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C H A P T E R

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: 

◗ http://www.newyork.gov

NOTE:
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.
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New York State and Local Retirement Report
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.”

Entry Control Descriptions

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.

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

Control Description

Load Saved Report 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>.

Submission Period This section groups submission period information for the report.

Month 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.

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

Information This section groups the location and report information controls.

Location Code This control is required. Enter the location code. It may contain up to five characters.

Report Code This control is required. Enter the report code. It may contain up to three characters.
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New York State and Local Retirement Report
Salary Tab Entry Control Descriptions

Salary Tab Command Buttons

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. 

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.

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

Button Description

Add 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.

Add All 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.

Remove 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.

Remove All 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.
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New York State and Local Retirement Report
Contributions Tab Entry Control Descriptions

Contributions Tab Command Buttons

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. 

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.

Table 1.5 “New York State and Local Retirement Report” Contributions 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.
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New York State and Local Retirement Report
Loan Payment Tab Entry Control Descriptions

Loan Payment Tab Command Buttons

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. 

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.

Table 1.7 “New York State and Local Retirement Report” Loay 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.
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Arrears Payment Tab Entry Control Descriptions

Arrears Payment Tab Command Buttons

Command Buttons

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.

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.

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.
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New York State and Local Retirement Report
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.

Report Fields

Save As This button opens a popup page that enables the user to save the current report settings and assign 
a name to the settings so they can be used at a later date. When OK is clicked, the settings are 
saved, the popup page is closed, and the cursor focus is placed in the 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.

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

Button Description

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

Column Description

Registration Number This column displays the employer’s registration number.

SSN This column displays the Social Security Number of the employee.

Control Initial This column displays the control initial used for this employee.

Last Name This column displays the employee’s last name.

First Name This column displays the employee’s first name.

Days of Service This column displays the employee’s days of service within the submission period.

Gross Salary This column displays the employee’s gross salary within the submission period.

Contributions This column displays the amount of contributions made within the submission period.

Loan Payment This column displays the amount of loan payments made within the submission period.

Arrears Payment This column displays the amount of arrears payments made within the submission period.

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

Entry Control Descriptions

Command Buttons

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.

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.
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New York Quarterly Wage Report
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.

Report Fields
Table 1.14 “New York Quarterly Wage Report” Fields 

Column Description

Member Name This column displays the employee’s full name.

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

YTD State Gross 
Amount

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

Quarterly State Tax 
Gross Amount

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

YTD State and Local 
Tax

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

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

◗ “Saving Report Settings”
◗ “Loading a Saved Report”
◗ “Printing a Report”

For information on specific reports and submitting reports, please see Chapter 1, 
“Reports.”
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Saving Report Settings
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:

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

5 Click OK.

The report settings are now saved for future use. For more information on loading 
a save report, please refer to the “Loading a Saved Report” topic.
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Loading a Saved Report
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.
d: January 11, 2006 2-3 Logos.NET Human Resources



Procedures
Printing a Report
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. 

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:
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Procedures
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: 

To print the report, click the Print button. 
d: January 11, 2006 2-5 Logos.NET Human Resources



Procedures
Printing a Report
Logos.NET Human Resources 2-6 Last Revised: January 11, 2006


	Reports
	Overview
	New York State and Local Retirement Report
	Entry Control Descriptions
	Salary Tab
	Salary Tab Entry Control Descriptions
	Salary Tab Command Buttons

	Contributions Tab
	Contributions Tab Entry Control Descriptions
	Contributions Tab Command Buttons

	Loan Payment Tab
	Loan Payment Tab Entry Control Descriptions
	Loan Payment Tab Command Buttons

	Arrears Payment Tab
	Arrears Payment Tab Entry Control Descriptions
	Arrears Payment Tab Command Buttons

	Command Buttons
	Report Output
	Report Fields


	New York Quarterly Wage Report
	Entry Control Descriptions
	Command Buttons
	Report Output
	Report Fields


	Procedures
	Overview
	Saving Report Settings
	Loading a Saved Report
	Printing a Report


