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Overview
Overview
This manual provides instructions for the set up and use of the North Caro-
lina State Requirements reports:

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

2 “Set up Validation-Set Values” p. 12

3 “Set up Employee for Retirement System Reporting” p. 17

4 “Create Retirement System Data” p. 21

5 “North Carolina Retirement System List” p. 23

6 “North Carolina Retirement System Report” p. 32

7 “North Carolina Local Retirement Report” p. 33

8 “North Carolina 401k Remittance Report” p. 37

9 “North Carolina Quarterly Wage Report” p. 42
d: May 7, 2012 1 Logos.NET 5.1



North Carolina State Requirements
North Carolina State Requirements
The “North Carolina Retirement Systems Report” requires the setup of user-
defined employee fields in Maintenance. These fields accommodate 
employee retirement contributions made in the form of payroll deductions.

Set up Section Header and Employee User-Defined 
Fields
One section header, two user-defined validation-set fields, four user-
defined date/time fields and two user-defined text fields need to be set up 
for the “North Carolina Retirement Systems Report.” The user-defined 
fields will be grouped under the section header on the “Employee User-
Defined” page in Employee Maintenance:

Section Header

•  NC Orbit

Validation-Set Fields

•  Orbit Job Classification

•  Orbit Plan Code

Date/Time Fields

•  Orbit Plan Code Effective Date

•  Orbit Eligible Date

•  Contract Period Begin Date

•  Contract Period End Date

Text Field

•  Orbit Member ID

•  Contract Period

Section Header Setup
To set up the NC Orbit section header that will group all of the user-defined 
fields, follow these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined 
Fields. The “User-Defined Field List” page will open:
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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:
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5 For Section Header, type NC Orbit. (The user-defined fields that you 
will create for the “North Carolina 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 NC Orbit 
section to appear in relation to other sections on the “Employee 
User-Defined” page; for example, if the page already contains sec-
tions 1 through 3), and you want the NC Orbit section to appear 
below section 3, 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 . The popup will be closed, and the grid on “User-Defined 
Field List” page will be refreshed to show the newly added NC 
Orbit Section Header:
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Validation-Set Fields Setup
To set up the validation-set fields that will be part of the NC Orbit section 
on the “Employee User-Defined” page in Employee Maintenance, follow these 
steps:

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

2 Select Employee from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page 
will be refreshed to show a grid of existing user-defined employee 
fields and, where applicable, their associated section headers:

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

5 Complete the fields exactly as follows:
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Orbit Plan Code

NC Orbit

(Leave this field blank.)

Validation Set

(Selecting Validation Set as the Data Type will 
replace this field with a Validation Set field.)

Orbit Plan Code

(Leave this check box unchecked.)

6 Click 

Repeat steps four through six for the second validation-set field that 
needs to be set up. The following table contains the entries you will 
need to make:

Orbit Job Classification

NC Orbit

(Leave this field blank.)

Validation Set

Orbit Job Classification

(Leave this check box unchecked.)

Date/Time Fields Setup
To set up the date/time fields that will be part of the NC Orbit 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

Section 
Header

Sequence 
Number

Data Type

Maximum 
Length

Validation Set

Required

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value

Name Orbit Plan Code Effective Date

Section 
Header

NC Orbit
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Sequence 
Number

(Leave this field blank.)

Data Type Date/Time

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

Required (Leave this check box unchecked.)

Orbit Eligible Date

NC Orbit

(Leave this field blank.)

Date/Time

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

(Leave this check box unchecked.)

Contract Period Begin Date

NC Orbit

(Leave this field blank.)

Date/Time

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

(Leave this check box unchecked.)

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Required

Field Value

Name Contract Period End Date

Section 
Header

NC Orbit

Sequence 
Number

(Leave this field blank.)

Field Value
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Text Field Setup
To set up the text fields that will be part of the NC Orbit 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:

Orbit Member ID

NC Orbit

(Leave this field blank.)

Text

(Selecting Text as the Data Type will replace this 
control with a Maximum Length control.)

9

(Leave this check box unchecked.)

Contract Period

NC Orbit

(Leave this field blank.)

Text

(Selecting Text as the Data Type will replace this 
control with a Maximum Length control.)

2

(Leave this check box unchecked.)

Data Type Date/Time

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

Required (Leave this check box unchecked.)

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Maximum 
Length

Required

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Validation Set

Maximum 
Length

Required

Field Value
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When you are finished, the grid on the “User-Defined Field List” page 
should contain a row for each user-defined field you have saved as part of 
the NC Orbit section:

Set up Section Header and Hours Code User-Defined 
Check Box and Field

One section header and one user-defined hours code check box and field 
need to be set up for the “North Carolina Retirement Systems Report.” The 
user-defined check box and field will be grouped under the section header 
on the Hours Code User-Defined Fields page in Earnings Maintenance:

Section Header

NC Orbit

Check Box

• Orbit Retiree Excluded Wages

Field

• Orbit Pay Type

Hours Code Section Header Setup

To set up the section header for the user-defined hours code check box and 
field on the Hours Code User-Defined Fields page in Earnings Maintenance, 
follow these steps:

1 Navigate to Maintenance > Logos Suite > Security > User-Defined 
Fields. The User-Defined Field List page will open.
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2 Select Hours Code from the Record Type dropdown.

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

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

5 For Section Header, type NC Orbit. (The user-defined check box that 
you will create for the “North Carolina Retirement Systems Report” 
will be placed under this header on the Hours Code User-Defined 
Fields page in Earnings Maintenance.)

6 Use the Sequence Number field to tell where you want the NC Orbit 
section to appear in relation to other sections on the Hours Code 
User-Defined Fields page in Earnings Maintenance; for example, if 
the Hours Code User-Defined Fields page already contains three 
sections (sequence numbers 1 through 3), and you want the INC 
Orbit section to appear below those sections, select 4 from the drop-
down. 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 OK. The popup will close, and the grid on User-Defined Field 
List page will refresh to show the newly added NC Orbit section 
header.

Hours Code Check Box and Field Setup

To set up the user-defined check box that will be part of the NC Orbit sec-
tion on the Hours Code User-Defined Fields page in Earnings Maintenance, 
follow these steps:

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

2 Select Hours Code from the Record Type dropdown.

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

4 Click New. The User-Defined Fields popup will open.

5 Complete the fields exactly as follows:
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Orbit Retiree Excluded Wages

NC Orbit

(Your choice or leave blank.)

Check Box

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

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

When an employee with a plan code of LOCRS (Retirees) is paid an 
hours code that has Orbit Retiree Excluded Wages checked, those 
wages will be excluded from the report. All other hours code wages 
will be included.

6 Click OK to save the entries.

Repeat steps four through six for the hours code field that needs to 
be set up. The following table contains the entries you will need to 
make:

Orbit Pay Type

NC Orbit

(Your choice or leave blank.)

Text

8

(Leave this check box unchecked.)

Use this field to create individual wage records for different hours 
codes according to the pay code types associated with them.

When you are finished, the Hours Code Attributes grid on the User-
Defined Field List page should contain two additional rows, one for 
the check box and one for the field you have saved as part of the NC 
Orbit section on the Hours Code User-Defined Fields page in 
Earnings Maintenance.

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Maximum 
Length

Required

Field Value

Name

Section 
Header

Sequence 
Number

Data Type

Maximum 
Length

Required
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Set up Validation-Set Values
To comply with the formatting requirements of the state transmittal file, 
entries (values) in the Orbit Plan Code and Orbit Job Classification fields must 
be expressed precisely; therefore, the validation sets for these fields must 
have values set up for use by the “North Carolina Retirement Systems 
Report.”

Plan Code Values Setup
To set up the validation-set values you will use for the Orbit Plan Code field, 
follow these steps:

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

2 Highlight the validation set, Orbit Plan Code:

3 Click . The “Validation Set Values List” page for Orbit Plan 
Code will open.

4 Click . The “Validation Set Value” page will open:
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5 In the Value field, type the following, exactly as shown below:

JUD1

6 In the Description field, type Consolidated Judicial System-Justices 
of the Supreme Court and Judges of the Court of Appeals, or any 
entry that makes it easy for you to identify the Value. This entry is 
not required to comply with a predetermined wording.

NOTE:
The transmittal file will use the Value to identify the plan code information being sent 
to the state; therefore, take care to enter each Value exactly as shown in these 
instructions.

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.

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

Value Description

JUD2 Consolidated Judicial System-Judges of the 
Superior Court and Administrator Officer of the 
Courts

JUD3 Consolidated Judicial System-Judges of the Dis-
trict Court, District Attorney, Clerk of Superior 
Court

LEGL Legislative Retirement System Legislators

LOCF Local Governmental Employees System Fire-
men Class

LOCG Local Governmental Employees System General 
Class

LOCL Local Governmental Employees System Law 
Enforcement Class

LOCMAX Local Governmental Employees System earn-
ings for employees who have exceeded the 
Internal Revenue Service limit for reportable 
earnings and contributions within a calendar 
year
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9 When you are finished, the grid on the “Validation Set Values List” 
page for Orbit Plan Code should contain a row for each value you 
have saved:

LOCROD Local Governmental Employees System Regis-
ter of Deeds Class

LOCRS Rehired Retirees Subject to Earnings Limita-
tions.

NOTE:
When an employee with a plan code of LOCRS (Retirees) 
is paid an hours code that has Orbit Retiree Excluded 
Wages checked, those wages will be excluded from the 
report. All other hours code wages will be included.

LOCWP Local Governmental Employees System proba-
tionary employees under an employer-imposed 
waiting period

ORPG Optional Retirement Program for Applicable 
University and Community College Personnel

ORPMAX Optional Retirement Program Earnings for the 
employees who have exceeded the Internal Rev-
enue Service limit for reportable earnings and 
contributions within a calendar year

STDIS Teachers and State Employees on Short-Term 
Disability

STG Teachers and State Employees General Class

STL Teachers and State Employees Law Enforcement 
Class

STMAX Teachers and State Employees earnings for 
employees who have exceeded the Internal Rev-
enue Service limit for reportable earnings and 
contributions within a calendar year

STRE Teachers and State Employees System Retiree 
who are rehired and are exempt from an earn-
ings limitation

STRS Teachers and State Employees System Retirees 
who are rehired and subject to an earnings limi-
tation

Value Description
Logos.NET 5.1 14 Last Revised: May 7, 2012



Last Revise

North Carolina State Requirements
Job Classification Values Setup
To set up the validation-set values that you will use for the Orbit Job Classi-
fication field, follow these steps:

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

2 Highlight the validation set, Orbit Job Classification.

3 Click . The “Validation Set Values List” page for Orbit Job 
Classification will open.

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

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

100

6 In the Description field, type Education Professionals, or any entry 
that makes it easy for you to identify the Value. This entry is not 
required to comply with a predetermined wording.

NOTE:
The transmittal file will use the Value to identify the job classification information 
being sent to the state; therefore, take care to enter each Value exactly as shown in these 
instructions.
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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.

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

Educational Executives

Educational Management

Educational Administrative Support Personnel

Educational Support Personnel

Professionals

Government Officials and Executives

Administrative

Technical and Trades

Skilled Labor

University and Community College Profession-
als

University and Community College Executives

University and Community College Manage-
ment

University Agricultural (AG) Extension

Firefighters

Emergency Workers

SHP Trooper

Police Officer

Public Safety Officer

Sheriff

Deputy Sheriff

Wildlife Officer

Revenue Enforcement Officer

ALE Officer

Jailer (Certified)

Protective Services (Non-Certified)

Health Care Professionals

Social Service Professionals

Value Description

102

103

104

105

200

201

202

203

204

300

301

302

303

400

401

500

501

502

503

504

505

506

507

508

509

600

601
Logos.NET 5.1 16 Last Revised: May 7, 2012



Last Revise

North Carolina State Requirements
9 When you are finished, the grid on the “Validation Set Values List” 
page for Orbit Job Classification should contain a row for each value 
you have saved:

Set up Employee for Retirement System Reporting
To set up an employee for retirement system reporting, follow these steps:

1 Navigate 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 NC 
Orbit section containing the validation, date and text fields you set 
up earlier:
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5 Under the NC Orbit section header, make selections in the appro-
priate fields. Any employee who has a selection in at least one of 
these controls is eligible to appear on the “North Carolina Retire-
ment Systems Report.”

The following table describes the purpose of each field:

Field Description

Contract 
Period

Unique code identifying the member ’s contract 
period for the detail transaction: 08 = Eight 
Month Contract, 09 = Nine Month Contract, 10 
= Ten Month Contract, 11 = Eleven Month Con-
tract, 12 = Twelve Month Contract.

This entry enables RSD to determine how to 
award service credit accurately and perform 
average salary calculations for retirement appli-
cations.

Contract 
Period Begin 
Date

Time period during which a member may begin 
to earn creditable retirement service. This field 
is for Educational Institution use.

Contract 
Period End 
Date
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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.

NOTE:
If you select a future Orbit Eligible Date, do not assign Orbit deductions to the 
employee until eligibility begins.

Orbit Eligible 
Date

Date the employee becomes eligible to partici-
pate in the state retirement program. Use this 
field if a waiting period is required before eligi-
bility. If the employee already is eligible, leave 
this field blank. Note: if you select a future 
date of eligibility, do not assign Orbit deduc-
tions to the employee until that time.

Orbit Job 
Classification

Employee’s type of work. This information will 
be defaulted when you create the retirement 
systems data that will be reported to the state 
and, if necessary, may be changed at that time.

Orbit Plan 
Code

Employee’s retirement plan code. This informa-
tion will be defaulted when you create the 
retirement systems data that will be reported to 
the state and, if necessary, may be changed at 
that time.

Orbit Plan 
Code Effective 
Date

Date the selected Orbit Plan Code becomes effec-
tive for the employee.

Orbit Mem-
ber ID

State-assigned number identifying the 
employee as a member of retirement program. 
The first time you enter NC Orbit information 
for an employee, leave the Orbit Member ID 
field blank. When the state receives your first 
transmittal file, it will issue the ID to be used 
for subsequent contribution reports. This ID 
will remain with the employee throughout his 
or her employment with the state.

Field Description
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Set up Hours Codes for Retirement System 
Reporting
The Orbit Retiree Excluded Wages check box is used to exclude hours that are 
paid but not reportable. Contributions for employees set up to have these 
hours excluded will be zero.

The Orbit Pay Type field is used to create individual wage records for differ-
ent hours codes according to the pay code types associated with them.

To set up an hours code for NC Orbit reporting, follow these steps:

1 Navigate to Maintenance > Human Resources > Earnings Mainte-
nance > Hours Codes. The Hours Codes List page will open.

2 Highlight an hours code.

3 Click the User-Defined Fields button. The Hours Code User 
Defined Fields page for the selected hours code will open.

4 Under the NC Orbit header, check the Orbit Retiree Excluded Wages 
box.

5 In the Orbit Pay Type field, fill in the pay code type to be associated 
with the hours code. Valid pay type codes are as follows:

REG

TERMPAY

ANNLONG

ANNLEAVE

OVERTIME

WORKCOMP

LEAVEPAY

BONUS

NOTE:
If an hours code does not use the Orbit Pay Type UDF, a pay type code of REG will be the 
default; consequently, you need only make UDF entries for hours codes that do not fall under 
the REG pay type code.

6 Click Save.

7 Repeat these steps for all appropriate hours codes.
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Create Retirement System Data
Once you have set up the necessary user-defined fields, you will be ready to 
create an on-screen work file of retirement system data that will be avail-
able for the “North Carolina Retirement Systems Report.” This data will 
cover as many benefit groups as you select and may be reviewed and modi-
fied before it is transmitted to the state.

To create the work file, follow these steps:

1 Navigate to Human Resources > State Requirements > NC > Create 
Retirement System Data:

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

Field Description

Load Saved 
Report

Saves this version of the report as a template for 
later use. When you click , a popup will ask 
you to name the report.  Type the name, and click 

.  The next time you want to run this report, 
select its name from the Load Saved Report drop-
down, 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 
Report Title

Overrides the default title (“North Carolina 
Retirement System Report”) of the report.
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3 Click the Benefit Groups tab.

4 Select one or more benefit groups from the Available Benefit Group(s) 
list box. Employees associated with these benefit groups will be 
included in the report.

• 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.

Distribution 
Group

A group of people selected to receive the report 
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. To create a new e-mail group, 
click .

From Check 
Date

Required. Reporting period start date. Informa-
tion for the entire pay period covered by this 
check date will be included in the work file. If 
multiple pay periods are reported in one batch, 
this date should match the earliest one; for 
example, if pay periods July 1, 2007-July 15, 
2007 and July 16, 2007-July 31, 2007 are reported 
in this batch, select 07/01/2007.

To Check Date Required. Reporting period end date. Informa-
tion for the entire pay period covered by this 
check date will be included in the work file. If 
multiple pay periods are reported in one batch, 
this date should match the latest one; for exam-
ple, if pay periods July 1, 2007-July 15, 2007 and 
July 16, 2007-July 31, 2007 are reported in this 
batch, select 07/31/2007.

Field Description
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5 Click  to move the selected benefit group(s) from the Available 
Benefit Group(s) box to the Selected Benefit Group(s) box.

•  moves all benefit groups, selected or not, to the Selected 
Benefit Group(s) box.

•  returns the selected benefit groups to the Available 
Benefit Group(s) box.

•  returns all benefit groups to the Available Benefit 
Group(s) box.

6 Click the Hour Codes tab.

7 From the Available Hour Code(s) box, select one or more hour codes 
that are subject to retirement contributions. (For instructions on 
how to make selections, see steps 4 and 5.)

8 Click the Deductions tab.

9 From the Available Deduction Code(s) box, select one or more of the 
deduction codes that will be reported to the state. Employees with 
these deductions for the pay period selected will be included in the 
report. (For instructions on how to make selections, see steps 4 and 
5.)

10 After making your entries, 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 pop-
ulate the work file, and the “North Carolina Retirement System 
List” page will open (see next section).

North Carolina Retirement System List
The “North Carolina Retirement System List” page lets you review and 
modify retirement system data for each employee and employee pay period 
that match the selections made on the “Create Retirement System Data” 
page (see previous section). After you create the data, this page is opened 
automatically. You also may open this page by going to Human Resources > 
State Requirements > NC > Retirement System List:
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Data is listed in a two-level results grid, sorted alphabetically by employee. 
For each employee, the first level of the grid displays member, employment, 
overall pay and plan information. The second level displays individual pay 
period information. The number of rows, or records, that appear on this 
level will be equal to the number of pay periods that fall within the check 
dates selected on the “Create North Carolina Retirement System Data” 
page. To view the second level, click the plus sign  next to an employee 
name.

If an employee’s plan code changed within the check date range selected on 
the “Create North Carolina Retirement System Data” page, a green check 
mark  will be displayed in the Plan Code Change column. If the employee’s 
deduction was adjusted within the same period, the same check mark will 
be displayed in the Adjusted Deduction column.

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

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

employees, clear the Employee control, and click .

Add and Edit Member Information
1 If you need to add an employee to the “North Carolina Retirement 

System List” for the time period being reported, click 
. The “North Carolina Retirement System Entry” 

popup will open in Add mode:
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2 Make entries in the appropriate fields:

Field Description

Employee Name of the retirement-plan participant.

Orbit Mem-
ber ID

State-assigned number identifying the retire-
ment-plan participant. This entry will be 
defaulted from the Orbit Member ID field on the 
“Employee User-Defined” page in Employee 
Maintenance. Every employee who participates 
in the retirement plan will by tracked by this 
ID.

Employment 
Date

Date employment began. This entry is defaulted 
from the Hire Date field on the “Employee Per-
sonal” page in Employee Maintenance.

Participation 
Date

Date employee is eligible to participate in the 
retirement program. This entry will be 
defaulted from the Orbit Eligible Date field on 
the “Employee User-Defined” page in Employee 
Maintenance. Note: employees with a Partici-
pation Date later than the pay end date will 
have zero dollars recorded for salary and con-
tributions. Orbit deductions should not be 
assigned until participation begins.

Social Secu-
rity Number

Social security number of the employee. This 
number must match the number shown on the 
employee’s social security card.
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Termination 
Date

Employee’s last day of work for the employer. 
This entry, defaulted from the Termination Date 
field on the “Employee Personal” page in 
Employee Maintenance, must be accompanied by 
a Termination Type Code.

Termination 
Type Code

Reason employment was ended. This entry, 
defaulted from the Status Reason field on the 
“Employee Personal” page in Employee Mainte-
nance, must be accompanied by a Termination 
Date. Click the dropdown prompt  to select 
from the following codes:

RETIRE

DEATH

VOL (voluntarily left employment)

INVOL (involuntarily left employment)

Shared Posi-
tion Identifier

Identifies position when multiple employees 
share one position. This identifier is used to cal-
culate service correctly for each employee shar-
ing a position.

Deduction 
Adjustment

Identifies a deduction discrepancy. If an 
employee’s retirement contribution percentage 
in the work file turns out to be different from 
the percentage set up for the applicable deduc-
tion code, this box will be checked automati-
cally, and a green check mark  will be placed 
in the Adjusted Deduction column of the results 
grid. If you determine the percentage is correct, 
uncheck the box.

Plan Change Identifies a change to an employee’s retirement 
plan. If the user-defined Orbit Plan Code Effec-
tive Date falls within the reporting period cov-
ered in the work file, this box will be checked 
automatically when the file is created, and a 
green check mark  will be placed in the Plan 
Code Change column of the results grid to alert 
you that a plan change has occurred and the sal-
ary and contribution dollars need to be 
reviewed for accuracy.

Field Description
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Pay Period 
Begin Date

Start date of the pay period being reported. This 
date comes from the pay batch. If multiple pay 
batches fall within this date and the Pay Period 
End Date, select the start date of the first pay 
batch.

Pay Period 
End Date

End date of the pay period being reported. This 
date comes from the pay batch. If multiple pay 
batches fall within this date and the Pay Period 
End Date, select the start date of the first pay 
batch.

Salary 
Amount

Wages from which contributions will be calcu-
lated.

Contributions Total dollar amount of deductions for the pay 
period being reported.

Adjustment 
Code

Code indicating the transaction is an adjust-
ment. Click the dropdown prompt  to select 
PRIOR or RETRO.

If you are reporting a prior-period (PRIOR) 
adjustment, the posting period must be prior to 
the current reporting period. The system will 
check whether the reported contribution is an 
adjustment to a previously submitted transac-
tion. This type of adjustment also will explain 
negative contributions.

If you are reporting a retroactive (RETRO) pay-
ment, the posting period must be prior to the 
current reporting period. The system will con-
firm that a contribution was not submitted in 
the previous reporting period.

Field Description
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Pay Type Code Code representing the type of pay. Click the 
dropdown prompt  to select from the follow-
ing codes:

REG (regular contribution based on salary and 
contract salary)

TERMPAY (terminal payout when a member ’s 
employment has been terminated, and the ter-
mination date has been reported)

BONUS

ANNLONG (annual longevity payment, 
reported annually or when a member ’s employ-
ment has been terminated)

ANNLEAVE (lump-sum annual leave payment, 
reported only when a member ’s employment 
has been terminated, and the termination date 
has been reported)

OVERTIME

WORKCOMP

LEAVEPAY (used to report $0.00 salary and 
$0.00 contributions when a member is on leave 
without pay and has not been terminated from 
employment)

SUMMERPAY (non-contract payment outside of 
the normal contract period)

Vacation 
Hours Paid

Tells the number of vacation hours paid to the 
employee in a lump-sum payout when employ-
ment is terminated. This entry is required if a 
Termination Date has been entered. If vacation 
hours were not paid at termination, leave this 
field blank.

Plan Code Employee’s retirement plan code. This entry 
will be defaulted from the Orbit Plan Code 
selected on the employee’s “Employee User-
Defined” page in Employee Maintenance. If nec-
essary, you may override this entry here.

Job Classifica-
tion

Employee’s type of work. This entry will be 
defaulted from the Orbit Job Classification 
selected on the employee’s “Employee User-
Defined” page in Employee Maintenance. If nec-
essary, you may override this entry here.

Field Description
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If you need to edit data for a particular employee, click the 
hyperlinked Employee Name. The “North Carolina Retirement 
System Entry” popup will open in edit mode:

NOTE:
For descriptions of the fields on the edit popup, refer to the previous table.

3 After making your entries, click  to save them. The popup will 
be closed, and the grid on the “North Carolina Retirement System 
List” page will be updated with the new information. If you create a 
new employee record, a second row for the same employee will be 
displayed beneath the first.

Add and Edit Pay Period Information
1 If you need to add pay period information for a selected employee, 

click ; if you want to edit information for a particular 
pay period, click the hyperlinked Pay Period Begin date. In both 
cases, the “North Carolina Retirement System Pay Period Entry” 
popup will open:

2 Make entries in the appropriate fields:
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Field Description

Employee Name of the retirement-plan participant.

Pay Period 
Begin Date

Start date of the pay period being reported. This 
date comes from the pay batch. If multiple pay 
batches fall within this date and the Pay Period 
End Date, select the start date of the first pay 
batch.

Pay Period End 
Date

End date of the pay period being reported. This 
date comes from the pay batch. If multiple pay 
batches fall within this date and the Pay Period 
End Date, select the start date of the first pay 
batch.

Salary Amount Employee’s salary amount for the pay period 
being reported.

Contributions Total dollar amount of deductions for the pay 
period being reported.

Adjustment 
Code

Code indicating the transaction is an adjust-
ment. Click the dropdown prompt  to select 
PRIOR or RETRO.

If you are reporting a prior-period (PRIOR) 
adjustment, the posting period must be prior to 
the current reporting period. The system will 
check whether the reported contribution is an 
adjustment to a previously submitted transac-
tion. This type of adjustment also will explain 
negative contributions.

If you are reporting a retroactive (RETRO) pay-
ment, the posting period must be prior to the 
current reporting period. The system will con-
firm that a contribution was not submitted in 
the previous reporting period.
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Pay Type Code Code representing the type of pay. Click the 
dropdown prompt  to select from the follow-
ing codes:

REG (regular contribution based on salary and 
contract salary)

TERMPAY (terminal payout when a member ’s 
employment has been terminated, and the ter-
mination date has been reported)

BONUS

ANNLONG (annual longevity payment, 
reported annually or when a member ’s employ-
ment has been terminated)

ANNLEAVE (lump-sum annual leave payment, 
reported only when a member ’s employment 
has been terminated, and the termination date 
has been reported)

OVERTIME

WORKCOMP

LEAVEPAY (used to report $0.00 salary and 
$0.00 contributions when a member is on leave 
without pay and has not been terminated from 
employment)

SUMMERPAY (non-contract payment outside of 
the normal contract period)

Vacation Hours 
Paid

Tells the number of vacation hours paid to the 
employee in a lump-sum payout when employ-
ment is terminated. This entry is required if a 
Termination Date has been entered. If vacation 
hours were not paid at termination, leave this 
field blank.

Plan Code Employee’s retirement plan code. This entry 
will be defaulted from the Orbit Plan Code 
selected on the employee’s “Employee User-
Defined” page in Employee Maintenance. If nec-
essary, you may override this entry here.

Job Classifica-
tion

Employee’s type of work. This entry will be 
defaulted from the Orbit Job Classification 
selected on the employee’s “Employee User-
Defined” page in Employee Maintenance. If nec-
essary, you may override this entry here.

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

North Carolina Retirement System Report
After your work file has been created and reviewed for accuracy and com-
pleteness, the next step is to generate the “North Carolina Retirement Sys-
tem Report.” The following steps show you how:

1 From the “North Carolina Retirement System List” page, click , 
or Navigate to Human Resources > State Requirements > NC > 
Retirement System Report:

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

Month and year the report is being submitted. 
This date represents the first day of the report-
ing month; for example, contributions for 07/
2007 represent a reporting month that begins on 
07/01/2007.

State-assigned number identifying the 
employer.

Determines whether a transmittal file of the 
same information will be generated with the 
report. Check this box to generate the file.

3 After making your entries, click  to generate the report and 
submit it to myReports. If you checked the Create Disk File box, a 
transmittal file of the report data also will be sent to myReports.

Field Description

Reporting 
Month/Year

Agency Num-
ber

Create Disk File
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Sample “North Carolina Retirement Systems Report”

Sample Transmittal File of the “North Carolina 
Retirement Systems Report”

North Carolina Local Retirement Report
For a selected reporting period, the “North Carolina Local Retirement 
Report” lists the gross wages and contributions for retirement-plan partici-
pants. The following steps show you how to generate this report:

1 Navigate to Human Resources > State Requirements > NC > Local 
Retirement Report:
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2 Make entries in the appropriate fields:

Field Description

Load Saved 
Report

Saves this version of the report as a template for 
later use. When you click , a popup will 
ask you to name the report.  Type the name, and 
click .  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 
Report Title

Overrides the default title (“North Carolina 
Local Retirement Report”) of the report.

Distribution 
Group

A group of people selected to receive the report 
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.)
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3 Click the Benefit Groups tab.

4 Select one or more benefit groups from the Available Benefit Group(s) 
list box. Employees associated with these benefit groups will be 
included in the report.

• 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.

Email Group A group of people selected to receive the report 
by e-mail. Click the dropdown prompt  to 
select the group. To create a new e-mail group, 
click .

From Check 
Date

Required. Reporting period start date. If multi-
ple pay periods are reported in one batch, this 
date should match the earliest one; for example, 
if pay periods July 1, 2007-July 15, 2007 and 
July 16, 2007-July 31, 2007 are reported in this 
batch, select 07/01/2007.

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 July 1, 2007-July 15, 2007 and July 
16, 2007-July 31, 2007 are reported in this batch, 
select 07/31/2007.

Month/Year Month and year the report is submitted. This 
date represents the first day of the reporting 
month; for example, contributions for 07/2007 
represent a reporting month that begins on 07/
01/2007.

Unit Code 
Number

Required. Employer ’s state-assigned unit code 
number.

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

Field Description
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5 Click  to move the selected benefit group(s) from the Available 
Benefit Group(s) box to the Selected Benefit Group(s) box.

•  moves all benefit groups, selected or not, to the Selected 
Benefit Group(s) box.

•  returns the selected benefit groups to the Available 
Benefit Group(s) box.

•  returns all benefit groups to the Available Benefit 
Group(s) box.

6 Click the Hour Codes tab.

7 Select one or more hour codes from the Available Hour Code(s) box. 
(For instructions on how to make selections, see steps 4 and 5.)

8 Click the Deductions tab.

9 Select one or more deduction codes from the Available Deduction 
Code(s) box. Employees with these deductions for the pay period 
selected will be included in the report.(For instructions on how to 
make selections, see steps 4 and 5.)

10 After making your entries, click  to generate the report and 
submit it to myReports. If you checked the Create Disk File box, a 
transmittal file of the report also will be sent to myReports.

Sample “North Carolina Local Retirement Report”
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Sample Transmittal File of the “North Carolina Local 
Retirement Report”

North Carolina 401k Remittance Report
The following steps show you how to generate the “North Carolina 401k 
Remittance Report”:

1 Navigate to Human Resources > State Requirements > NC > 401k 
Remittance Report:
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2 Make entries in the appropriate fields:

Field Description

Load Saved 
Report

Saves this version of the report as a template for 
later use. When you click , a popup will 
ask you to name the report.  Type the name, and 
click .  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 
Report Title

Overrides the default title (“North Carolina 
401k Remittance Report”) of the report.

Distribution 
Group

A group of people selected to receive the report 
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.)
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3 Click the Benefit Groups tab.

4 From the Available Benefit Group(s) list box, select one or more bene-
fit groups to include on the report. Employees associated with these 
benefit groups will be included in the report.

• 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.

Email Group A group of people selected to receive the report 
by e-mail. Click the dropdown prompt  to 
select the group. To create a new e-mail group, 
click .

From Check 
Date

Required. Reporting period start date. If multi-
ple pay periods are reported in one batch, this 
date should match the earliest one; for example, 
if pay periods July 1, 2007-July 15, 2007 and 
July 16, 2007-July 31, 2007 are reported in this 
batch, select 07/01/2007.

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 July 1, 2007-July 15, 2007 and July 
16, 2007-July 31, 2007 are reported in this batch, 
select 07/31/2007.

Location/Sub 
Plan

Required. Identifies the location or sub plan. 
This entry must contain 5 characters.

Payroll Center 
Name

Required. Identifies the payroll center submit-
ting the report. This entry may include 32 char-
acters.

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

Field Description
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5 Click  to move the selected benefit group(s) from the Available 
Benefit Group(s) box to the Selected Benefit Group(s) box.

•  moves all benefit groups, selected or not, to the Selected 
Benefit Group(s) box.

•  returns the selected benefit groups to the Available 
Benefit Group(s) box.

•  returns all benefit groups to the Available Benefit 
Group(s) box.

6 Click the Deductions tab.

7 Select one or more deduction codes from the Available Deduction 
Code(s) box. Employees with these deductions for the pay period 
selected will be included in the report. (For instructions on how to 
make selections, see steps 4 and 5.)

8 Click the Loan Deductions tab.

9 From the Available Deduction Code(s) box, select one or more deduc-
tion codes for loan payments to include on the report. (For instruc-
tions on how to make selections, see steps 4 and 5.)

10 Click the Benefits tab.

11 From the Available Benefit Code(s) box, select one or more benefit 
codes to include on the report. (For instructions on how to make 
selections, see steps 4 and 5.)

12 Click the Roth Deductions tab.

13 From the Available Deduction Code(s) box, select one or more deduc-
tion codes for Roth contributions to include on the report. (For 
instructions on how to make selections, see steps 4 and 5.)

14 After making your entries, click  to generate the report and 
submit it to myReports. If you checked the Create Disk File box, a 
transmittal file of the report also will be sent to myReports.
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Sample “North Carolina 401k Remittance Report”

Sample Transmittal File of the “North Carolina 401k 
Remittance Report”
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North Carolina Quarterly Wage Report

User-Defined Check Box Setup

A check box indicating whether an employee’s wages are seasonal needs to 
be added to the NC Orbit section on the “Employee User-Defined” page in 
Employee Maintenance. To add this check box, follow these steps:

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

2 Select Employee from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page 
will refresh to show a grid of existing user-defined employee fields 
and, where applicable, their associated section headers.

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

5 Complete the fields exactly as follows:

NCSeasonalIndicator

NC Orbit

(Leave this field blank.)

Check Box

6 Click 

NOTE:
For wages to be reported as seasonal, an employee’s work assignment must be deemed a 
seasonable pursuit by ESC of North Carolina.

Generating the Report

The following steps show you how to generate the “North Carolina Quar-
terly Wage Report”:

1 Navigate to Human Resources > State Requirements > NC > Quar-
terly Wage Report:

Field Value

Name

Section 
Header

Sequence 
Number

Data Type
Logos.NET 5.1 42 Last Revised: May 7, 2012



Last Revise

North Carolina State Requirements
2 Make entries in the appropriate fields:

Field Description

Load Saved 
Report

Saves this version of the report as a template for 
later use. When you click , a popup will 
ask you to name the report.  Type the name, and 
click .  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 
Report Title

Overrides the default title (“North Carolina 
Quarterly Wage Report”) of the report.

Distribution 
Group

A group of people selected to receive the report 
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.)
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3 Click the Benefit Groups tab.

4 Select one or more benefit groups from the Available Benefit Group(s) 
list box. Employees associated with these benefit groups will be 
included in the report.

• 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.

5 Click  to move the selected benefit group(s) from the Available 
Benefit Group(s) box to the Selected Benefit Group(s) box.

•  moves all benefit groups, selected or not, to the Selected 
Benefit Group(s) box.

•  returns the selected benefit groups to the Available 
Benefit Group(s) box.

•  returns all benefit groups to the Available Benefit 
Group(s) box.

6 Click the Hour Codes tab.

Email Group A group of people selected to receive the report 
by e-mail. Click the dropdown prompt  to 
select the group.

Quarter Required. Identifies the fiscal quarter being 
reported. The available selections are 1, 2, 3 and 
4.

Year Required. Identifies the year of the fiscal quar-
ter being reported. Type all four digits of the 
year.

Employer 
Account Num-
ber

Required. Employer ’s account number. This 
entry must be 1 to 7 characters.

Remitter Num-
ber

Optional. Identifies the remitter. This entry 
must be 1 to 6 characters.

Taxable Wage 
Base

Required. Minimum amount of annual wages 
that are taxable for unemployment insurance.

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

Field Description
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7 Select one or more hour codes from the Available Hour Code(s) box. 
(For instructions on how to make selections, see steps 4 and 5.)

8 After making your entries, click  to generate the report and 
submit it to myReports. If you checked the Create Disk File box, a 
transmittal file of the report also will be sent to myReports.

Sample “North Carolina Quarterly Wage Report”

Sample Transmittal File of the “North Carolina 
Quarterly Wage Report”
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	3 Click . The “Validation Set Values List” page for Orbit Job Classification will open.
	4 Click . The “Validation Set Value” page will open.
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	9 When you are finished, the grid on the “Validation Set Values List” page for Orbit Job Classification should contain a row for each value you have saved:


	Set up Employee for Retirement System Reporting
	1 Navigate 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 NC Orbit section containing the validation, date and text fields you set up earlier:
	5 Under the NC Orbit 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 “North Carolina 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.

	Set up Hours Codes for Retirement System Reporting
	1 Navigate to Maintenance > Human Resources > Earnings Maintenance > Hours Codes. The Hours Codes List page will open.
	2 Highlight an hours code.
	3 Click the User-Defined Fields button. The Hours Code User Defined Fields page for the selected hours code will open.
	4 Under the NC Orbit header, check the Orbit Retiree Excluded Wages box.
	5 In the Orbit Pay Type field, fill in the pay code type to be associated with the hours code. Valid pay type codes are as follows:
	6 Click Save.
	7 Repeat these steps for all appropriate hours codes.

	Create Retirement System Data
	1 Navigate to Human Resources > State Requirements > NC > Create Retirement System Data:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 Click the Benefit Groups tab.
	4 Select one or more benefit groups from the Available Benefit Group(s) list box. Employees associated with these benefit groups will be included in the report.
	5 Click to move the selected benefit group(s) from the Available Benefit Group(s) box to the Selected Benefit Group(s) box.
	6 Click the Hour Codes tab.
	7 From the Available Hour Code(s) box, select one or more hour codes that are subject to retirement contributions. (For instructions on how to make selections, see steps 4 and 5.)
	8 Click the Deductions tab.
	9 From the Available Deduction Code(s) box, select one or more of the deduction codes that will be reported to the state. Employees with these deductions for the pay period selected will be included in the report. (For instructions on how to make sel...
	10 After making your entries, 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 “North Carolina R...

	North Carolina Retirement System List
	Add and Edit Member Information
	1 If you need to add an employee to the “North Carolina Retirement System List” for the time period being reported, click . The “North Carolina Retirement System Entry” popup will open in Add mode:
	2 Make entries in the appropriate fields:
	3 After making your entries, click to save them. The popup will be closed, and the grid on the “North Carolina Retirement System List” page will be updated with the new information. If you create a new employee record, a second row for the same e...

	Add and Edit Pay Period Information
	1 If you need to add pay period information for a selected employee, click ; if you want to edit information for a particular pay period, click the hyperlinked Pay Period Begin date. In both cases, the “North Carolina Retirement System Pay Period E...
	2 Make entries in the appropriate fields:
	3 After making your entries, click to save them. The popup will be closed, and the grid on the “North Carolina Retirement System List” page will be updated with the new information.


	North Carolina Retirement System Report
	1 From the “North Carolina Retirement System List” page, click , or Navigate to Human Resources > State Requirements > NC > Retirement System Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Disk File box, a transmittal file of the report data also will be sent to myReports.
	Sample “North Carolina Retirement Systems Report”
	Sample Transmittal File of the “North Carolina Retirement Systems Report”

	North Carolina Local Retirement Report
	1 Navigate to Human Resources > State Requirements > NC > Local Retirement Report:
	2 Make entries in the appropriate fields:
	3 Click the Benefit Groups tab.
	4 Select one or more benefit groups from the Available Benefit Group(s) list box. Employees associated with these benefit groups will be included in the report.
	5 Click to move the selected benefit group(s) from the Available Benefit Group(s) box to the Selected Benefit Group(s) box.
	6 Click the Hour Codes tab.
	7 Select one or more hour codes from the Available Hour Code(s) box. (For instructions on how to make selections, see steps 4 and 5.)
	8 Click the Deductions tab.
	9 Select one or more deduction codes from the Available Deduction Code(s) box. Employees with these deductions for the pay period selected will be included in the report.(For instructions on how to make selections, see steps 4 and 5.)
	10 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Disk File box, a transmittal file of the report also will be sent to myReports.
	Sample “North Carolina Local Retirement Report”
	Sample Transmittal File of the “North Carolina Local Retirement Report”

	North Carolina 401k Remittance Report
	1 Navigate to Human Resources > State Requirements > NC > 401k Remittance Report:
	2 Make entries in the appropriate fields:
	3 Click the Benefit Groups tab.
	4 From the Available Benefit Group(s) list box, select one or more benefit groups to include on the report. Employees associated with these benefit groups will be included in the report.
	5 Click to move the selected benefit group(s) from the Available Benefit Group(s) box to the Selected Benefit Group(s) box.
	6 Click the Deductions tab.
	7 Select one or more deduction codes from the Available Deduction Code(s) box. Employees with these deductions for the pay period selected will be included in the report. (For instructions on how to make selections, see steps 4 and 5.)
	8 Click the Loan Deductions tab.
	9 From the Available Deduction Code(s) box, select one or more deduction codes for loan payments to include on the report. (For instructions on how to make selections, see steps 4 and 5.)
	10 Click the Benefits tab.
	11 From the Available Benefit Code(s) box, select one or more benefit codes to include on the report. (For instructions on how to make selections, see steps 4 and 5.)
	12 Click the Roth Deductions tab.
	13 From the Available Deduction Code(s) box, select one or more deduction codes for Roth contributions to include on the report. (For instructions on how to make selections, see steps 4 and 5.)
	14 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Disk File box, a transmittal file of the report also will be sent to myReports.
	Sample “North Carolina 401k Remittance Report”
	Sample Transmittal File of the “North Carolina 401k Remittance Report”

	North Carolina Quarterly Wage Report
	User-Defined Check Box Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The “User-Defined Field List” page will open.
	2 Select Employee from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined employee fields and, where applicable, their associated section headers.
	4 Click . The “User-Defined Fields” popup will open.
	5 Complete the fields exactly as follows:
	6 Click

	Generating the Report
	1 Navigate to Human Resources > State Requirements > NC > Quarterly Wage Report:
	2 Make entries in the appropriate fields:
	3 Click the Benefit Groups tab.
	4 Select one or more benefit groups from the Available Benefit Group(s) list box. Employees associated with these benefit groups will be included in the report.
	5 Click to move the selected benefit group(s) from the Available Benefit Group(s) box to the Selected Benefit Group(s) box.
	6 Click the Hour Codes tab.
	7 Select one or more hour codes from the Available Hour Code(s) box. (For instructions on how to make selections, see steps 4 and 5.)
	8 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Disk File box, a transmittal file of the report also will be sent to myReports.

	Sample “North Carolina Quarterly Wage Report”
	Sample Transmittal File of the “North Carolina Quarterly Wage Report”



