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REPORTS

Overview

This chapter provides detailed window and field information for New York 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.newyork.gov

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

1  “New York State and Local Retirement Report” on page 1-2 enables autho-
rized users to select the information that appears on the New York Retire-
ment Report and submit it to myReports.

2 “New York Quarterly Wage Report” on page 1-8 enables authorized users
to select the information that appears on the New York Quarterly Wage
Report and submit it to myReports.

Last Revised: January 11, 2006 1-1 Logos.NET Human Resources
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New York State and Local Retirement Report

The “New York State and Local Retirement Report,” accessed from the Human
Resources menu (Human Resources > State Requirements > NY > State and Local
Retirement Report), enables authorized users to select the information that
appears on the New York State and Local Retirement Report and submit it to myRe-
ports. For a description of the procedures that can be performed on this page,
please refer to Chapter 2, “Procedures.”

New York State and Local Retirement Report

Load Saved Report b

Submission Period

Information

Worth “|  Location Code
Year 2005 Report Code
oan Payment Arrears Payment

ontribution
Available Hour Codels]: 53

Selected Hour Code(s): 0

ACCAPTAIN - Acting Captain Pay

CAR - Car allowance

CE- Comp Time Earned

CLEAMING - Cleaning Allowance
CLOTHES - Clothing Allowance
CMW-DEF COMP - Refund City Mar's Def Comp
Ch-REF IMRF - Refund City Mor's IMRF
Codel5- Codel15

COMMAND - Command pay

COMP DRAW - Comp time draw down
CU- Comptime used

FUMERAL - Funeral time

—
adll Remove: A

Entry Control Descriptions

Table 1.1 “New York State and Local Retirement Report” Controls

Control

Load Saved Report

Submission Period

Month

Year

Information
Location Code

Report Code

Description

This control enables you to retrieve selection criteria that has been previously defined.

It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option

can be stored. The default selection is <blank>.

This section groups submission period information for the report.

Enter the month for which the report should be run. The number for the current month
(e.g., 1 =January, 6 = June, etc.) is the default value.

This control is required. Enter the year for which the report should be run. The current
year is the default value.

This section groups the location and report information controls.
This control is required. Enter the location code. It may contain up to five characters.

This control is required. Enter the report code. It may contain up to three characters.

Salary Tab

As the default visible tab of the “New York State and Local Retirement Report”
page, the “Salary” tab enables users to specify the hours codes for to include on the
report. This tab is shown as the default under “New York State and Local Retire-
ment Report” on page 1-2.

Logos.NET Human Resources
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Salary Tab Entry Control Descriptions

Table 1.2 “New York State and Local Retirement Report” Salary Tab Controls

Control Description

Available Hour Codes 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 Codes This control displays all hour codes that have been selected to include on the listing. At

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

Salary Tab Command Buttons

Table 1.3 “New York State and Local Retirement Report” Salary Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

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

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

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

This button moves all hour codes from the Selected Hour Codes multi-select textbox to the Available
Hour Codes multi-select textbox. If no hour codes are listed in the Selected Hour Codes multi-select
textbox, the Remove All command button is disabled.

Contributions Tab

As a tab of the “New York State and Local Retirement Report” page, the “Contribu-
tions” tab enables users to specify the deduction codes for contributions to include

on the report.

{| Contributions

Lwailable Deduction Cadels): 45

ADVANCE AMERICA - ADVARNCE AMERICA
AFLAC-ACC - Accident Coverage
AFLAC-CANCER - Cancer Care Coverage
AFLAC-CANCER PAY - AFLAC-CANCER PAYBACK
AFLAC-ICARE - Intensive Care Coverage
AFLAC-LIFE - AFLAC-LIFE FAMILY

AFLAC-STD - Short-Term Digability

AlG-Def Camp - Deferred Comp - AIG

CFF Dues - Firefighters Dues

Chid - Child Support

CIRCUIT CLK - Wage Assighment - Circuit Clerk
DENT - MEM +2 - DEMNTAL - MEMBER + 2

Last Revised: January 11, 2006
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Contributions Tab Entry Control Descriptions

Table 1.4 “New York State and Local Retirement Report” Contributions Tab Controls

Control

Description

Available Deduction Codes This control displays all deduction codes to which the user has authority. Users may

use Ctrl+Click to select multiple deduction codes or Shift+Click to select a range of
deduction codes.

Selected Deduction Codes This control displays all deduction codes that have been selected to include on the list-

ing. At least one deduction code must be selected from any of the three tabs with
deduction codes. Users may use Ctrl+Click to select multiple deduction codes or
Shift+Click to select a range of deduction codes.

Contributions Tab Command Buttons

Table 1.5 “New York State and Local Retirement Report” Contributions Tab Command Buttons

Button
Add

Add All

Remove

Remove All

Description

This button moves all selected deduction codes in the Available Deduction Codes multi-select text-
box to the Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the
Available Deduction Codes multi-select textbox, the Add command button is disabled.

This button moves all deduction codes from the Available Deduction Codes multi-select textbox to the
Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the Available
Deduction Codes multi-select textbox, the Add All command button is disabled.

This button moves all selected deduction codes from the Selected Deduction Codes multi-select text-
box to the Available Deduction Codes multi-select textbox. If no deduction codes are listed in the
Selected Deduction Codes multi-select textbox, the Remove command button is disabled.

This button moves all deduction codes from the Selected Deduction Codes multi-select textbox to the
Available Deduction Codes multi-select textbox. If no deduction codes are listed in the Selected
Deduction Codes multi-select textbox, the Remove All command button is disabled.

Logos.NET Human Resources 1-4 Last Revised: January 11, 2006

Loan Payment Tab

As a tab of the “New York State and Local Retirement Report” page, the “Loan Pay-
ment” tab enables users to specify the deduction codes for backfund contributions
to include on the report.

| contributions. TGS LM Arre
Awailable Deduction Cadels): 45 Selected Deduction Cadels) 0
ADVANCE AMERICA - ADVANCE AMERICA J
AFLAC-ACC - Accident Caoverage
AFLAC-CAMNCER - Cancer Care Coverage
AFLAC-CANCER PAY - AFLAC-CANCER PAYBACK

AFLAC-ICARE - Intensive Care Coverage
AFLAC-LIFE - AFLAC-LIFE FAMILY

AFLAC-STD - Short-Term Digability

AlG-Def Camp - Deferred Comp - AIG

CFF Dues - Firefighters Dues

Chid - Child Support

CIRCUIT CLK - Wage Assighment - Circuit Clerk
DENT - MEM +2 - DEMTAL - MEMBER + 2
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Loan Payment Tab Entry Control Descriptions

Table 1.6 “New York State and Local Retirement Report” Loan Payment Tab Controls

Control

Description

Available Deduction Codes This control displays all deduction codes to which the user has authority. Users may

use Ctrl+Click to select multiple deduction codes or Shift+Click to select a range of
deduction codes.

Selected Deduction Codes This control displays all deduction codes that have been selected to include on the list-

ing. At least one deduction code must be selected from any of the three tabs with
deduction codes. Users may use Ctrl+Click to select multiple deduction codes or
Shift+Click to select a range of deduction codes.

Loan Payment Tab Command Buttons

Table 1.7 “New York State and Local Retirement Report” Loay Payment Tab Command Buttons

Button
Add

Add All

Remove

Remove All

Description

This button moves all selected deduction codes in the Available Deduction Codes multi-select text-
box to the Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the
Available Deduction Codes multi-select textbox, the Add command button is disabled.

This button moves all deduction codes from the Available Deduction Codes multi-select textbox to the
Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the Available
Deduction Codes multi-select textbox, the Add All command button is disabled.

This button moves all selected deduction codes from the Selected Deduction Codes multi-select text-
box to the Available Deduction Codes multi-select textbox. If no deduction codes are listed in the
Selected Deduction Codes multi-select textbox, the Remove command button is disabled.

This button moves all deduction codes from the Selected Deduction Codes multi-select textbox to the
Available Deduction Codes multi-select textbox. If no deduction codes are listed in the Selected
Deduction Codes multi-select textbox, the Remove All command button is disabled.

Arrears Payment Tab

As a tab of the “New York State and Local Retirement Report” page, the “Arrears

Payment” tab enables users to specify the deduction codes for arrears payments to
include on the report.

alan ontribution TN | Arrears Payiment
Ayvailable Deduction Code(s): 45 Selected Deduction Codels); O
ADVANCE AMERICA - ADVANCE AMERICA [
AFLAC-ACC - Accident Coverage “
AFLAC-CANCER - Cancer Care Caverage S—hdd_
AFLAC-CANCER PAY - AFLAC-CANCER PAYBACK B
AFLAC-ICARE - Intensive Care Coverage %
AFLAC-LIFE - AFLAC-LIFE FAMILY add Al
AFLAC-STD - Short-Term Disahility [
AlG-Def Comp - Deferred Comp - AIG K
CFF Dues - Firefighters Dues CRemove
Chid - Child Support a
CIRCUIT CLK- Wage Assighment - Circuit Clark [—za—-
| DEMT - MEM +2 - DEMTAL - MEMBER + 2 Sl Remove All §

Last Revised: January 11, 2006

1-5 Logos.NET Human Resources



Reports ey o,
New York State and Local Retirement Report ‘a New World Systems

Arrears Payment Tab Entry Control Descriptions

Table 1.8 “New York State and Local Retirement Report” Arrears Payment Tab Controls

Control Description

Available Deduction Codes This control displays all deduction codes to which the user has authority. Users may
use Ctrl+Click to select multiple deduction codes or Shift+Click to select a range of
deduction codes.

Selected Deduction Codes This control displays all deduction codes that have been selected to include on the list-
ing. At least one deduction code must be selected from any of the three tabs with
deduction codes. Users may use Ctrl+Click to select multiple deduction codes or
Shift+Click to select a range of deduction codes.

Arrears Payment Tab Command Buttons

Table 1.9 “New York State and Local Retirement Report” Arrears Payment Tab Command Buttons

Button Description

Add This button moves all selected deduction codes in the Available Deduction Codes multi-select text-
box to the Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the
Available Deduction Codes multi-select textbox, the Add command button is disabled.

Add All This button moves all deduction codes from the Available Deduction Codes multi-select textbox to the
Selected Deduction Codes multi-select textbox. If no deduction codes are listed in the Available
Deduction Codes multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected deduction codes from the Selected Deduction Codes multi-select text-
box to the Available Deduction Codes multi-select textbox. If no deduction codes are listed in the
Selected Deduction Codes multi-select textbox, the Remove command button is disabled.

Remove All This button moves all deduction codes from the Selected Deduction Codes multi-select textbox to the
Available Deduction Codes multi-select textbox. If no deduction codes are listed in the Selected
Deduction Codes multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table 1.10 “New York State and Local Retirement Report” Command Buttons

Button Description

Submit This button automatically sends the “New York State and Local Retirement Report” to myReports. A
Windows File Download dialog box will appear to give the user the option to open or save a text file
version of the report.

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 Month 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 Month control. This button is hidden
if the user does not have the appropriate security permissions.

Logos.NET Human Resources 1-6 Last Revised: January 11, 2006
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Table 1.10 “New York State and Local Retirement Report” Command Buttons (continued)

Button

Save As

Description

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 Month 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 Month control. This button is hidden if the user does not
have the appropriate security permissions.

Report Output

Generated via the “New York State and Local Retirement Report” page, the report
provides users with information detailing retirement information for employees.
Data on the report includes all employees for the date range selected. A sample

report appears below.

Location Code: 1

Registration

Humber SSH

Cortral Initi=l

New World Systems

New York State and Local Report
From Date: 01/01/2005 - To Date: 01/31/2005

Report Code: 1 Date Format: 20050131

Depart mert

Last Name Nt iar

First Name Days Of Service  Gross Salary  Contributions  Loan Payment Arrears Payment

12244567 Q20.50-5222

24567200 020-60-T266

A

)

Brian o $93.06

$a2.08

$23.06
$83.06

$93.06 20
$93.08

§1,406.58
§1,496.58

Applegate
Totals

Alford Dean a $2,600.00

$3,600.00

$551.76
$551.76

$551.76
$551.76

$551.76 140

Totsls $551.76

Report Fields

Table 1.11 “New York State and Local Retirement Report” Fields

Column
Registration Number
SSN

Control Initial
Last Name

First Name

Days of Service
Gross Salary
Contributions
Loan Payment
Arrears Payment

Department Number

Description

This column displays the employer’s registration number.

This column displays the Social Security Number of the employee.

This column displays the control initial used for this employee.

This column displays the employee’s last name.

This column displays the employee’s first name.

This column displays the employee’s days of service within the submission period.
This column displays the employee’s gross salary within the submission period.

This column displays the amount of contributions made within the submission period.
This column displays the amount of loan payments made within the submission period.
This column displays the amount of arrears payments made within the submission period.

This column displays the number of the department to which the employee belongs.

Last Revised: January 11, 2006
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New York Quarterly Wage Report

The “New York Quarterly Wage Report”page, accessed from the Human Resources
menu (Human Resources > State Requirements > NY > Quarterly Wage Report),
enables authorized users to select the information that appears on the New York
Quarterly Wage Report and submit it to myReports. For a description of the proce-
dures that can be performed on this page, please refer to Chapter 2, “Procedures.”

New York Quarterly Tax And Wage Report

Submission Period
quarter | v
Year 2008

OriginaliAmended | Original v |

Entry Control Descriptions

Table 1.12 “New York Quarterly Wage Report” Controls

Control Description
Submission Period This section groups submission period information for the report.
Quarter This control is required. Select the quarter for which you want to run the report. The

available options are 1-4. The default selection is 1.

Year This control is required. Specify the year for which you want to run the report. This con-
trol is required. The acceptable range is 2001 - 2999. The current year is the default.

Original/Amended This control indicates whether the original or amended information should appear on
the report. Original is the defaul value.

Command Buttons

Table 1.13 “New York Quarterly Wage Report” Command Buttons

Button Description

Submit This button automatically sends the “New York Quarterly Wage Report” to myReports. A Windows
File Download dialog box will appear to give the user the option to open or save a text file version of
the report.

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.

Logos.NET Human Resources 1-8 Last Revised: January 11, 2006
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Report Output

Generated via the “New York Quarterly Wage Report” page, the report provides
users with information detailing the gross quarterly wages paid to each employee,
and the employee’s hours worked. Use this report as a guide for preparing the New

York Quarterly Wage

Report. Data on the report is sorted by Social Security Number.

A sample report appears below.

New World Systems
New York Quarterly Tax and Wage Report
From Date: 10/01/2004 - To Date: 12/31:2004
e — VTD State Tax Gross Quarterly State Tax Gross g o0
Amount unt
Baker, Douglas 839-19-6455 $31,859.87 $8,135.55 $901.01
Pamperin, Brian 030.54-4044 F20,416.16 $10,284.19 $1,124.50
Bower , Joe 020-14-2200 $220.00 $120.00 $0.00
Brading , Ann 843-38-7600 $352.00 $176.00 $287
Brownzon , Curtis 030-20.6211 $61,610.27 $17 187 .87 $1.242.51
Buescher, Jeanette 020-04-6633 $21.292.65 §7.57269 $EEATE
Combs , Roscoe 839-22-3444 $9,435 .50 $1.878.10 $2,158.10
Cougill , Dustha 030.62-5400 $21,482.60 $6,951.40 F044.52
Goddard , Janice 040-22-6200 $110.00 $0.00 $2.20
Grewell , Gany 838-06-3400 $198.00 $0.00 $0.00
Gueldner, John 030-20.6277 $195.00 $0.00 $0.00
Inyart, Timothy 020-95-6077 $108.00 $0.00 $0.00
Jacobs , Todd 8309-86-6833 $36,509.12 $8,976 BB $1,085.30
Kibler, Marjorie 030.18-2866 $5,102.37 $1,245.17 $07.02
kKnoop , Ronnie 020-95-1666 $180.00 $0.00 $0.00
Lanman , Tamara H8309-66-7855 $51.775.27 $12,770.31 $1,553.31
hoshtagh , Deborah 030.07.4822 F24,607.43 $2,400.38 $1.040.07
huller, Brian 020-62-5488 $176.00 $0.00 $0.00
Myerscough , Steve 843-60-09688 $220.00 $0.00 $6.60
Pamperin, Deborah 030-17-6066 $20,627.60 §7.061.82 Fo18.85
Pittman , Lamry 020-36-4077 F1.177.74 $437 52 $36.27
Rennels, Lorelei 838-55-6200 $2,602.34 $1.212.78 $38.74
Sims , Richard 030.36-6411 $280,001.04 $21,162.67 $2,200.24
Smith , John 020-26-3211 $1.710.32 $587 52 $0.00

Report Fields

Table 1.14 “New York Quarterly Wage Report” Fields

Column

Member Name
SSN

YTD State Gross
Amount

Quarterly State Tax
Gross Amount

YTD State and Local
Tax

Description
This column displays the employee’s full name.
This column displays the employee’s Social Security Number.

This column displays the employee’s year-to-date gross salary for this quarter on which taxes
will be based.

This column displays the gross amount of the employee’s state taxes that will be withheld for
this quarter.

This column displays the amount of state and local taxes the employee has paid so far this
quarter.

Last Revised: January 11, 2006
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PROCEDURES

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 1,
“Reports.”

Last Revised: January 11, 2006 2-1 Logos.NET Human Resources
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Saving Report Settings

Use this procedure to save report settings for future use.

1 From the Human Resources > State Requirements > NY > [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 1,
“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:

Please enter a new report criteria name |
(0K

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.

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

Last Revised: January 11, 2006 2-3 Logos.NET Human Resources
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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

00B|UD VS

2y [ Reports for Ay Smalley
2y [ current
B O Mework Quanterly Tax o
B O Position Budget Repont
8 [ budget Position Listing
B O open Position Report
3 [ Archive

New World Systems

Logos.NET Human Resources 2-4 Last Revised: January 11, 2006
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Printing a Report

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:

I

myReports

YR

3 [] Reports for Amy Smalley
&3 [ current
B [ Mew vork Quarterly Tax d
B [ Position Budget Repart
[[] Budget Positian Listing
[1 open Position Report
Archive
< >

[ choose Printer 2
New World City
New York Quarterly Tax and Wage Report
From Daite: 1001/2005 - To Date: 127312005

Menber Name SN s hmoume - Gros Ampume | Laeel Tax

Baker, Eric 566-46-1000 F17.042.20 $1.160.28 $507 26
Pamperin , Brian 999-04-5499 $23.291.47 $0.00 $664.13
Wiazoweki | Joe Q00231409 F120.00 $0.00 $3.60
Brach , Ann 000-67-2200 $2T5.05 $0.00 $17.67
Brach , Curis 999-26-3099 F42, 14329 $0.00 $1,264 268
Werbeeren , Jeanette 200650400 F20,406.11 $0.00 $575.20
Combs , Roseoe 000-43-2200 $2.016.06 $0.00 $600.52
Cougill, Dustha 999-45-6899 $16,791.50 $0.00 $503.75
@oddard , Janice Q00262200 $22.00 $0.00 $2.64
Wiazoweki | Gary 000-43-0600 F1564.00 $0.00 $0.00
Gueldner, John 999-26-3099 $506 57 $0.00 $3.48
Wiazoweki | Timothy 200.06-4500 F154.00 $0.00 $0.00
Jacobs, Todd 000-44-5500 $21,255.09 $0.00 $637 .66
Werbeeren , Marjorie 999-82-1899 $1.538.48 $0.00 $27 68
Knoop , Ronnie 200.61-4500 F150.00 $0.00 $0.00
Lanman , Tamara 000-27-6600 F27 51915 $0.00 $226.61
Marris, Debarah 999-84-0799 $20,402 33 $0.00 $612.10
hdullar Arian Q00 A5 RRO0 N0 &0 A0 &0 NN b

To print the report, click the Print button.

Last Revised: January 11, 2006
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