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Overview

This manual provides instructions for the set up and use of the North Caro-
lina State Requirements reports:
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“Set up Section Header and Employee User-Defined Fields” p. 2
“Set up Validation-Set Values” p. 12

“Set up Employee for Retirement System Reporting” p. 17
“Create Retirement System Data” p. 21

“North Carolina Retirement System List” p. 23

“North Carolina Retirement System Report” p. 32

“North Carolina Local Retirement Report” p. 33

“North Carolina 401k Remittance Report” p. 37

“North Carolina Quarterly Wage Report” p. 42
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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

e NC Orbit

Validation-Set Fields

e Orbit Job Classification
¢ Orbit Plan Code

Date/Time Fields
* Orbit Plan Code Effective Date
e Orbit Eligible Date
e Contract Period Begin Date
* Contract Period End Date

Text Field
e Orbit Member ID

e Contract Period

Section Header Setup

To set up the NC Orbit section header that will group all of the user-defined

tields, 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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User-Defined Field List

Recard Type | V| Maintenance Type | Attributes hd
Section Header Attribute Name Data Type Required

There are no iterns to show in this view

Caen.
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:

User-Defined Field List

Record Type | Employes | Maintenance Type | Section Headers v

Section Header Sequence Section Header

1 Federal Tax
2 State Reporing
3 Miscellaneous

99 Employee Section PT

(Hew |
4 Click f@®. The “User-Defined Fields Section Header” popup will
open:
Last Revised: May 7, 2012 3

Logos.NET 5.1



. . lgi- lew World System.
North Carolina State Requirements . New World Systems

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number | :|

Cor ] canca

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 f@3. 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:

User-Defined Field List

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

Section Header Sequence Section Header
1 Federal Tax

2 State Reporting
3 Miscellaneous
4 MG Orbit
g9 Employee Section PT

Chen [-oao
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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
tfields and, where applicable, their associated section headers:

User-Defined Field List

Record Type ?_E@I-o_yee V Maintenance Type A ibutes V
Section Header Attribute Name Data Type Required
Adjusted Civil Service Date Date 2
Anticipated Leave End Date Date
Anticipated Retirement Date Date
Civil Service Certification Mo Text
Civil Service Date Date
Days Away Murmeric
Full Time Indicator Check Box
Fosition Start Date Date
Rehire Recommendation Date Date
Reinstatement Date Date
Suspension End Date Date
Temp Assignment Date Date
Wacation Payout Days MNumetric
Return to Work Date Date v b
e

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

User-Defined Fields

User Defined Field Attrilnntes

Marme |

Section Header | £

Seguence Mumber | |

Data Type | Text |

Maxirmum Length |

Required ]

Cor ] Cancal

5 Complete the fields exactly as follows:
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Field Value

Name Orbit Plan Code

Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Data Type Validation Set

Maximum (Selecting Validation Set as the Data Type will
Length replace this field with a Validation Set field.)
Validation Set || Orbit Plan Code

Required (Leave this check box unchecked.)

6 Click {3

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:

Field Value

Name Orbit Job Classification

Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Data Type Validation Set

Validation Set || Orbit Job Classification

Required (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 Orbit Plan Code Effective Date
Section NC Orbit

Header

6 Last Revised: May 7, 2012
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Field Value

Sequence (Leave this field blank.)
Number

Data Type Datel/Time

Validation Set

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

Required (Leave this check box unchecked.)
Field Value

Name Orbit Eligible Date

Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Data Type Datel/Time

Validation Set

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

Required (Leave this check box unchecked.)
Field Value

Name Contract Period Begin Date
Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Data Type DatelTime

Validation Set

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

Required (Leave this check box unchecked.)
Field Value

Name Contract Period End Date

Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Last Revised: May 7, 2012
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Field Value
Data Type Datel/Time

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

(Leave this check box unchecked.)

Required

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:

Logos.NET 5.1

Field Value

Name Orbit Member ID
Section NC Orbit

Header

Sequence (Leave this field blank.)
Number

Data Type Text

Validation Set

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

Maximum 9

Length

Required (Leave this check box unchecked.)
Field Value

Name Contract Period

Section NC Orbit

Header

Sequence (Leave this field blank.)

Number

Data Type Text

Validation Set

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

Maximum 2
Length
Required (Leave this check box unchecked.)

8 Last Revised: May 7, 2012
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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:

User-Defined Field List

Record Type ~ Employee e Maintenance Type  Aftributes M
Section Header |Aﬂribute Name |Data Type | Required ‘
PAYROLL Federal Tax ID Text -
EMLA FMLA Start Date Date
EMLA FMLA End Date Date
FMLA FMLA Documentation Text
MISCELLANEOQUS Time & Attendance User Text ,j
e WashingPerablembership Tt

NG Orbit Contract Period Tt
NC Orbit Contract Period Begin Date Date
NC Orbit Contract Period End Date Date
NC Orbit Orbit Eligibility Date Tri
NC Orbit Orbit Job Classification VT &
NC Orbit Orbit Member 1D -

NC Orbit Orbit Plan Code Validation Set
NC Orbit Orbit Plan Code Effective Date Date

Coier, | ostete ] _geisn_]

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
tfield 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.

Last Revised: May 7, 2012 9 Logos.NET 5.1
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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:

10 Last Revised: May 7, 2012
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Field Value

Name Orbit Retiree Excluded Wages

Section NC Orbit

Header

Sequence (Your choice or leave blank.)

Number

Data Type Check Box

Maximum (Selecting a Data Type of Check Box will hide

Length this field.)

Required (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:
Field Value
Name Orbit Pay Type
Section NC Orbit
Header
Sequence (Your choice or leave blank.)
Number
Data Type Text
Maximum 8
Length
Required (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.

Last Revised: May 7, 2012 11 Logos.NET 5.1



. . l g lew World System.
North Carolina State Requirements . New World Systems

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:

Validation Set List

2499 Consumption Staterment Form Type Consumption Statement Form 1 -
300 Investment Distribution Journal Group Investment Distribution Journal
301 Mon-Employee Agency Mon-Employee Agency
a0z MH ERS Employment Type NH ERS Employment Type
303 MH ERS Joh Class MH ERE Joh Class
304 MH ERS Pay Status MH ERS Pay Status
305 MB Billing Frequency MB Billing Frequency
306 Wendor Receipt of Goods Category Vendor Receipt of Goods Categ
A0T Mlotificatiog Priority Mlotificatiom Priority
CBDS Orhit Plan Code Orhit Plan Code )
200 i T S e e
Qoon BenefitPlanCptian BenefitPlanCptian
Q501 Wendor Insured By WVendor Insured By
9902 My WS SET My WS Set
Q920 Corporation Type Corporation Type
Q930 Bldg Occupation Type Building Occupation Type
Q940 Type of Business Types of Business
Q950 Mumber of Employees Mumber of Employees
Q60 Mumber of Employees - Detailed Mumber of Employees - Detaile

v

3 Click B7™®. The “Validation Set Values List” page for Orbit Plan
Code will open.

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

tion SetLi atiol

Validation Set Value - 308 @ Prav @ ned
validation Set 308

v (01

Description he Supreme Court and Judges of the Court of Appeals

Logos.NET 5.1 12 Last Revised: May 7, 2012
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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.

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

JubD?2 Consolidated Judicial System-Judges of the
Superior Court and Administrator Officer of the
Courts

JUuD3 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

Last Revised: May 7, 2012 13 Logos.NET 5.1
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Value

Description

LOCROD

Local Governmental Employees System Regis-
ter of Deeds Class

LOCRS

Rehired Retirees Subject to Earnings Limita-
tions.

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

........

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:

Logos.NET 5.1 14 Last Revised: May 7, 2012
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Walidation Set List

Validation Set Values List - 308 Orbit Plan Code

Value | Description

JUDA Consolidated Judicial System-Justices of the Suprem

JUD3 Consolidated Judicial System-Judges ofthe District C

LEGL Legislative Retirement Systermn Legislators

LOCF Local Governmental Employees System Firemen Clas

LOCG Local Governmental Employees System General Clas

LOCL Local Governmental Employees System Law Enfarcer

LOC A Local Governmental Employees System Law Enfarcet

LOCROD Local Governmental Employees System Register of D

LOCWP Local Governmental Employees System probationary

ORPG Optional Retirement Pragram for Applicahle University

QORPhAx Optional Retirement Pragram Earnings far the employ

STDIS Teachers and State Employees an Short-Term Disahbi

STG Teachers and State Employees General Class

STL Teachers and State Employees Law Enfarcement Cla

SThiAx Teachers and State Employees earnings for employe

STRE Teachers and State Employees Systermn Retiree who £
QI’RS Teachers and State Employees System Retirees wh

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 B7™®. 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.

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.

Last Revised: May 7, 2012 15 Logos.NET 5.1
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7 Click M2 Your entries will be saved and cleared, and the
“Validation Set Value” page will remain open for the entry of a new
value.

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

102 Educational Executives

103 Educational Management

104 Educational Administrative Support Personnel

105 Educational Support Personnel

200 Professionals

201 Government Officials and Executives

202 Administrative

203 Technical and Trades

204 Skilled Labor

300 University and Community College Profession-
als

301 University and Community College Executives

302 University and Community College Manage-
ment

303 University Agricultural (AG) Extension

400 Firefighters

401 Emergency Workers

500 SHP Trooper

501 Police Officer

502 Public Safety Officer

503 Sheriff

504 Deputy Sheriff

505 Wildlife Officer

506 Revenue Enforcement Officer

507 ALE Officer

508 Jailer (Certified)

509 Protective Services (Non-Certified)

600 Health Care Professionals

601 Social Service Professionals

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

alidatio g alue UY Orb ob a atio
Value Description -
102 Educational Executives
103 Educational Management
104 Educational Administrative Support Personnel
105 Educational Support Personnel
200 Frofessionals
201 Government Officials and Executives
202 Administrative
203 Technical and Trades
204 Skilled Labor
300 University and Community College Professionals
301 University and Community College Executives
302 University and Community College Management
303 University Agricultural (AG) Extension
400 Firefighters
401 Emegency Warkers
a00 SHF Trooper
501 Folice Officer
&02 Fublic Safety Officer J F

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:

Last Revised: May 7, 2012 17 Logos.NET 5.1
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Employee List
Employee - ALLEN, Stewart R (1499)
Attribute  User Defined - ALLEN, Stewart R (1499) ~ DD

MISCELLANEOUS
Time & Attendance User [y

ﬁ Orbit \

Contract Period

Contract Period Begin Date

Contract Period End Date

B e E

Orbit Eligibility Date

Orbit Job Classification hd
Orbit Member ID
Orbit Plan Code -

@ Plan Code Effective Date i j

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 Unique code identifying the member’s contract
Period 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 Time period during which a member may begin
Period Begin || to earn creditable retirement service. This field
Date is for Educational Institution use.
Contract
Period End
Date

Logos.NET 5.1 18 Last Revised: May 7, 2012
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Field Description

Orbit Eligible || Date the employee becomes eligible to partici-

Date 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 Employee’s type of work. This information will

Classification || 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 Employee’s retirement plan code. This informa-

Code 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 Date the selected Orbit Plan Code becomes effec-

Code Effective || tive for the employee.

Date

Orbit Mem- State-assigned number identifying the

ber ID 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.

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.

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

Last Revised: May 7, 2012
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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

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.

Logos.NET 5.1 20 Last Revised: May 7, 2012
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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:

Create North Carolina Retirement System Data

Load Saved Report

COverride Report Title

Submission Period

From Check Date ‘ 3
To Check Date 3

Available Benefit Group(s]: 14

b Distribution Graup | L= |
Emall Graup | v &

FT-01-FT- Vacafinn Lurmp Sum

FT-05-FT- Managers Yacation Lurnp Sum

FT-02 - Full-Time Police
FT-03 - Full-Time Yacation Accrued
FT-04 - Full-Time Fire

FT-08 - FT-Manager 4-¥Week Lump Sum
FT-07 - FT ¥illage Manager- Lump Sum

FT-08 - FT-Vacation 120 hr Accrual
PT-01 - Parttime Yacation Lurmp Sum
PT-02 - Part-Time Vacation Accrued
PT-03 - Part-time Mo Benefits

|PT-04 - Part-Time 25 Hours

—

i Remove
=

_v_ Remove All

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.

Qvuerride
Report Title

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

Last Revised: May 7, 2012
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Field

Description

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.

Click the Benefit Groups tab.

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.
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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 Awvailable 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 BEEH.

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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North Carolina Retirement System List

Employee

Employee Employment Date Termination Date Salary Contributions Plan Code Change Adjusted Deduction
& Daniel, Ann Bf16/2007 185.88 0
¥ Magnificent Events Lid, Jonathan B18/2005 100 a
[ Bchaefer&Aurnice, Richard 412512005 308.28 24.53 J
= Smithers, Kevin R 812812006 2153.61 296.91 v

: Pay Period Begin Pay Period End Adjustment Code Pay Type Code Vacation Hours Paid Salary Contributions

2612007 21 472007 REG [t} 215261 29691

Employee Employment Date Termination Date Salary Contributions Plan Code Change Adjusted Deduction

¥ 50LOMON, Brandon

1242311995

0

0

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 #E5158. The grid will be
refreshed to include that employee only. To change the grid to include all

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

Add and Edit Member Information

1 If you need to add an employee to the “North Carolina Retirement
System List” for the time period being reported, click

TR ™. The “North Carolina Retirement System Entry”
popup will open in Add mode:
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North Carolina Retirement System Entry

Emplovee | [
Member D Termination Date | 3
Employment Date 3 Termination Type Code
Fatticipation Date 3 Shared Position Identifier .
Social Security Number Deduction Adjustment O
Flan Change "]

Fay Period Begin Date 3 Flan Code N

Fay Period End Date 3 Job Classification M
Salary Amount
Contributions

Adjustment Code M

Pay Type Code REG |

Wacation Hours Paid DD
oK

2 Make entries in the appropriate fields:

Field Description

Employee Name of the retirement-plan participant.
Orbit Mem- State-assigned number identifying the retire-
ber ID 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 employment began. This entry is defaulted
Date from the Hire Date field on the “Employee Per-

sonal” page in Employee Maintenance.

Participation || Date employee is eligible to participate in the
Date 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- Social security number of the employee. This
rity Number number must match the number shown on the
employee’s social security card.
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Field Description
Termination Employee’s last day of work for the employer.
Date 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 Reason employment was ended. This entry,
Type Code 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- Identifies position when multiple employees
tion Identifier || share one position. This identifier is used to cal-
culate service correctly for each employee shar-
ing a position.

Deduction Identifies a deduction discrepancy. If an
Adjustment 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 2 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 .2 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.
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Field Description

Pay Period Start date of the pay period being reported. This
Begin Date 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 of the pay period being reported. This
End Date 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 Wages from which contributions will be calcu-
Amount lated.

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

Adjustment Code indicating the transaction is an adjust-

Code 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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Field Description

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 Tells the number of vacation hours paid to the
Hours Paid 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- || Employee’s type of work. This entry will be
tion 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.
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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:

North Carolina Retirement System Entry

Employee
Member D Termination Date 3
Employment Date 8/28/2006 3 Termination Type Code
Farticipation Date 3 Shared Pasition Identifier
Social Security Numhber Deduction Adjustment
Flan Change a
(0K

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

North Carolina Retirement System Entry

Employee
Fay Period Begin Date 2riz007 3 Flan Code b
Fay Period End Date 21412007 3 Job Classification |

Salary Amount $2,153.61
Caontributions $286.91

Adjustment Code | =)

Pay Type Code :REG V_:

Wacation Hours Paid '_ UU
€3

2 Make entries in the appropriate fields:
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Field Description

Employee Name of the retirement-plan participant.

Pay Period Start date of the pay period being reported. This
Begin Date 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 || End date of the pay period being reported. This
Date 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 indicating the transaction is an adjust-

Code 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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Field Description

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 || Tells the number of vacation hours paid to the
Paid 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- Employee’s type of work. This entry will be
tion 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.
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3 After making your entries, click 3 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 {2,
or Navigate to Human Resources > State Requirements > NC >
Retirement System Report:

North Carolina Retirement System Report

Repotting Monthirear |1 |/
Agency Mumber

Create Disk File

Pt ) Raxst |

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

each field:

Field Description

Reporting Month and year the report is being submitted.

Month/Year 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.

Agency Num- || State-assigned number identifying the

ber employer.

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.

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.
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Sample “North Carolina Retirement Systems Report”

New World Systems - 5.1 Test

North Carolina Retirement System Report
Meonth/Year : 1/2007

Employee Name: Daniel, Ann - 302

S5N: 546-54-B545 Job Classificstion Number:
Gender: Female Ernploymert Date: BAM8/2007
Date O Birth: BHE/M987 Bigibility Date:
Address: 4854, rkrirk Fay Period Begin Dae: 6HE/007
CHICOFEE, Massschusetts 01020 Fay Period End Date: 252007
Adjust mert Code:
Salary Amourt: $1685.88 Pay Type Code: REG
Contribution: $000 Shared Fosttion Identifier:
Cortract Employment Termingion
Perind Code Termindtion Date:
Perind Begin Date: Type Code:
Feriod End Date ‘acation Hours Paid: 0

Employes Name: Magnificent Events Lid, Jonathan M -
an

S5N: 520.57-4421 Job Classification Humber:

Gender: Mae Employment Date: 82005
Date Of Birth: 96/1327 Bigibility Date:

Address: 954 Ontario Pay Period Begin Date: S23/2007

Tray, Mchigan 42084 Pay Period End Date: 523/2007
Adjustmert Code:

Salzry Amourt: $100.00 Fay Type Code: REG
Contribution: $0.00 Shared Position Identifier:
Termingion
Pericd Code: Terminaion D2e:
Period Begin Date: Type Code:
Perind End Date ‘scation Hours Paid: O

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

12242320070100120070627

23223 5465465460000 00000Ann. Danie1 E190706104954, rheirk Cxzcorse 12010200000
23223 5205744210000 00000J0nathan x Magni ficent Events Lta 19070916954 Ontario Troy 21480840000
23223 5202319950000 00000Richara SchasferBurnice 196208072100 Webb Street Troy 21480840000
23223 5282620870000 00000Kevin R Smithers 19740219322 Wickory Oaks Drive Troy 21480840000
23223 493710426000000000Bz andon soLouoN 197203141739 Xontrose Drive Troy 21480840000

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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North Carolina Local Retirement Report

Load Saved Report | -] Distribution Group | -] @
Override Report Title | Ernail Group I_ 4| ]

Submission Period

From Check Date E
To Check Date 3
Manthivear 1 >l
Unit Cade Number

Create Disk File

Available Benefit Group(s): 14 Selected Benefit Graup(s]: 0
FT-01-FT- “acation Lump Sum o~
FT-05-FT- Managers Yacation Lump Sum
FT-02 - Fulk-Time Folice
FT-03 - Full-Time Yacation Accrued
FT-04 - Fulk-Time Fire
FT-06 - FT-Manager 4-eek Lump Sum
FT-07 - FT Willage Manager - Lump Sum
FT-08 - FT-Vacation 120 hr Accrual

M

PT-01 - Part-time Yacation Lump Sum GRemove Ji
PT-02- Part-Time Yacation Accrued (@ 2
PT-03 - Part-ime No Benefits -
PT-04 - Par-Time 25 Hours bdll Remove Al ||

2 Make entries in the appropriate fields:

Field Description
Load Saved Saves this version of the report as a template for
Report later use. When you click T3, a popup will

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

like.
Querride Overrides the default title (“North Carolina
Report Title Local Retirement Report”) of the report.
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

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

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 Required. Reporting period start date. If multi-
Date ple pay periods are reported in one batch, this

date should match the earliest one; for example,
if pay periods 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 Required. Employer’s state-assigned unit code
Number 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.

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.
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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.

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

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

Click the Hour Codes tab.

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.)

Click the Deductions tab.

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.)

After making your entries, click @I 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”

New World Systems - 5.1 Test
North Carolina Local Retirement Report
From Date: 01/01/2007 - To Date: 06/25/2007
Name 55N Gross Wages Conirutions
ADAMOVICH | Stacy S01-07-5783 144180 F100.H
Advanced Rehab, Catherine 4E-07-5308 B/2EH 2814
Acroush , Marty 038-23-9050 272290 F166.37
AKROUSH |, Viola 9B2-81-9500 $105520 $65.05
Anderson & fesociates , Nathan 555-72-5279 F156320 F0z.48
Anua Designs, Ine., Susan 524-86-9605 $285.95 2614
Arellang , Deborah 515-85-9535 $1.1986.90 F162.19
ARETE 3, Glenn S08-30-2364 FzE5200 6265
BACCING , Brian 520-43-0570 f2.717.00 | <Erpal
Baczek , Eugene B4-78-2620 3a4274 5
BALC UINAS , Edward 530-85-9594 8020 $15.32
BARTHIK , Jennifer 528-00-2561 $1.35200 7411
Barto, Ronald 478-19-0738 25768 F185.61
Bass , Brandon 520-18-7598 f208234 F125.72
Beebe, James 451-35-8175 47620 F24.03
Bejda, Mimi 492-21-2020 248453 F1.70
Bekielanski, Tracy 527-70-435 F2p4z.47 §396.38
BENNETT . [ennis 985-53-2014 fpETA2 e 35
BERNACK!, James 453-20-3288 FzR6z.49 r2A7
BEWAN |, Wfilliam 4H4-50. 7995 $3460.70 0520
Bi=zieri,John H12-78-7797 $100522 FI07 =
Blair, Daniel 523-20-2366 $1595.90 F114.50
Blankenship | Judy S03-75-9657 F152640 $26.25
Blattner , C arl 481-35-7787 277196 $1051.64
BLED SOE , Cynthia 490-99-2651 $1.376.20 153
BLED S0E , Peggy S03-80-5050 $1577.04 F104.04
BLUE STAR TECHNOLOGIES GROUP, LLC |, Janet 517-22-8380 204435 727
BOYCE, Mattheaw 136-868-0550 $1.746.90 FI05.93
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h3423 OSARDAMOVICH 501075782
23423 Chidranced Red360741898
23423 MPhkroush 0IEZI0ED
23423 0F AKROUSH 4FZ2E141699
23423 N Anderson & 556725276
23423 Shfqua Dezsign5Z4E615695
23423 0DAfrell ano 515859526
23423 ZGMARETE 3 508308264
23423 0F ERCCINO 520480570
23423 ZEMEaczek 494 TEZ620
23423 OEPEALCUINAS 530955544
23423 JIBRARTNIK 522002561
234232 0EABarto 4TE190729
234232 EDBa=z= 520167898
234232 JLEeehe 481258175
23423 M Bejda 492218929
23422 4950TLEekielewski527704725
234232 ZDMEENNETT 485593014
234232 OJTEERNACKET 483203288
23423 50VETEEVAN 494597905
234232 JhBizzieri 512787797
234232 DIBlair 522262266
234232 0J Blankenship502762657
23423 0C Elattner 481257787
234232 0C ELEDSOE 499493651
234232 0P ELEDSOE 502205059
234232 JLELUE STARE T517226380
23423 50MPBROYCE 126260550
234232 OCTEREEN 520206858
234232 24 ERITTON 502201720
234232 OLEErooker 500658957
234232 O TMEROPHY 517283086

0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107
0107

0144160
0062541
0272240
0105520
0166320
002E595
0114640
0ZE5200
0Z71700
0344274
0O0gEIZ0
0135200
0257639
0298234
01476280
0248453
0204247
0388752
0296249
0346070
0199582
0154640
0152640
0277196
0127680
0187704
0204435
0174640
0115328
0325391
0148628
0055620

0010044
0002814
0016637
0006505
0010218
0002614
0016819
0036866
0037721
0048954
0001532
0007411
0018561
0018578
0008403
0019870
0034638
0040835
0022217
0060520
0010738
0011450
0008626
0105164
0008153
0010404
0010727
0010593
0006517
0026002
0012139
0000200

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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North Carolina 401k Remittance Report

Load Saved Report i) Distribution Group |

Override Report Title | Ernail Group |

Submission Period

From Check Date | E

To Check Date 3
Location/Sub Plan
Payrall Center Mame

Create Disk File

Selected Benefit Group(s]: 0

|FT-01-FT- VWacation Lump Sum ~ I
|FT-D058-FT- Managers Yacation Lurmp Sum
|[FT-02 - Full-Time Police

~|=2

v

|FT-03 - Full-Time Yacation Accrued o w—
|[FT-04 - Full-Time Fire
|[FT-06 - FT-Manager 4-Week Lump Sum whidd All
|FT-07 - FT willage Manager- Lump Sum r ~
|FT-08 - FT-vacation 120 hr Accrual w |
|PT-01 - Parttime Yacation Lurmp Surm “Remove
||PT-02 - Part-Time Yacation Accrued : )
|PT-03 - Part-time No Beneiits |[ Sz
[FT-04 - Part-Time 25 Hours bdfl Remove All i

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

Querride
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.)

Logos.NET 5.1
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Field Description

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 Required. Reporting period start date. If multi-
Date ple pay periods are reported in one batch, this

date should match the earliest one; for example,
if pay periods 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 Required. Identifies the location or sub plan.

Plan This entry must contain 5 characters.

Payroll Center || Required. Identifies the payroll center submit-

Name 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.

3 Click the Benefit Groups tab.

4 From the Available Benefit Group(s) list box, select one or more bene-
tit 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.
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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 Awvailable 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 Awvailable 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”

New World Systems - 5.1 Test
North Carolina 401k Remittance Report
From Date: 0170172007 - To Date: 06/25:2007
Employee S5M Employee Condrih wiions Lean Paymenis  Enployer Condrdh wions Roth Coniributions
ADAMOWVICH |, Stacy 801-07-5783 F100 .94 $100 .94 $198 .37 F100 .99
Advanced Rehab, Catherine 406-07 4202 2814 $28.14 $50.09 2814
HAcroush, harty 038-23-3083 F66.37 $166.37 w24 F66 37
AKROUSEH | Vila 432-21-9600 $565.05 $5.05 F105.76 505
Anderson & Associates , Nathan S56-72.-5278 Fozg 10212 F167 65 F0zg
Agqua Designs, Ine., Susan 424-85-49605 F26.14 $26.19 2745 2614
Arellano, Deborah 515-85-2535 6819 $163.13 F116.14 6319
ARETE 2, Glenn 402.20.2364 200 0805 $1575 20200
BACCINO , Brian £20-98-0670 bcrpgel | B7.2 F10.71 BIT 2
Baczek |, Eugene 904722620 051 $920.59 $1559 2059
BALCUINAS , Edward 530-85-5544 $15.32 $15.32 oo $1532
BALMOR |, Linda 406-12-0532 F00 00 #1105 000
BARTNIK , Jennifer 528-00-2561 a1 7411 12879 711
Barto, Ronald H2-12.0720 581 $185.61 F261.40 5.8
Bass |, Brandon £20-15-7308 Fe578 12572 foelala) Fa578
Beebe , James 931-25-8176 2403 8402 F190.06 2403
Bejda , Mimi 402-21-8929 Fee70 $18.70 $1029 F198.70
Bekielewski, Tracy G27-T0-F 25 ics =k ek i) o7 a2 el k)
BENHETT, Dennis 435-53-3014 PG5 $408.35 F16.38 PS5
BERMACKI, James g4233-20-3288 »z.a7 w27 #1113 »z7
BEWAN | Wiilliam 04-60-7005 606 20 0520 $1200 605 20
Bizzieri, John G12-78-7707 gl 0722 oo Eoaleng=:]
Blair , Daniel 523-26-2366 F114.50 $114.50 $156 64 F114.50
Blankenship , Judy S03.75-8657 ¥6.20 $26.26 #5420 620
Blattner, C arl 431-35-7767 F1051.64 F1051.64 F276 61 105164
BLEDSOE , Cynthia 4929-42.- 36551 $1.53 153 =7 153
BLEDSOE , Peggy S03-20-5052 F104.04 F104.04 F1e2.81 F104.04
BLUE STAR TECHNOLOGIES ROUF, LLC | Janet G17-22-G280 bigluger 0727 10025 oalargery

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

001COMBINED 002003 20070627000000C

11401002003  501075783012345 **A000010044 > P000014637~"U000010043 20070117 ADAMOVICH, Stacy R
385 002003 5010757830123451 000010044 2 PIED

11401002003  4960748%8012345 **A000002814 **PO00006004**U0D000281d 20070117 Rdvanced Rehab, Catheri
385 002003  4960748980123451 000002314 2 PDED

11401002003 038239089012345 **A000016637**P000000S24~*W000016637 20070117 Akroush, Marty P
385 002003  02E2390890123451 000016637 z  DDED

11401002003  4828134599012345 **A000006505="P000010676=*U000006505 20070117 AKROUSH, Viola

385 002003  4%28145990123451 000006505 2  PDED

11401002003 556725276012345 **A0000102183**P0000L6765~* 000010218 20070117 Anderson & fAssociates,
385 002003 5567252760123451 000010218 2  PDED

11401002003  524863595012345 **A000002614~"P00000Z 745~ U000002613 20070117 Aqua Designs, Inc., Sus
385 002003 5248645950123451 000002614 2 PDED

11401002003  515859535012345 **A000016E19**PO000L1614**UOD001ES1Y 20070117 frellano, Deborah T
385 002003 5158595350123451 000016319 2  PDED

11401002003 508308364012345 **A000036866~*POO00015TI5+* V000036366 20070117 ARETE 3, Glenn M
385 002003 5083083640123451 000036866 2 PDED

11401002003  520480570012335 **A000037721="P000001071**U00003 7721 20070117 BRCCINO, Brian

385 002003  5Z04805700123451 000037721 2  PDED

11401002003 494782620012345 **A000048954**P 000001554 V000048954 20070117 Baczek, Eugene M
385 002003 4347826200123451 000048954 2  PDED

11401002003  530955524012345 153 V000001532 20070112 BRALCUINAS, Edward P
385 002003 5309555440123451 000001532 2 PDED

11401002003  49€120532012345 105 20070112 BALMOR, Linda §
11401002003  528002561012345 **A000007411="P000012979**U000007411 20070117 BRRTNIE, Jennifer J
385 002003  5Z80025610123451 000007411 2  PDED

11401002003 478120739012345 **A000018561**P000026110~*W000018561 20070117 Barto, Romald R
385 002003 4781907390123451 000018561 2  PDED

11401002003  529167398012345 **A000013578~"P000000966~"U000018578 20070117 Basz, Brandon D

385 002003 5291678980123451 000018578 2 PIED

11401002003  4£1358175012345 **A000003403**PO0001L99 6+ UOD000 A0 20070117 Beebe, James L

385 002003  4%13581750123451 000008403 2 PDED

11401002003 492218929012345 **A000019870*~*P000001029~*W000019870 20070117 Bejda, Mimi

385 002003 4922189290123451 000012870 2 PIED

11401002003  527704735012345 **A000034638="P000020742=*U000034638 20070117 Bekielewski, Tracy L
385 002003  5Z77047350123451 000033638 2  PDED

11401002003 485593014012345 **P00000163 8 40835 20070117 BENNEIT, Dennis M
385 002003 4855930140123451 000040835 2  PDED

11401002003  483203288012345 = 17=*P000001113 17 20070117 BERNACEL, James T
385 002003 4832032880123451 000022217 2 PDED

11401002003  494597995012345 **A000060520**PO0000LEI 0+ UODO0E0520 20070117 BEVAN, William J
385 002003  4945979950123451 000060520 2  PDED

11401002003  5127§7797012345 **A000010738~"P000019979~"U000010738 20070117 Bizzieri, John R
385 002003 5127877970123451 000010738 2 PDED

11401002003  523262366012345 **A000011450 **P000015664 000011450 20070117 Blair, Daniel J
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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 f@®. The “User-Defined Fields” popup will open.

5 Complete the fields exactly as follows:

Field Value

Name NCSeasonallndicator
Section NC Orbit

Header

Sequence (Leave this field blank.)
Number

Data Type Check Box

6 Click [

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:
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North Carolina Quarterly Wage Report

Load Saved Repart bt Distribution Group e @
Owerride Report Title Email Group b ﬁ
Submission Period
Quartar ;l V_.
Year 2007
Employer Account Mumber

Remitter Mumber

Taxable Wage Base

Create Disk File

Selected Benefit Group(s) 0

FT-05- FT- Managers Yacation Lump Sum
FT-02 - Fulk-Time Police

FT-03 - FullTime Vacation Accrued

FT-04 - Full-Time Fire

FT-06 - FT-Manager 4-¥eek Lump Sum
FT-07 - FT Village Manager - Lump Surm
FT-08 - FT-Vacation 120 hr Accrual

PT-01 - Parttime Vacation Lump Surm

—
PT-02 - Part-Time Yacation Accrued -8 )
PT-03- Part-time No Benefits

PT-04 - Part-Time 25 Hours bl Remove All

FT- 01- FT- Yacation Lurmp Sum Al

2 Make entries in the appropriate fields:

Field Description
Load Saved Saves this version of the report as a template for
Report later use. When you click EZ®, a popup will

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

like.
QOvuerride Overrides the default title (“North Carolina
Report Title Quarterly Wage Report”) of the report.
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

select the group, or click the blue-eye prompt

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

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 Required. Employer’s account number. This

Account Num-
ber

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

7
.....

same information will be generated with the
report. Check this box to generate the file.

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.
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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 {3 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”

MNew World Systems - 5.1 Test

North Carolina Quarterly Wage Report
Quarter: 1 Year: 2007

Enpljyee 88N Quariely Wages Year To Date Wages Exvess Wages Seasomal
ABC EXTERIORS, William A05 53-5454 2 D840 $2 09460 000 No
ADAMOVICH, Staoy A A01-07 5783 $1.491.80 $2pe320 00 No
Advanced Rehab, Catherine A a6 OF -39 2541 W2EH oo No
Acroush, Marty P 038 220080 F2I2290 #542.90 00 No
AKROUSH, Viola 4972- 81-4600 F105520 $211040 000 No
#merican Building Contractors, Ine., Daniel R A34 00830 22680 22 80 000 HNo
Anderson & Aesociates, N athan S50 725270 $1663.20 222040 alele) Mo
Aqua Degignz, Inc, Suran A 24 054595 f2es.05 fzes95 oo No
Arellano, Deborah A 515 850535 F1,196.90 $220280 000 HNo
ARETE 3, Glenn 602 30-8364 F2 5200 $6.704.00 000 HNo
AZZ0, John D 400217824 f260.00 $260.00 o0 Mo
BACCIND, Brian S20-42-0570 271700 420060 oo No
Baczek, Eugene b 44 78-2620 Bad274 625314 000 No
BALC UINAS, Edward P 430 05-554 8020 020 oo Mo
BALMOR, Linda S 406 120532 20709 feling==] oo No
BARTNIK, Jennifer J G285 00-2561 F1.35200 F1.35200 oo Mo
Barto, Ronald A TS 190739 f2576.29 /5277 000 HNo
Barton Electric, Eric A £19- 140295 #5200 F52.00 000 No
Bass, Brandon D G29 15-78%8 2asz3g faXic=0) oo Mo
Beebe, James L 431358175 147680 $2A53 680 000 HNo
Bejda, Mimi 492218928 F248453 436853 000 No
Bekielewski, Tracy L 277025 p2paza 084.09 00 No
BENMETT, Dennis b 485 522014 b=l eI 00 No
BERMACHKI, James T 493 20-3288 F2A62.99 $Bpe34 000 No
BEWAN, William J 404 60-7005 246070 |Az1a0 000 HNo
Bizieri, John A S12. 727797 F1o0582 542 000 Mo
Bladk, Jacqueline C 434 00-4224 44205 05 alele) Mo
Blair, Daniel J 523 25-2368 $1546.90 F2peze0 oo No
Blankenship, Judy 603 752557 F1526.90 26280 000 HNo
Blattner, Carl 481257787 I 02796 o0 Mo
BLED SOE, Cynthia 29493551 1237690 275280 oo No
BLED SOE, Fegoy 603 805050 $1877.04 258394 000 HNo

Sample Transmittal File of the “North Carolina

Quarterly Wage Report”

E New World Systems - 5.1 Test 13 Montrose Drive
5505535404ABC EXTERIORS Willian 21 0000000209460
550107570 3ADROVICH stacy ns? 0000000144160
5496074890Advanced Rehab Cathexine A37 0000000062541
5030239089AKe0ush Marty »37 0000000272240
5402014599AKROUSH viola Bl 0000000105520
$534040030American Building Colaniel 37 0000000042250
§556725276Anderson & AssociateNathan Ed 0000000166320
£524864595Rqua Designs, Inc. Susan n37 0000000028595
$515059535Rre11an0 Deboran  A37 0000000114640
$500300364RRATE 3 Glenn w37 0000000020520
5499317924m330 John 37 0000000026000
5520480570BACCTND Brian 31 0000000027170
5494702620Baczek Eugene 37 0000000034427
5530955544 BALCVINAS Eduard »a7 0000000088920
5496120532BALIOR Linaa s31 0000000003078
552000256 1BARTNIK Jenniter 331 0000000135200
5470190729Bart0 Ronala 37 0000000257639
$519140346Barton Electric  Eric 37 0000000005200
5529167990Bass Brandon D37 0000000290234
5401350175Becbe James 137 0000000147680
5492210929Be3da. i, 51 0000000024453
5527704735 Bekielewsii. Tracy 137 0000000204247
5405593014 BENNETT Dennis u37 00000000300752
5483202209 BERNACKT James 137 0000000296249
5494597995BEVAN. William  J37 0000000346070
51270779 Bizzieri John 37 0000000019952
5524094224B1ack Jacqueline €37 0000000044895
$523262366B1aix Daniel a3 0000000154640
55037686578 Lankenship Juay 31 0000000152640
540135770 7BLattner Car1 El 0000000277196
549949365 1BLEDSOR Cynthia 51 0000000137680
55030050598 E 0000000018770:
5317226380BLVE STAE TECHNOLOGIJanet 137 0000000204435
51368605508 »a7 0000000017460
5490660102 Bozicevich Matthew Ed 0000000095360
5407797379Bradley 337 0000000025350
5530306950 BREEN. Carolyn 137 0000000011532
5520420659BRELOVSKE. Jessica a1 0000000019330
5504163304 BRIDEL Jaceb 37 0000000017055
5495230124BRIGHTER CONCEPTS -litchell D37 0000000007224
$502301720BRITTON Matthew Bl 00000000335351.
550065895 Brooker Lamence  R37 0000000014962
5517303906 BROPHY. Jeterey  us1 0000000055620

Romeowille

60446

vIAX0022423

vrax

999996

AR A EE AR EEEEAAAEAAAA A AAAA AR AAAAL AR A A AR

032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
032007
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	Overview
	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

	North Carolina State Requirements
	Set up Section Header and Employee User-Defined Fields
	Section Header 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 Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined employee section headers:
	4 Click . The “User-Defined Fields Section Header” popup will open:
	5 For Section Header, type 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 sections 1 through 3), and you want the NC Orbit se...
	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:

	Validation-Set Fields 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 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:
	6 Click

	Date/Time Fields Setup
	Text Field Setup
	Set up Section Header and Hours Code User-Defined Check Box and Field
	Hours Code Section Header Setup
	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 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 co...
	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
	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:
	6 Click OK to save the entries.



	Set up Validation-Set Values
	Plan Code Values Setup
	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:
	5 In the Value field, type the following, exactly as shown below:
	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 w...
	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:
	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:

	Job Classification Values Setup
	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:
	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.
	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:
	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”



