USA are needed, contact the fund.
Phone 1 and Phone 2

Type Table code for phone type (cellular, fax, home,
etc.).

Area Code Member’s area code.

Phone Num- || Member’s phone number. If the employer’s

ber database does not segregate area code from
phone number, this field may include the area
code.

Extension Member’s phone extension number.

3 After making your entries, click fI¥ to save them. The popup will
close, and the grid on the “Retirement System List” page will be
updated with the new information.

Add and Edit Pay Period Information

1 If you want to add or edit pay period information for an employee,
select the employee in the list, and click T - if you want
to edit information for a particular pay perlod click the hyper-
linked Pay Date. In both cases, the “New Hampshire Retirement Sys-
tem Pay Period Entry” popup will open:

New Hampshire Retirement System Pay Period Entry

Employee A'llen, Lucas - 101 Contribution Information
Pay Period 1D ’|7 Current Pre Tax
Begin Date j Current Post Tax
End Date Ex Addtional Pre Tax
Pay Date j Additional Post Tax
Action N
SPC Payment
Annual Salary
Base Salary

Comp Over Base Salary
Extra Special Duty Pay

Loic)_carcel
2 Make entries in the appropriate fields. The following table describes
each field:
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Field Description

Pay Period ID || Required. Employer-assigned pay period ID
number--for example, 8th pay period of fiscal
year. This data is not specific to the NHRS; it is
for employer reference only and may be dupli-
cated.

Begin Date Required. Date pay period began; for example,
an employer may report multiple pay periods,
such as January 1-15 and January 16-31, in the
member’s record. In this case, the file would
contain two pay period records. The first record
would require this field to be populated with
January 1 and the second with January 16.

End Date Required. Date pay period ended; for example,
an employer may report multiple pay periods,
such as January 1-15 and January 16-31, in the
member’s record. In this case, the file would
contain two pay period records. The first record
would require this field to be populated with
January 15 and the second with January 31.

Pay Date Required. Check date for this pay period; for
example, if the pay period ends January 15, but
the payment is not issued to the employee until
January 17, you would select 01/17/2007.

Action Action taking place this pay period. Options
include Normal, Replacement or Adjustment.
Replacement may be defined as a pay period
record that will replace a previously submitted
pay period record that was incorrect. An adjust-
ment may be a retro payment given to the mem-
ber for this pay period. An adjustment will add
to or subtract from the original submission.

SPC Payment || Member payment for Service Purchase Contract
(SPC). If multiple contracts exist for this mem-
ber, the value will represent the total of all pay-
ments for the pay period being reported.

Annual Salary || Annual salary amount on which contributions
are due. This amount may change between pay
periods if the member’s wage rate changes.

Base Salary Base salary amount for the pay period. This
amount may include salary, such as a car allow-
ance, on which contributions are not allowed.
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Field Description
Comp Over Compensation in excess of base salary.
Base Salary

Extra Special Additional special duty pay.
Duty Pay

Contribution Information

Current Pre Tax || Amount of contributions currently paid from
pre-tax dollars.

Current Post Amount of contributions currently paid from
Tax post-tax dollars.

Additional Pre || Amount of additional pre-tax payments.
Tax

Additional Post || Amount of additional post-tax payments.
Tax

3 After making your entries, click f to save them. The popup will
close, and the grid on the “Retirement System List” page will be
updated with the new information.

New Hampshire Retirement Systems Report

The following steps show you how to generate the “New Hampshire Retire-
ment Systems Report”:

1 From the “Retirement Systems List” page, click fZi®, or go to
Human Resources > State Requirements > NH > Retirement Sys-
tems Report:

NH Retirement Systems Report

Load Saved Report | i Distribution Graup 5 @
Owerride Report Title | | Email Group "'@

Batth D |
Employer 1D
Batch Type ,M
Fisealvear [2007
From Check Date 3
To Check Date 3

Create KWL File

2 Make entries in the appropriate fields. The following table describes
each field:
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Field Description
Load Saved Saves this version of the report as a template for
Report later use. When you click B8, a popup will

ask you to name the report. Type the name, and

click 3. The next time you want to run this
report, select its name from the Load Saved
Report dropdown, and the fields and list boxes
will be populated automatically. If necessary,
you may edit entries before running the report.
You may save as many templates as you would

like.
Override Overrides the default title (“New Hampshire
Report Title Retirement Systems Report”) of the report.
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

select the group, or click the blue-eye prompt

& to create a new distribution group. The
report will be sent to myReports for each person
in the group. (For more information about this
control, refer to the “Common Controls” appen-
dix of your Human Resources User Guide.)

Email Group A group of people selected to receive the report

by e-mail. Click the dropdown prompt + to
select the group.

Batch ID Required. Batch ID provided to employer for
scheduled batches. The Batch IDs for all sched-
uled batches are provided under your employer
log-in on the web-based portion of the ERS via
the “Reporting and Voucher Number Report.”
(For instructions on how to obtain this number,
refer to the ERS Employer User Manual.)

Employer 1D Required. PensionGold Employer ID. The
NHRS will assign this ID and pass it on to each
employer.

Batch Type Required. Indicates whether batch is a normally
scheduled batch, an unscheduled batch (ex:
intermittent payroll) or a demographics-update
batch. Typically, this entry will be a scheduled
batch.
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Field Description

Fiscal Year Required. Four-digit year representing the
NHRS fiscal year. This field is used for
Employer Receivable Account Management and
for any fiscal year annual contribution limits
that may be in place.

From Check Required. Reporting period start date. If multi-
Date ple pay periods are reported in one batch, this
date should match the earliest one; for example,
if pay periods January 1, 2007-January 15, 2007
and January 16, 2007-January 31, 2007 are
reported in this batch, select 01/01/2007.

To Check Date || Required. Reporting period end date. If multi-
ple pay periods are reported in one batch, this
date should match the latest one; for example, if
pay periods January 1, 2007-January 15, 2007
and January 16, 2007-January 31, 2007 are
reported in this batch, select 01/31/2007.

Create XML Determines whether an XML transmittal file
File will be generated with the report. Check this
box to generate the file.

3 After making your entries, click f3i® to generate and display the
report with options to save it in other formats or to send it to myRe-
ports as a PDEF. If you checked the Create XML File box, a transmittal
file of the report data also will be sent to myReports.
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Sample “Retirement Systems Report”

%@ NH Retirement Systems Report - Windows Interet Explorer ==

¥] 4 1 of2 b Pl 100% - Find | Next Select a format ~ Export 2 =]

NH Retirement Systems Report -
From Check Date 01/02/2011 To Check Date 12/31/2011

X/ City of NWS - 7.0SP7 Int

Employee Gender Birth Date Marital Status Entry Date Employment Date ~ Email 3
Allen, Lucas - 101 12/29/1946 Marri
Address Information  7ype Adress Mail Stop County
HOME 5880 CR 47 Troy, MI 48084
Phone Information  7ype Area Code Phone Number Extension L
HOME 999 9999999
Extrd Current Current Addltional Addltional
SPC Annual Base  Comp Over Special PreTax PostTax PreTax PostTax

Pay PeriodID  Begin Date End Date Pay Date Payment Sabry Sakry  BaseSabry Duty Pay Amount Amount Amount Amount

11 05/09/2011  05/22/2011  05/25/2011 0.00 59,920.64 0.00 0.00 0.00 0.00 0.00 0.00 150

11 05/09/2011  05/22/2011  05/25/2011 0.00 63,792.00 0.00 0.00 0.00 0.00 0.00 0.00 150

12 05/23/2011  06/05/2011  07/01/2011 0.00 59,920.64 0.00 0.00 0.00 0.00 0.00 0.00 150

12 05/23/2011  06/05/2011  07/01/2011 0.00 63,792.00 0.00 0.00 0.00 0.00 0.00 0.00 1.50

22 10/10/2011  10/23/2011  10/26/2011 0.00 59,920.64 0.00 0.00 0.00 0.00 0.00 0.00 1.50

22 10/10/2011  10/23/2011  10/26/2011 0.00 63,792.00 0.00 0.00 0.00 0.00 0.00 0.00 150

24 11/07/2011  11/20/2011  11/23/2011 0.00 59,920.64 0.00 0.00 0.00 0.00 0.00 0.00 150

24 11/07/2011  11/20/2011  11/23/2011 0.00 63,792.00 0.00 0.00 0.00 0.00 0.00 0.00 150

24 11/15/2011  11/29/2011  11/29/2011 0.00 59,920.64 0.00 0.00 0.00 0.00 0.00 0.00 150

24 11/15/2011  11/29/2011  11/29/2011 0.00 63,792.00 0.00 0.00 0.00 0.00 0.00 0.00 1.50
Arun, Nancy C - 1423 08/14/1949 Singl NancyArun@NWS.com =

Send to myReports,

Sample XML Transmittal File

@c don\AppData\l e Internet Files\ContentIES\JMOMB - Windows Internet Explorer o [

) [ %] cAUsers\wagberg don\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content JES\MOMBSZD\0000018V0006050711{1].xml -4 [ x ][ 8ing o -

»
¢ Favorites | 4 | MadCap Knowledge Base [ Stork i Gecko @] Environment Library @3] eSuite Employee @] Logos Release Status -In.... g DEV € | Team Documents & | Logos Help Central & MadCap KB [ Next Gen Main

22+ | @ myReports @ Ci\Users\wagber.. X R v

v [=] d v Pagev Safety~ Tools~ @~

<?xml version="1.0" encoding="us-asci" ?>
- <Transmittal xmins:msxs|="urn:schemas-microsoft-com:xslt" xmins:nws="urn:nws" xmins:nwsexport="ur t" xmlns:tp="urn:pri ">
- <Batch BatchID="8768976897" FundID="0000000001" EmployerID="1276354782" BatchType="SCHED" FiscalYear="2011" ReportDate="2012-01-23" ReportFromDate—"ZOll 01-02"
0.0

ReportToDate="2011-12-31" MemberRecordCount="0000000005" TotalBaseSalary="0.00" TotalCompOverBaseSalary="0.00" TotalExtraSpecialDutyPay
TotalSPCPayments="332.25">
- <Member SSN="168158827" FirstName="LUCAS" LastName="A'LLEN" BirthDate="1946-12-29" MaritalStatus="MARRI" IsNewMember-
<Address AddressEffectiveDate="1965-12-27" AddressType="HOME" AddressLine1="5880 CR 47" AddressLine2="" City="Troy" State
County="" Country="USA" />
<Phone PhoneType="HOME" CountryCode="1" AreaCode="999" PhoneNumber
- <PayPeriod PayPeriodD="0000000011" BeginDate="2011-05-09" EndDat
ualB "50920.64" BaseSalary="0.00" CompOverB:

I

s
MI" Zip="480840000" MailStop=""

"9999999" Extension=""/>
"2011-05-22" PayDate="2011-05-25" Action="N" SPCPayment="0.00"
alary="0.00" ExtraSpecialDutyPay="0.00" UnitsWorked="1" UnitsWorkedIndicator="MON"
EmploymentType="F10" EmploymentTypetffectiveDate="2000-05-01" JobClass="FPS" JobClassEffectiveDate="2011-07-11" PayStatus="ACTIV"
PayStatusEffectiveDate="1965-12-27">
<Contribution ContributionType="CURR" PreTaxAmount="0.00" PostTaxAmount="0.00" />
<Contribution ContributionType="ADDAN" PreTaxAmount="0.00" PostTaxAmount="1.50" />
</PayPeriod>
- <PayPeriod PayPeriodID="0000000011" BeginDate="2011-05-09" EndDate="2011-05-22" PayDate="2011-05-25" Action="N" SPCPayment="0.00"
ualB "63792.00" BaseSalary="0.00" CompOverBaseSalary="0.00" ExtraSpecialDutyPay="0.00" UnitsWorked="1" UnitsWorkedIndicator="MON"
EmploymentType="F10" EmploymentTypetffectiveDate="2000-05-01" JobClass="FPS" JobClassEffectiveDate="2011-07-11" PayStatus="ACTIV"
PayStatusEffectiveDate="1965-12-27">
<Contribution ContributionType="CURR" PreTaxAmount="0.00" PostTaxAmount="0.00" />
<Contribution ContributionType="ADDAN" PreTaxAmount="0.00" PostTaxAmount="1.50" />
</PayPeriod>
- <PayPeriod PayPeriodD="0000000012" Beg\nDate—"2011—05—23" EndDate="2011-06-05" PayDate="2011-07-01" Action="N" SPCPayment="0.00"
nnualB: "59920.64" BaseSalary="0.00" CompO alary="0.00" ExtraSpecialDutyPay="0.00" UnitsWorked="1" UnitsWorkedIndicator="MON"
EmploymentType="F10" Emp\oymentTypeEffecmeDate—"moo 05-01" JobClass="FPS" JobClassEffectiveDate="2011-07-11" PayStatus="ACTIV"
PayStatusEffectiveDate="1965-12-27
<Contribution ContributionType "CURR" PreTaxAmoun
<Contribution ContributionType="ADDAN" PreTaxAmoun
</PayPeriod>
- <PayPeriod PayPeriodID="0000000012" BeginDate="2011-05-23" EndDate="2011-06-05" PayDate="2011-07-01" Action="N" SPCPayment="0.00"
ualB 63792.00" BaseSalary="0.00" CompO! alary="0.00" ExtraSpecialDutyPay="0.00" UnitsWorked="1" UnitsWorkedIndicator="MON"
EmploymentType—"F10" EmploymentTypeEffectiveDate-"2000-05-01" JobClass="FPS" JobClassEffectiveDate="2011-07-11" PayStatus="ACTIV"
payStatusEffectiveDate="1965-12-27">
<Contribution ContributionType="CURR" PreTaxAmoun
<Contribution ContributionType="ADDAN" PreTaxAmoun
</PayPeriod>
- <PayPeriod PayPeriodID="0000000022" BeginDate="2011-10-10" EndDate="2011-10-23" PayDate="2011-10-26" Action="N" SPCPayment="0.00"
ualB "50920.64" BaseSalary="0.00" CompOverBaseSalary="0.00" ExtraSpecialDutyPay="0.00" UnitsWorked="1" UnitsWorkedIndicator="MON"
EmploymentType="F10" EmploymentTypetffectiveDate="2000-05-01" JobClass="FPS" JobClassEffectiveDate="2011-07-11" PayStatus="ACTIV"
PayStatusEffectiveDate="1965-12-27">
<Contribution ContributionType="CURR" PreTaxAmount="0.00" PostTaxAmount="0.00" />

'0.00" PostTaxAmount:
0.00" PostTaxAmount

"0.00" />
50" />

'0.00" PostTaxAmount:
'0.00" PostTaxAmount

"0.00" />
50" />

Done @ Internet | Protected Mode: On v R|15% v
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Logos.NET

New Hampshire Unemployment Compensation
Report

The following steps show you how to generate the “New Hampshire Unem-
ployment Compensation Report”:

1 From the “Retirement Systems List” page, click fZ0i®, or go to
Human Resources > State Requirements > NH > Retirement Sys-
tems Report:

New Hampshire Unemployment Compensation Report

Load Saved Report e Distribution Group | B @
Overtide Report Title Ermail Group v |8

Fram Check Date 3
To Check Date 3
Ermployer Mumber

Available Benefit Group(s): 14 Selected Benefit Group(s): 0
|[FT-01-FT- ¥acation Lump Sum -
|FT-08-FT- Managers YWacation Lump Sum
|[FT-02 - Full-Time Police
|FT-03 - Full-Time Vacation Accrued
|[FT-04 - Full-Time Fire
||FT-0B - FT-Manager 4-Week Lump Sum
FT-07 - FT ¥illage Manager - Lump Sum
|FT-08 - FT-vacation 120 hr Accrual
|PT-01 - Part-time Yacation Lump Sum
|PT-02 - Part-Time Vacation Accrued

i

[PT-02 - Part tine Mo Benefits |- -
|PT-04 - Part-Time 25 Hours Rdfl Remove All i
2 Make entries in the appropriate fields. The following table describes
each field:
Field Description
Load Saved Saves this version of the report as a template for
Report later use. When you click B9, a popup will
ask you to name the report. Type the name, and
click @3. The next time you want to run this
report, select its name from the Load Saved
Report dropdown, and the fields and list boxes
will be populated automatically. If necessary,
you may edit entries before running the report.
You may save as many templates as you would
like.
Owerride Overrides the default title (“New Hampshire
Report Title Unemployment Compensation Report”) of the
report.
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Field Description
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

select the group, or click the blue-eye prompt

& to create a new distribution group. The
report will be sent to myReports for each person
in the group. (For more information about this
control, refer to the “Common Controls” appen-
dix of your Human Resources User Guide.)

Email Group A group of people selected to receive the report

by e-mail. Click the dropdown prompt + to
select the group.

From Check Required. Reporting period start date. If multi-
Date ple pay periods are reported in one batch, this
date should match the earliest one; for example,
if pay periods January 1, 2007-January 15, 2007
and January 16, 2007-January 31, 2007 are
reported in this batch, select 01/01/2007.

To Check Date || Required. Reporting period end date. If multi-
ple pay periods are reported in one batch, this
date should match the latest one; for example, if
pay periods January 1, 2007-January 15, 2007
and January 16, 2007-January 31, 2007 are
reported in this batch, select 01/31/2007.

Employer Required. State-assigned employer identifica-
Number tion number.

Create Disk File || Determines whether an Excel file of the same
information will be generated with the report.
Check this box to generate the file.

3 Select one or more benefit groups from the Available Benefit Groups
list box.

* To select multiple benefit groups dispersed throughout the
list, hold down the <Ctrl> key while selecting.

¢ To select multiple, consecutive benefit groups, hold down the
<Shift> key, and select the first benefit group, then the last.

* Select at least one benefit group.
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4 Click @ to move the selected benefit group(s) from the Available
Benefit Groups box to the Selected Benefit Groups box.

. moves all benefit groups, selected or not, to the Selected

Benefit Groups box.

J returns the selected benefit groups to the Available

Benefit Groups box.

. returns all benefit groups to the Available Benefit

Groups box.

5 Click the Hour Codes tab.

6 Select one or more hour codes from the Available Hour Codes tab.
(For instructions on how to make selections, see steps 3 and 4.)

7 After making your entries, click ff'® to generate the report and
submit it to myReports. If you checked the Create Disk File box, an
Excel version of the report also will be sent to myReports.

Sample “Unemployment Compensation Report”

Washington County
New Hampshire Unemployment Compensation Report
From Check Date: 01/01/2007 - To Check Date: 0601/2007

55N Employee Name Gross Wagps
07 Q-686-7155 ABARE, KATHLEEN E - 1124 §7 55428
028-98-8627 ADAMS, CAROLYN S - 228 F1583691
018-58-0220 ADAMSON, DOLORES ¢ - 671 51043
2085442495 ADAMSON, WILLLAM J - 7495 fodelechey ]
H2-04-2270 AGUERD, GRICELDAE - 1522 11,247 53
132-580-8018 AIKEN, JOHHN - 1035 Va2
127407712 ALDRICH, JUDY A -02 FA0TAT
050-93-2075 ALEXANDER, STEVEN D - 2117 ¥ R5288
098-A2-5614 ALGER, EUZABETH M - 2030 454037
062-34-3543 ALLEN, UND AR - 1783 271672
112-95-0767 ALLEM, SHERVL E - 180 $12,10050
0e5-66-7779 ALTIZIO ALCIA A - 2127 105
133-62-0820 AMELL, DEBORAH J - 2275 /2805
129-50-20-11 ANGIOULLD, MICHAEL ¢ - 6492 F127470
061-80-3265 AFFLER, MICHAEL R - 205 50625
07 3-48-0202 ARMANDO, DAVID J - 612 $11.21020
088-F2- 2052 ARMANDO, JOAN M - 2022 $733421
06E-36-7367 ARMETRONG, DALER - 603 7 26584
126-60- 1782 ASHTON, JOSHUAS . 2115 20480
081-66-6004 ASHTON, MATTHEW R - 1271 $7396.08
117-84-5100 ASHTON, SHER MAN - 515 0T
116-65-0063 ATW 00D, EDWIN C - 2144 $7 596,14
008644207 AUSTIN, JUDY L- 12351 77064
067-72-2500 AUSTIN, MATTHEW R - 1851 2 a3081
105-60-67 AUSTIN, RONALD R - 516 2 AGT A2
112649674 BACKUS, MAZELLA L - 1275 1120623
113-38-3382 BAIN, ARLENE M - 512 51198
Deg-a9-07 21 BAKER, BARBARA - 2207 16224
058-56-8323 BAKER, KAREN M - 206 $1208271
122-50-7830 BALL, STEFHANIE | - 1219 W25
MT-B4-7750 BALLARD, CHERIEL - 12494 ik |
050-33-1310 BALLARD, LONA J - 1857 BHI5T
050-42-5923 BALLARD, REGINA C - 572 $10,23042
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Sample Excel File of the “Unemployment
Compensation Report”

B3 Microsoft Excel - 000001ADD0D461 3B46[2].xls

(] Fle  Edt View Insert Formak  Tools Data  Window  Help

NEEH O @9 8 b e e |

HEE Wt Bt P T B N | (& By §- | ¥ Reply with Changes... End Review,.. !
A1 - # 53N
A 5 @ D E ] B¢ 1T & T W 7 7 =
ENssn INAME GROSS ACCT =
| 2 [079657156 AEARE KATHLEEN E DOI7ER428 00000000 1
| 3 [D93488627 ADAMS CAROLYM 5 [ oon1Essat " 000000001
| 4 M1esE0829 ADAMSON DOLORES G [ oooss1043” 000000001
| 5 [293544345 ADAMZON WILLIAM .| I [k 000000aa 1
| B (42942279 AGUERD GRICELDA E I oo12a763" 000000001
| 7 N32508018 AIKEN JOHR [ non074732” 000000001
| 8 M2raoeriz ALDRICH JUDY & il oonsan7 17" 000000001
| 5 Monagzors ALE¥AMNDER STEVEM D [ oomaeszen " 000000001
| 10 099625614 ALGER ELIZABETH M I 000454037 ” 000000001
| 11 DE2349843 ALLEM LINDA [ oomzr1eT2” 000000001
| 12 [112450767 ALLEM SHERYL E I omz1a080” 0000000 1
| 13 DoeeEr779 ALTIZIO ALICIA A [ oong31058 " 000000001
| 14 [133520820 AMELL DEBORAH I 00512605 " 0000000 1
| 15 MB34503911 ANGIOLILLO MICHAEL G il oomizrarn” 000000001
| 16 DE1603065 APPLER MICHAEL R SR [ Oonesaszs " 000000001
| 17 [073480393 ARMANDO DAYID J [ oo11g1980” 000000001
| 18 Deoe22082 ARMANDO JOAN M il ooovesszt” 000000001
| 19 [D68367367 ARMSTRONG DALE R I 0726584 " 000000a0 1
| 20 M2ee01788 ASHTON JOSHUA 5 I oonsanas0” 000000001
| 21 [081666004 ASHTON MATTHEW R I no7asens” 000000a0 1
| 22 17445109 ASHTON SHERMAN I oons07e40” 000000001
| 23 M16660963 ATWOOD EDWIN [ oo07s4E14” 000000001
| 24 [003644357 AUSTIN JUDY L I 000770844 " 000000001
| 25 Me772as00 AUSTIN MATTHEW R [ oonaes0s " 000000001
| 26 [105605747 AUSTIN ROMALD R I nonade712" 0000000 1
| 27 13644674 BACKUS MAZELLA L [ oo1z0s33” 000000001
| 28 [113383388 BAIN ARLENE 1 I non4a1149” 0000000 1
| 29 Dapaare BAKER BARBARA, I oons1E224 " 000000001
| 30 MeasEaa29 BAKER KAREM M [ omzoszr1 " 000000001
31 132507830 EALL STEPHANIE | I oooeF11zs” 000000001
| 32 M17e477E0 BALLARD CHERIE L il oooezez21 ” 000000001
33 [De041310 BALLARD LOMA.I I n0sa1527 " 000000aa 1 ~
4 4 ¢ n]\Unemployment Compensation ;/ £3 #il
Ready UM
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	New Hampshire State Requirements
	Set up Section Header and User-Defined Fields
	Section Header Setup
	1 Go 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 be refreshed to show a grid of existing user-defined employee section headers:
	4 Click . The “User-Defined Fields Section Header” popup will open:
	5 For Section Header, type NH ERS. (The user-defined fields that you will create for the “New Hampshire Retirement Systems Report” will be grouped under this header on the “Employee User-Defined” page in Employee Maintenance.)
	6 Use the Sequence Number field to tell where you want the NH ERS section of user-defined fields to appear in relation to other sections on the “Employee User-Defined” page in Employee Maintenance; for example, if the “Employee User-Defined” ...
	7 Click . The popup will close, and the grid on “User-Defined Field List” page will be refreshed to show the newly added NH ERS section header:

	Validation-Set Fields Setup
	1 Go 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 Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined employee fields:
	4 Click . The “User-Defined Fields” popup will open:
	5 Complete the fields exactly as follows:
	6 Click

	Date/Time Fields Setup

	Set up Validation-Set Values
	Employment Type Values Setup
	1 Go to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight the validation set, NH ERS Employment Type:
	3 Click . The “Validation Set Values List” page for NH ERS Employment Type will open.
	4 Click . The “Validation Set Value” page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 Type a Description for the Value. This entry may be anything that makes it easy for you to identify the Value.
	7 Click . Your entries will be saved and cleared, and the “Validation Set Value” page will remain open for the entry of a new value.

	Job Class Values Setup
	1 On the “Validation Set List” page, highlight the validation set, NH ERS Job Class.
	2 Click . The “Validation Set Values List” page for NH ERS Job Class will open.
	3 Click . The “Validation Set Value” page will open.
	4 In the Value field, type the following, exactly as shown below:
	5 Type a Description for the Value. This entry may be anything that makes it easy for you to identify the Value.
	6 Click . Your entries will be saved and cleared, and the “Validation Set Value” page will remain open for the entry of a new value.
	7 When you are finished, the grid on the “Validation Set Values List” page should contain a row for each value you have saved:

	Pay Status Values Setup
	1 On the “Validation Set List” page, highlight the validation set, NH ERS Pay Status.
	2 Click . The “Validation Set Values List” page for NH ERS Pay Status will open.
	3 Click . The “Validation Set Value” page will open.
	4 In the Value field, type the following, exactly as shown below:
	5 Type a Description for the Value. This entry may be anything that makes it easy for you to identify the Value.
	6 Click . Your entries will be saved and cleared, and the “Validation Set Value” page will remain open for the entry of a new value.
	7 When you are finished, the grid on the “Validation Set Values List” page should contain a row for each value you have saved:


	Set up NHRS Marital Status Validation Set
	1 Go to Maintenance > Logos Suite > System > Validation Sets > Validation Set List:
	2 Highlight the validation set, Validation Set Alternate Usage Type.
	3 Click . The “Validation Set Values List” page for Validation Set Alternate Usage Type will open:
	4 Click . The “Validation Set Value” page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 Type a Description for the Value. This entry may be anything that makes it easy for you to identify the Value.
	7 To save this alternate-usage validation set, click . The grid on the “Validation Set Values List” page should be updated to contain a row for NHRS Marital Status.
	8 Next, you will need to define alternate values for the marital statuses you use. Return to the “Validation Set List” page, and highlight the validation set, Marital Status.
	9 Click . The “Validation Set Values List” page for Marital Status will open. This page will contain a grid of the marital statuses you have set up:
	10 Highlight a row containing a marital status.
	11 Click . The “Alternate Value List” page for the selected marital status will open:
	12 Click . The “Alternate Value” popup will open.
	13 From the Usage Type dropdown, select NHRS Marital Status (the alternate-usage validation set you just created):
	14 For the selected marital status, type the Value exactly as shown in the following table:
	15 A Description is optional.
	16 Click to save the alternate value.
	17 Return to the “Validation Set Values List” page, and repeat steps ten through sixteen for each marital status that you use.

	Set up Section Header and User-Defined Deduction Check Boxes
	Section Header Setup
	1 Go to Maintenance > Logos Suite > Security > User-Defined Fields. The “User-Defined Field List” page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined deduction section headers.
	4 Click . The “User-Defined Fields Section Header” popup will open.
	5 For Section Header, select NH ERS.
	6 Use the Sequence Number field to tell where you want the NH ERS section of user-defined check boxes to appear in relation to other sections on the “Deduction Code User-Defined Fields” page in Deduction Maintenance.
	7 Click . The popup will close, and the grid on “User-Defined Field List” page will be refreshed to show the newly added NH ERS section header.

	Deduction Check Boxes Setup
	1 Go to Maintenance > Logos Suite > Security > User-Defined Fields. The “User-Defined Field List” page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined deductions:
	4 Click . The “User-Defined Fields” popup will open:
	5 Complete the fields exactly as follows:
	6 Click


	Assign User-Defined Check Boxes to Deductions
	1 Go to Maintenance > Human Resources > Deductions and Benefits > Deductions. The “Deduction List” page will open:
	2 Highlight a deduction.
	3 Click . The “Deduction Code User Defined Fields” page for the selected deduction will open:
	4 Under the NH ERS section header, check each box that will apply to the selected deduction.
	5 Click .
	6 Repeat these steps for all appropriate deductions.

	Set up Section Header and User-Defined Hours Code Check Boxes
	Section Header Setup
	1 Go to Maintenance > Logos Suite > Security > User-Defined Fields. The “User-Defined Field List” page will open.
	2 Select Hours Codes from the Record Type dropdown.
	3 Select Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours codes section headers.
	4 Click . The “User-Defined Fields Section Header” popup will open.
	5 For Section Header, select NH ERS.
	6 Use the Sequence Number field to tell where you want the NH ERS section of user-defined check boxes to appear in relation to other sections on the “Hours Code User-Defined Fields” page in Hours Codes Maintenance.
	7 Click . The popup will close, and the grid on “User-Defined Field List” page will be refreshed to show the newly added NH ERS section header.

	Hours Code Check Boxes Setup
	1 Go to Maintenance > Logos Suite > Security > User-Defined Fields. The “User-Defined Field List” page will open.
	2 Select Hours Codes from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours codes.
	4 Click . The “User-Defined Fields” popup will open:
	5 Complete the fields exactly as follows:
	6 Click


	Assign User-Defined Check Boxes to Hours Codes
	1 Go to Maintenance > Human Resources > Earnings Maintenance > Hours Codes. The “Hours Codes List” page will open:
	2 Highlight an hours code.
	3 Click . The “Hours Code User Defined Fields” page for the selected hours code will open:
	4 Under the NH ERS section header, check each box that will apply to the selected hours code.
	5 Click .
	6 Repeat these steps for all appropriate hours codes.

	Set up Employee for Retirement System Reporting
	1 Go to Human Resources > Employee Maintenance. The “Employee List” page will open.
	2 Use the search controls to produce a list of employees.
	3 Click the Employee Number link for the employee you want to set up for retirement system reporting. The “Employee” page will open.
	4 From the Attribute dropdown, select User Defined. The page will be refreshed to show existing user-defined fields, including an NH ERS section containing the three validation-set fields and the two date fields you set up earlier:
	5 Under the NH ERS section header, make selections in the appropriate fields. Any employee who has a selection in at least one of these controls is eligible to appear on the “New Hampshire Retirement Systems Report.”
	6 After making your selections, click to save them.
	7 Repeat these steps for each employee who will be included in the retirement systems report.

	Create Retirement System Data
	1 Go to Human Resources > State Requirements > NH > Create Retirement System Data:
	2 The From Check Date and To Check Date controls require entries. Select the first and last check dates that will be included in the report data.
	3 When you click , a message will be displayed, 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 system data will populate the work file, and the “...

	Retirement System List
	Add and Edit Member Information
	1 If you want to add an employee to the “Retirement System List,” click ; if you want to edit data for a particular employee, click the hyperlinked Employee Name. In both cases, the “New Hampshire Retirement Systems Member Entry” popup will open
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After making your entries, click to save them. The popup will close, and the grid on the “Retirement System List” page will be updated with the new information.

	Add and Edit Pay Period Information
	1 If you want to add or edit pay period information for an employee, select the employee in the list, and click ; if you want to edit information for a particular pay period, click the hyperlinked Pay Date. In both cases, the “New Hampshire Retirem...
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After making your entries, click to save them. The popup will close, and the grid on the “Retirement System List” page will be updated with the new information.


	New Hampshire Retirement Systems Report
	1 From the “Retirement Systems List” page, click , or go to Human Resources > State Requirements > NH > Retirement Systems Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After making your entries, click to generate and display the report with options to save it in other formats or to send it to myReports as a PDF. If you checked the Create XML File box, a transmittal file of the report data also will be sent to myR...
	Sample “Retirement Systems Report”
	Sample XML Transmittal File

	New Hampshire Unemployment Compensation Report
	1 From the “Retirement Systems List” page, click , or go to Human Resources > State Requirements > NH > Retirement Systems Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 Select one or more benefit groups from the Available Benefit Groups list box.
	4 Click to move the selected benefit group(s) from the Available Benefit Groups box to the Selected Benefit Groups box.
	5 Click the Hour Codes tab.
	6 Select one or more hour codes from the Available Hour Codes tab. (For instructions on how to make selections, see steps 3 and 4.)
	7 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Disk File box, an Excel version of the report also will be sent to myReports.
	Sample “Unemployment Compensation Report”
	Sample Excel File of the “Unemployment Compensation Report”



