LOOQS Ner

Public Administration Software

North Dakota State Requirements
Training/User Guide

Revised: 03/09/2012

‘ New World Systems

The Public Sector Software Company




© 2012 New World Systems Corporation. All Rights Reserved.

All rights reserved. Information within this document is the sole property of New World Systems
Corp. and is protected by copyright and or trade secret regulations. Unauthorized copying or dis-
semination of this information without the written permission of New World Systems is strictly
prohibited. Information within this document is subject to change without notice.

Printed in the United States of America

b




Contents

ST (0 o USSP UR PPN 2-1
S T=Tox 110) o I o 1= Lo [ USSR 2-2
User-Defined Fields ........c.ciiiiiiiiiiciese e 2-3
North Dakota Employee UDF ... 2-6
North Dakota Deduction UDF ... 2-7

North Dakota Deferred Compensation Report ..........cccoveeeiiiieiniiiciiee e 2-8

Sample North Dakota Deferred Compensation Report ..........ccccevverieeiiiiieenenns 2-10

Sample North Dakota Deferred Compensation Transmittal File ..............cccccevene 2-10

ST (0 o PP OU PP URRPPPRPTRN 2-11
SECHON HEAUEY ... e 2-12
User-Defined FIelds .......cocuiiiiiiii e 2-13
Employee Setup for North Dakota PERS Reporting .........ccccovveeeiiienieeennenn. 2-18
Deduction and Benefit Setup for North Dakota PERS Reporting .................. 2-18

North Dakota PERS REPOIt .......coiiiiiiiitiecienee e 2-19

Sample North Dakota PERS REPOIt ........ccociiiiiiiiiiieiii e 2-20

Sample North Dakota PERS Report Transmittal File ..........ccccooociiiiiiicieeee e, 2-21



ii



‘a New World Systems North Dakota Deferred Compensation Report

North Dakota Deferred Compensation Report

Human Resources > State Requirements > ND > Deferred Compensation
Report

ND Deferred Comp Report

Load Saved Report el Distribution Group
Override Report Title Email Group

® @

Report Criteria

=gt

From Check Date

To Check Date

=k

Pay Period Start Date

5 N

Pay Period End Date

Org Code

Create Transmittal

Use this page to generate a report and transmittal file of deferred compen-
sation data to be sent to the state of North Dakota each payroll.

A security component, North Dakota Deferred Comp Report, exists for this option.
Navigate to Maintenance > Logos Suite > Security > Users, give permission to the
users who should have access to this option, and click Save to retain the settings. The

new authorization will take effect once the user has logged off and back on to the system.

Setup

The North Dakota Deferred Compensation Report requires the setup of the
following user-defined fields:

UDF Field Type Location
ND Deferred Comp || Employment Human Resources > Work-
Plan text field force Administration >

Search > Employee >
Employment Tab

ND Provider Deduction Maintenance > Human

text field Resources > Deductions and
Benefits > Deductions >
User-Defined Fields

The following steps show you how to set up these fields and a section
header for making them easy to locate on their respective pages:
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Section Header

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

2 Select Employee Employment 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 section
headers on the Employment tab of Workforce Administration:

User-Defined Field List

Record Type ~ Employee Employment M Maintenance Type ~ Section Headers ~

Section Header Sequenc% Section Header |

1 Pension Vesting Information

T T T

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

User-Defined Fields Section Header

User Defined Field Section Header
Section Header ND Deferred Comp Report

Sequence Number 2 =

Lok L cancel )
5 For Section Header, type ND Deferred Comp Report.

6 Use the Sequence Number field to tell where you want the section to
appear in relation to other sections on the Workforce Administra-
tion Employment tab: top of the page (1), bottom of the page (99) or
somewhere in between (2-98).

Logos.NET Release 7.0 FP8 2 Last Revised: March 9, 2012
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7 Click OK. The popup will close, and the grid on User-Defined Field
List page will refresh to show the newly added ND Deferred Comp
Report section header:

User-Defined Field List

Record Type  Employee Employment - Maintenance Type  Section Headers v
Section Header Sequenc% Section Header ‘

1 Pension Vesting Information

( 2 ND Deferred Comp Report )

Cew ] oeiste. | Retresn. |

To set up an identical section header for the user-defined deduction field,
repeat steps 1-7 above, selecting Deduction for the Record Type in step 2.

User-Defined Fields

Employment

To set up the user-defined field that will appear under the ND Deferred
Comp Report section header on the Workforce Administration Employment
tab, follow these steps:

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

2 Select Employee Employment 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 fields in the
Employment section.

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

Last Revised: March 9, 2012 3 Logos.NET Release 7.0 FP8
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User-Defined Fields

User Defined Field Attributes

Name

Section Header
Sequence Number
Data Type

Maximum Length 4

ND Deferred Comp Plan
ND Deferred Comp Report +
1 -

Text A

Required ]

5 As shown in the image above, complete the fields exactly as fol-

lows:
Field Value
Name ND Deferred Comp Plan

Section Header

ND Deferred Comp Report

Sequence Number || 1
Data Type Text
Maximum Length || 4

Required

(leave unchecked)

6 Click OK. The ND Deferred Comp Plan field will be added to the
Employee Employment Attributes grid on the User-Defined Field List
page, as shown below:

User-Defined Field List

Record Type ~ Employee Employment - Maintenance Type  Attributes -
Section Header ‘Attribute MName ‘Data Type ‘ Required |
State Tax ID Texd A

(ND Deferred Comp Report ND Deferred Comp Plan Text ) |

Employment UDFs DATE T WET A E

Employment UDFs A PERS Occupation Class Text I_

Employment UDFs A PERS Termination Indicator Text

Employment UDFs ID PERSI Class T=h

Employment UDFs ID PERSI Eligibility End Date Date

Employment UDFs ID PERSI Eligibility End Reason Text

Employment UDFs ID PERSI Eligibility Start Date Date

Employment UDFs ID PERSI Invoice Number Text

Employment UDFs ID PERSI Official Text

Employment UDFs Test Text UDF 36 -40 long Text

Employment UDFs VA_VRSIneligibleEmployee Check Box -

ltems: 1 - 50 of 67 Page 1 ~ of 2 Next Page &

D &3 EZ

Logos.NET Release 7.0 FP8
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North Dakota Deferred Compensation Report

To set up the user-defined field that will appear under the ND Deferred
Comp Report section header on the Deduction Code User-Defined Fields
page in Maintenance, follow these steps:

1

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

Select Deduction from the Record Type dropdown.

Select Attributes from the Maintenance Type dropdown. The page
will refresh to show a grid of existing user-defined fields on the
Deduction Code User-Defined Fields page.

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

Complete the fields exactly as shown in the table below:

Field

Value

Name

ND Provider

Section Header

ND Deferred Comp Report

Sequence Number

1

Data Type Text
Maximum Length || 6
Required (leave unchecked)

Last Revised: March 9, 2012
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North Dakota Employee UDF

i‘g New World Systems

The image below shows the user-defined ND Deferred Comp Plan field on the

Workforce Administration Employment tab:

Employee Search

e | Anderman, Ty D (2894)

‘3 Documents
) Remote Documents
7 Notes

Employment

01/01/1900

REEGHEIE Employment [JIGES

Status Event NEW

Payroll Data

Event Reason

Employment Type Part Time

Employment Class

Eeoc Part-Time

Company
1099 [

Date Selection

Hire Date  0312/2003
Beneftt Date 03/12/2003
Accrual Date  03/01/2003

User Defined Fields

State Tax ID

¥~ ND Deferred Comp Report

~.

ND Deferred Comp

=

Plan
Employment UDFs

Seniority Date 03/12/2003

Seniority Rank

Termination Date _/_/

i

For each employee, type the code of the deferred compensation plan in
which he or she is enrolled:

e DECM (State if North Dakota Deferred Compensation Plan)
¢ ODCM (Other 457/403(b) Plan approved by NDPERS)

Logos.NET Release 7.0 FP8
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North Dakota Deduction UDF

The image below shows the user-defined ND Provider field on the Deduc-
tion page in Deductions and Benefits Maintenance:

Deduction List
Deduction Code User Defined Fields - AFSC
2004W2Box10
2004W2Box12

2004W2Box14
IA PERS Deduction

O«

ID PERSI Contribution

MERS Barg Unit -
VA_Retirement

WIRetire

ND PERS Employee After-Tax
ND PERS Employee Pre-Tax
ND PERS RHIC Employee
ND PERS Employer Pickup

ND Deferred Comp Report
ND Provider

Csove Y ese

OO0 = O

The following table contains the valid 6-character codes for the ND
Provider field:

Code Description

700002 Bank of North Dakota

700003 Hartford Life

700004 Jackson National Life

700005 Commonwealth Annuity & Life
700006 Lincoln National

700007 Nationwide Life

700008 NDPERS Companion Plan

700009 Symetra Life Insurance Company
700010 Aig Valic

700011 Waddell & Rid

700012 Other 457 Plan

700013 Other 403 (b) Plan

700014 Axa Equitable Life Insurance Co
700015 Ing Investment Services

700016 American Trust Center

700037 Kansas City Life Insurance Company of America

Last Revised: March 9, 2012 7 Logos.NET Release 7.0 FP8
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North Dakota Deferred Compensation Report

Load Saved Report 5 Distribution Group

®@

Override Report Title Email Group

Report Criteria

=l

From Check Date
To Check Date

=l

Pay Period Start Date

Pay Period End Date
Org Code

Create Transmittal ||

The following table contains descriptions of the fields on the North Dakota
Deferred Compensation Report page:

Field Description

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

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 run-
ning the report.

You may save as many tem-
plates as you would like.

Owerride Report Overrides the default report
Title title (North Dakota Deferred
Compensation Report).

Distribution A group of people selected to
Group receive the report in myReports.
Click in the field to select from
a list of existing groups, 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.

Logos.NET Release 7.0 FP8 8 Last Revised: March 9, 2012



.i New World Systems North Dakota Deferred Compensation Report

Field Description

Email Group A group of people selected to
receive the report by e-mail.
Click in the field to select from
a list of existing groups. To cre-
ate a new e-mail group, click

.
From Check Date || Required. Generated report
To Check Date contains all check data within

this date range.

Pay Period Start || Required. Reporting payroll

Date period used for the transmittal

Pay Period End file, not for gathering data.

Date

Org Code Required. Employer’s
NDPERS-assigned organiza-
tion code.

Create Transmittal || If checked, transmittal file of
the report data also is assem-
bled and submitted to myRe-
ports.

After making your selections on this page, click Submit to generate and dis-
play a report showing the data that falls within the Check Date range

selected. A PDF of the report will be submitted to myReports. If you checked
Create Transmittal, a transmittal file of the same data also will be submitted.

The report and transmittal file will contain data for each eligible employee
who has a valid deduction selected on the Deduction Code User-Defined
Fields page in Maintenance (see setup instructions preceding this section)
and a dollar amount contributed to the plan.

If an employee had more than one check during the Check Date range
selected, the data for each check will appear in a separate row.

Amounts from adjustments and manual batches will be included; voided
checks will not.

Last Revised: March 9, 2012 9 Logos.NET Release 7.0 FP8
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Sample North Dakota Deferred Compensation
Report

@ ND Deferred Comp Report - Windows Internet Explorer

4 4 41 of4r b Pl 100% - Find | Next  Select a format v Export (4] =)
] Giy of WS ND Deferred Comp Report
ORG ID 192083
Pay Date Range 01/03/11 to 01/19/12
Check Date Range 01/03/11 to 01/19/12
Employee SSN Plan Contribution Amount __ Provider
Zavattieri, Erka L 2115 280-28-8182 2500 INTLL ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115 280-28-8182 19143 MERS
Zavattier, Erka L 2115 280-28-8182 2500 INT'L ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115 280-28-8182 19143 MERS
Zavattier, Erka L 2115 280-28-8182 2500 INT'L ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115  280-28-8182 19143 MERS
Zavattier, Erka L 2115 280-28-8182 2500 INT'L ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115 280-28-8182 19143 MERS
Zavattier, Erka L 2115 280-28-8182 2500 INT'L ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115 280-28-8182 26343 MERS
Zavattieri, Erka L 2115 280-28-8182 2500 INT'L ASSOCIATION OF FIREFIGHTERS
Zavattier], Erka L 2115 280-28-8182 19143 MERS
Zavattieri, Erka L 2115 280-28-8182 2500 INTLL ASSOCIATION OF FIREFIGHTERS

Grand Totals Employee Count 146
Provider Contribution Total
AETNA LIFE & CASUALTY
INT'L ASSOCIATION OF
FIREFIGHTERS 19,950.00
MERS 1,406,959.77

Grand Total $1,427,316.77

Run by NWS on 01/19/2012 14:29:11 PM Page 41 of 41

Sample North Dakota Deferred Compensation
Transmittal File

| QYWO03EH[1] - Notepad

E=SECE =

File Edit Format View Help

2083-910631.399-Camar ena-Afyana-01032011-0119201.2-011 37011 wm* 9
2012-07 00~700007~1, 00-700007~0. 00—
34-700004-157.

2-010320;

83-930009407~C
3A~,uuuuA~15, 34700004157 , 34~700004~157 .
53-700004~157. 34~7000 001

1032011~01192012~0113

>
a—Kanr en—01032011~01192012-01132011~1~DECH~116. 14~7
I

2-192083-912280151~Du11
«

,00,1427316. 77-01032011 0119201
-01032011 01192012 01132011 1-4-09-168. 35-700002-25. 00-700003-168. 35-700002-25. 00~700003~168. 35-700002-25. 00-700003-191.43-700002-25. 00-700003-25 00~700003-25. 00-700C
4. 0070001 04.00~700004~4404. 00~700004-8904. OC

[L~14 6~192083~1~
2-192083-8482
2-192083~537153: ’D»«Amaya»«VaWenmna»«uluzzu ~0119: - 14-700004~116. 14~700004~116, 14~700004~84 . 00~700004~116 . 14~700004~17. 42~700004~8: 0444 0004
2~192083~270100: SrooKeT 0105301 15118201 2 01132011~1~OD(M~15’ 34700004157 . 34~700004~157 . 34~700004~157 . 34~7000041 57 . 34~700004~1 57 . 34~700004~157 . 34~700004~217 . 34~700004~157 . 34~700004~15]
2192083854171 52~AngeTa~Ar1e1~01032011~01192012~012 2011-1204 . 54~7 UUDUA~11L1 14~700004~29. 50~7 00004110, 14700004 -39. 33-700004-157. 34-700004~157. 34~700004~157. 34~700004~211. 34~700004~211. 34~700(
23 ran 1055011 0110901 301 57901 11 105 35200004 71, 207000044, 85 E
2~1920§3~UEOE§A992~A}/31a(hanged»«AyW1n~01U32011~01192012~01132011~1-15, 700004155 34-700004. 199 34200004157 3A~, 00004157 4345700004157 345700004174, 46-700004-174. 46-700004-174.46-700004-174
2-192083~133692491~Bat t15ToNe~Mat e0~01032011~01102012~01132011~1—~157 . 34~700004~19. 67~700004~157 . 34-700004~49. 17~700004~157 . 34~700004~19, 67~700004~157, 34~700004~157. 34~700004~171, 23~700004~171., 23.
~192083~8416287' 98~Berkuv1((H~Armﬂd~01032011~01192012~01132011~ 55202 345700002-25. 00 000032208, 6770000325 007000035181 7170000725 00700003221 . 4570000325 00~700003-15
~192083~522272950~Ber nudez~Tr ent~01032011~01192012~011320 700002~25, 00~700003~202 . 86~700002~25. 00~700003~222. 49~700002~25 , 00~700003~187 . 15~700002~25. 00~700003~187.

1030837363014 304-ber RATCheTLEAnCI 201 0301101 10901801 13201111 30, 16700003295, 00-700003-153, 20070000325, 007 000331 53, 20270000395, 00-700004133 2027000325, 007 3000S- 433, 20
~192083-14 5534 744~B1 e ] awski~C1ayton-01032011~01102012~01132011~1~~170. 36~700002~25. 00~700003~161. 86~700002~2 5. 00~700003~168, 35~700002~25, 00~700003~168, 35~700002~2 5. 00~700003~16
~192085-4324303075ledsge~Frecions-01037011-01192012-0113 2011 1.4, 40-700004-94. 40-700004-94 . 4070000491  40-700004-04 . 40-700004--64. 40-700004-94.40-700004-.8¢ . 40-700004-.84. 40

~192083~194194 665~Boehr inger~L aur e1~01032011~0119201 2~ ~700004~116.14~700004-116. 14~700004~116. 14~700004~116, 14~700004~116. 14~700004~116. 14~700004~152. 14~70000

105083-335537050 hor Jon_mache 1 e-0103901 107 18201 20T 1330111 AB7- 45700009255 07 00009151 6170000535 00700005 187 157 00009-55: 00700005187 137000025 03703003 15
2-192083-698909380~80T 211 Co-Kae-01032011-01192017-0621 201113521, 34-700004-3521. 54700004137 . 34~700004-157. 347000041 57. 34700004 157 . 34700004157 . 34-700004 -1.57. 34700004

2-192083~277991 734~8radish-Nathanial~01032011~01192012~01132011- 34-700002~25. 00~700003~181, 71~700002~25. 00~700003~181. 71~700002~25. 00~700003~213. 46~700002~25. 00~700003~213, 46~70000:
1030837423301 35-Br una ass andr a-01032 0110118301 520113 55, 432700002025, 0027000092168, 35700000225 a0 00003168, 33-700002-25. 00-700003191..43-700002-25. 00700003191 43-7
~192083~340831 387~Cad | e~Kenneth-~01032011~01192012~01132011~1—17 7 - 0003. 225, 00~700003~153. 20~700002~25, 00~700003~1 53, 20~7 00002 03-153. 20~700002-

% 21-700002-25. 00~700003 uu~.uuuus~1es 34290000325, 00-700003-168. 35270000535, 00_700003-168. 36270000235 00-700¢
X meno n 10

1930832577173 55chi ko-Geor wa~um3zun~ungzmz~uu3zun~1~nscm~15, : 3A~7uuum~15, :

-192085-344536374 Coak-La 32011~01192012~011320; DECM~157 . 34~700004~157 . 04-47, 20°7 157.34-70

45554379-C nn~01032011~u119201 2ot 0 200003
2-1 20194230 ~cr 1 staldl~cristobal 011~01192012~0113201 . A 573
2~1920§3~491360895~(urWess»«Arnn»«ﬂluzZull 0710301 52011350 7 71,
% akob~01032011-01192012-01132011.-1-0x ~116 1A~70000A~116 34700004 16 14-700004-116. 147 00004-116. 13- 900004 116 14700004~ 34 76, 1470000433 76. 14700004116, 1A~7uuum~15‘
105083 0109201 1-01192012-011 320111 -DFCN =302 3427 00002~35. 00700003181 11270000325 D0~7 00003 -L35. 0170000525, 007 00003181 - 71~/ 000023 00~ 00003181 71-700002-5. 007
~192083~004014146~D: aveﬂe~ﬂberm 01032011 18301300 133011 - DECHL57. 347000041 57 94700004157 34700004157 34 700004-157. 34-700004 157, 34-700004-157. 34-700004-174 . 46-700004 174 352700004
~192083~22111 ~Co1t~01032011~0119201 2~01132011~1~DECH~157 . 34-700004~157, 34-700004~157, 34-700004~157 . 34-700004~157 . 34-700004~157 . 34~700004~157 . 34~700004~174 . 46-700004~174., 46~700004~17
~192083~11444241 ~Dern-Makay'\a 01032011011 62012+011 320111 DECH-174. 58-700002-25, 00-700003-174. 30-700002-25. 00- 7600052174 302700007053, 007 00003174, 307000025 3007000031 74 30-7 00509~ 23,00-70C
~19208 ubeds-Lucy~01032011-01192012 01132011 -1-0E 221-700002~25. uu~, 00003173 61-700002-25. 00-700003-168. 35700003 -23. 00-700003-165. 35-700002-25.00-700003 168, 3370000225, 00-7¢
~192083~873686184~D0 NOT CHANGE~ u1uzzu11~u11gzu12 01132011 G 60700004 157 347000041 38, 8127 000041 57 34700004 1 57+ 3427000043391 347000043551 54706004
2~192083~397 gzmzl~nawwmgw(heaﬂ~u1uzzun~ungzmz~unzzun~ ~DE 0004157, 347 00004-38. 3470000447 3A~,UDDUA 157.34~700004~157 3A~,uuum~4001 54-700004~4001, 54~700004~157 . 34~700004~1
87 121 700000085 0.7 00003 171 36.700005225 00700005176 73700003 65 00700003154 767000029 00~700003-168- 3570000335,
16~700002~25. 00~700003~223. 74~700002~25.

2-192083~343690248-Dr es5enKirk-0:
02083 149033516 D]y mer e n 0209207 0019201207 13201 15 DR 55 717 0000525, 0070000369, 202700005125 00~ 000031 55 35270000329, 00700003237
500004118 147000041 16. 14-700004 216 13- 700004115 1. 70000216 1427000043476 14-300004-3476 24700004 A16- 24700004214 ~

34-700004-157. 34-700004-171

157,347

»
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North Dakota PERS

Human Resources > State Requirements > ND > PERS Report

North Dakota PERS Report

Load Saved Report = Distribution Group.
Override Report Title Email Group

H
®E

ion Period

Month 12 ~
Year 2011
ORG Codeld 309487

[ subnit L save Y saveps _J osieiz | Reset ]

Use this page to generate a report of retirement contributions data for a
selected month and year.

A security component, North Dakota PERS Report, exists for this option. Navigate
to Maintenance > Logos Suite > Security > Users, give permission to the users who
should have access to this option, and click Save to retain the settings. The new
authorization will take effect once the user has logged off and back on to the system.

Setup

The North Dakota PERS Report requires the setup of the following user-
defined fields:

UDF Field Type Location

ND PERS Plan Employment || Human Resources > Work-
validation set || force Administration >
Search > Employee >
Employment Tab

ND PERS Deduction Maintenance > Human
Employee After-Tax || Check Box Resources > Deductions and
Benefits > Deductions >
User-Defined Fields

ND PERS Deduction Maintenance > Human
Employee Pre-Tax || Check Box Resources > Deductions and

Benefits > Deductions >
User-Defined Fields

ND PERS RHIC Deduction Maintenance > Human
Employee Check Box Resources > Deductions and

Benefits > Deductions >
User-Defined Fields

Last Revised: March 9, 2012 11 Logos.NET Release 7.0 FP8
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UDF Field Type Location
ND PERS Deduction Maintenance > Human
Employer Pickup | Check Box Resources > Deductions and

Benefits > Deductions >
User-Defined Fields

ND PERS Benefit Check || Maintenance > Human
Employer Pickup || Box Resources > Deductions and

Benefits > Benefits > User-
Defined Fields

ND PERS Benefit Check || Maintenance > Human
Employer Benefit || Box Resources > Deductions and

Benefits > Benefits > User-
Defined Fields

ND PERS RHIC Benefit Check || Maintenance > Human
Employer Box Resources > Deductions and

Benefits > Benefits > User-
Defined Fields

The following steps show you how to set up these fields and a section
header for making them easy to locate on their respective pages:

Section Header

1

Logos.NET Release 7.0 FP8

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

Select Employee Employment from the Record Type dropdown.

Select Section Headers from the Maintenance Type dropdown. The
page will refresh to show a grid of existing user-defined section
headers on the Employment tab of Workforce Administration.

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

For Section Header, type ND PERS.
Use the Sequence Number field to tell where you want the section to
appear in relation to other sections on the Workforce Administra-

tion Employment tab: top of the page (1), bottom of the page (99) or
somewhere in between (2-98).

12 Last Revised: March 9, 2012
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7 Click OK. The popup will close, and the grid on the User-Defined
Field List page will refresh to show the newly added ND PERS sec-
tion header:

User-Defined Field List

Record Type  Employee Employment o Maintenance Type  Section Headers ~
Section Header Sequenc% Section Header ‘

1 ND Deferred Comp Report -
ND PERS

Remarks

Timesheet Reviewer
NY State Requirements
AZ

Wi

OR

PA

1

0 @ N ;M AW M

10 CDL Information
11 AL

12 NC

13 Indiana Retirement

14 EPARS -
[New [ Refresh_ |

8 To add the same section header for the UDFs that need to be added
to the Deduction and Benefit pages, repeat steps 2-7, substituting
Deduction or Benefit for Employee Employment in step 2.

User-Defined Fields

Employment

To set up the user-defined field that will appear under the ND PERS section
header on the Workforce Administration Employment tab, follow these
steps:

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

2 Select Employee Employment 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 fields in the
Employment section.

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

User Defined Field Attributes
Name MWD PERS Plan

Section Header ND PERS -
Sequence Number 1 A
Data Type  Validation Set =

Validation Set  ND PERS Plan -
Required ]
ok ] cancel ]
5 As shown in the image above, complete the fields exactly as fol-
lows:
Field Value
Name ND PERS Plan

Section Header ND PERS

Sequence Number || 1

Data Type Validation Set
Validation Set ND PERS Plan
Required (leave unchecked)

6 Click OK. The ND PERS Plan field will be added to the Employee
Employment Attributes grid on the User-Defined Field List page.

To comply with the formatting requirements of the state transmittal file,
values in the ND PERS Plan field must be expressed precisely; therefore, the
validation set for this field must have values set up for use by the North
Dakota PERS Report.

The following steps show you how to set up these values:

7 Navigate to Maintenance > Logos Suite > System > Validation Sets
> Validation Set List. The Validation Set List page will open.

8 Select (highlight) validation set 406 ND PERS Plan.

Click the Values button. The Validation Set Values List page for the
ND PERS Plan will open.

10 Click the New button. The Validation Set Value page will open:

Validation Set List > Validation Set Value List

Validation Set Value - 406

Validation Set 406

Value DICM

Description  Defined Contribution

Logos.NET Release 7.0 FP8 14 Last Revised: March 9, 2012
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11 As shown above, type DICM in the Value field.

12 In the Description field, type Defined Contribution or whatever
description makes the DICM value easy to identify.

13 Click Save/New. The entries will be saved, and the fields will be
cleared and made available for the entry of the next Value and
Description. The following table contains the remaining entries that
need to be added to the ND PERS Plan validation set:

Value Description

HWPL Highway Patrol

JBSR Job Service

JDGS Judges

LENE Law Enforcement without Prior Service
LEOE Law Enforcement with Prior Service
MAIN Main Defined Benefit

NAGD National Guard

14 After filling in the final Value and Description, click Save. All of
these entries now will be available for selection on the ND PERS
Plan drop-down on the Workforce Administration Employment tab,
as shown below:

Employee Search

[ Amendarez, Axel C (4231) = p}a

-
08/03/2010

=gl LYy Jobs | Payroll Data

Company v
109 O

,

b Documents Date ion

I3 Remote Documents Hire Date  08/03/2010 B Seniorty Date  08/03/2010 |

D Notes =

Benefit Date 08/03/2010 il Seniority Rank

Quick Links Accrual Date  08/01/2010 &= Termination Date __/__! ]

Employment User Defined Fields

State Tax ID

Time & Attendance ¥
m

Defined Contribution -
Highway Patrol i
Job Service
ND Deferred Comp | Judges

Plan | Law Enforcement with Prior Service |

ND PERS Law Enforcement without Prior Service
Main Defined Benefit -

ND PERS Plan v

Reémmaths

D Deferred Comp R

Additional Comments
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Deduction

To set up the Deduction UDFs, follow these steps:

1

Logos.NET Release 7.0 FP8

‘g Neww World Systems

Navigate to Maintenance > Logos Suite > Security > User-Defined

Fields.

Select Deduction from the Record Type drop-down.

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

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

Complete the fields exactly as follows:

Field

Value

Name

ND PERS Employee After-Tax

Section Header

ND PERS

Sequence Number || 1
Data Type Check Box
Click OK.

Repeat steps 4-6 for the remaining 3 deduction check boxes that
need to be set up. The following tables contain the entries you need

to make:
Field Value
Name ND PERS Employee Pre-Tax

Section Header

ND PERS

Sequence Number || 2

Data Type Check Box

Field Value

Name ND PERS RHIC Employee

Section Header

ND PERS

Sequence Number

3

Data Type

Check Box

16
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Field

Value

Name

ND PERS Employer Pickup

Section Header

ND PERS

Sequence Number

4

Data Type

Check Box

When you are finished, the Deduction Attributes grid on the User-

North Dakota PERS

Defined Field List page should contain a row for each user-defined
deduction check box you have saved as part of the ND PERS section
on the Deduction Code User-Defined Fields page in Deductions and
Benefits Maintenance.

Benefit

To set up the Benefit UDFs, repeat steps 2-6 in the preceding Deduction sec-

tion, selecting Benefit as the Record Type in step 2, and making entries

exactly as shown in the following tables:

Field

Value

Name

ND PERS Employer Pickup

Section Header

ND PERS

Sequence Number || 1

Data Type Check Box

Field Value

Name ND PERS Employer Benefit

Section Header

ND PERS

Sequence Number || 2

Data Type Check Box

Field Value

Name ND PERS RHIC Employer

Section Header

ND PERS

Sequence Number

3

Data Type

Check Box

Last Revised: March 9, 2012
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When you are finished, the Benefit Attributes grid on the User-
Defined Field List page should contain a row for each user-defined
benefit check box you have saved as part of the ND PERS section on
the Benefit Code User-Defined Fields page in Deductions and
Benefits Maintenance.

Employee Setup for North Dakota PERS Reporting

To set up an employee for North Dakota PERS reporting, follow these
steps:

1 Navigate to Human Resources > Workforce Administration >
Search.

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 certified reporting. The employee’s Workforce Administration
page will open.

Click the Employment tab.

Click the Edit button on the left side of the Employment header.
Scroll down to the ND PERS section.

Make a valid selection in the ND PERS Plan field.

Click Save.

Repeat these steps for each employee who is to be included in the
report.

© 0o N o a »

Deduction and Benefit Setup for North Dakota PERS
Reporting

To assign deductions for use in North Dakota PERS reporting, follow these
steps:

1 Navigate to Maintenance > Human Resources > Deductions and
Benefits > Deductions. The Deduction List page will open.

2 Highlight a deduction.

3 Click the User-Defined Fields button. The Deduction Code User
Defined Fields page for the selected deduction will open.

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

5 Click Save.
Repeat these steps for all appropriate deductions.

7 To assign benefits for use in PERS reporting, repeat steps 1-6, sub-
stituting Benefits for Deductions in step 1 to open the Benefit List

page.
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North Dakota PERS Report

To run the North Dakota PERS Report, navigate to Human Resources >
State Requirements > ND > PERS Report:

North Dakota PERS Report

Load Saved Report v Distribution Group -3
Override Report Title Email Group #

ion Period

Month 12 ~
Year 2011
ORG Codeld 309487

[ subnit L save Y saveps _J osieiz | Reset ]

The following table contains descriptions of the fields on the North Dakota
PERS Report page:

Field Description

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

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 run-
ning the report.

You may save as many tem-
plates as you would like.

Owerride Report Overrides the default report

Title title (North Dakota PERS
Report).

Distribution A group of people selected to

Group receive the report in myReports.

Click in the field to select from
a list of existing groups, 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.
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Field

Description

Email Group

A group of people selected to
receive the report by e-mail.
Click in the field to select from
a list of existing groups. To cre-
ate a new e-mail group, click

8.

Month

Year

Required. Generated report
will contain data for all checks
and adjustments with check
dates that fall within the Month
and Year selected. Fill in all
four digits of the year.

Org Code ID

Required. Employer’s six-char-
acter, NDPERS-assigned orga-
nization code.

After making your selections on this page, click Submit to generate and dis-
play a report showing the data the transmittal file will contain for the Month
and Year selected. You may save the report in other formats or click the

Send to myReports button to have it sent to myReports as a PDF. The trans-
mittal file will be submitted automatically to myReports.

Sample North Dakota PERS Report

@ North Dakota PERS Report - Windows Internet Explorer

IS8 EoE 5

4 4 1 of3 b bl 100% Find | Next  Select a format ~ Export (3] =
= -
North Dakota PERS Report
ORG Code ID 309487
Reporting 12/2011
Employee
Pre-tax
Employee  Empoyee  Employer
Employee SSN Plan After-tax Pre-tax Pickup Employer Benefit  RHIC Employee  RHIC Employer Wages
2705 Avelar, Amani E 795-13- 00 4143 .00 .00 .00 115.68 2,071.60
3373
2248 Balick, Deborah J 178-79- 00 .00 .00 399.60 133.20 .00 2,664.00
3712
2548 Becker, Bryan A 843-66- 46.15 46.15 00 788.44 308.96 00 25,486.38
0575
2042 Becze, Ashton G 440-59- 00 .00 .00 149.29 49.76 .00 2,488.10
4063
3113 Beegle, Alissa M 204-27- 66.19 .00 .00 161.51 .00 .00 3,610.58
0907
2880 Benek, Pierre M 192-99- 00 78.92 .00 .00 .00 220.34 2,896.00
9807
83 Bermudez, Trent S 522-27- 00 .00 681.87 .00 .00 .00 3,634.72
2950
3589 Bernatchez, Francis M 798-91- 00 00 479.01 00 00 00 2,553.35
4894
2798 Bernhagen, Calie A 525-46- 34.00 34.00 .00 120.72 74.24 .00 2,812.00
4733
1451 Bex, Janet 268-45- MAIN 00 .00 .00 379.94 126.65 .00 6,933.92
1773
3438 Bielawski, Clayton M 145-53- 00 .00 598.53 .00 .00 .00 3,190.46
47494
2481 Bilus, Angie J 051-24- 00 .00 .00 100.00 .00 .00 151.97
2630
1437 Blhovde, Sydnee A 328-01- MAIN 00 00 00 339.48 113.16 00 3,863.20
9083
3014 Boosalis, Adolfo 930-89- MAIN 00 .00 00 120.00 90.00 .00 14,345.78
5637
725 Borjon, Rachele N 325-53- 00 .00 631.98 .00 .00 .00 3,368.77
7050
884 Bradish, Nathanial E 277-99- 00 .00 723.94 .00 .00 .00 3,858.94
1734
133 Brissnn Gall/1 101-18- on on on 15099 o on S1g50 =
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20

Last Revised: March 9, 2012



(

North Dakota PERS

a;\-’eu' World Sys

Sample North Dakota PERS Report Transmittal File

| QYw0031Z11] - Notepad

File Edit Format View Help

5457711332050, 36-67408. 08102011 z

79513337 3-Ave] 1ar~Amani~12: 10941 43-0.00-0,00-0.00-115. 68-2071. 60

175793715 Ba T | bDebor A 2901 A - 000, 00°0. 00330, 66.133. 30-0. 2

343600575 mecker _sryan 122011146, is-ie. 15~u 00-788. 44-308. 961 RIS TN

ze~Ashton~122011~~1~ U DD U . 1
204270007 -Beeg | e~Alissa~122
192099807 -Benek~Pierr e~122011— 1wu 0o s 52-5, 00-0.00°0.00220, 34-2896. 00
-00-0. 00-36323.

,00-0.00-3553. 35

o
~323537030-s0r jon-Rachelle- 12201110 uu~u uu~ez1 95~u 00~0.
sh-Nathanial~122011~1—

T oy o oo o 1330 11 a8 Do 00, 00141 415, 36 u uu zueA 00
4 eper o~Gerardo-122011-1-20.00-141. 39-0.00-252. 81 60,60
szon-Cayden-122011--1~-35. 00-35.00-0. 00-0.00-3 Rier

736 Chanb ] T5sayinrer 157 5 ~569. 55-18 0-5097.00

0070500247 813420
o056, 6933, 2150 082310, 50
~227.98~75. 99.0. 00-16145. 38
00-0. 00-2¢2: 213257 50
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	North Dakota Deferred Compensation Report
	Setup
	Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 section headers on the Employment tab of Workforce Administration:
	4 Click New. The User-Defined Fields Section Header popup will open:
	5 For Section Header, type ND Deferred Comp Report.
	6 Use the Sequence Number field to tell where you want the section to appear in relation to other sections on the Workforce Administration Employment tab: top of the page (1), bottom of the page (99) or somewhere in between (2-98).
	7 Click OK. The popup will close, and the grid on User-Defined Field List page will refresh to show the newly added ND Deferred Comp Report section header:

	User-Defined Fields
	Employment
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 fields in the Employment section.
	4 Click New. The User-Defined Fields popup will open:
	5 As shown in the image above, complete the fields exactly as follows:
	6 Click OK. The ND Deferred Comp Plan field will be added to the Employee Employment Attributes grid on the User-Defined Field List page, as shown below:

	Deduction
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Deduction from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will refresh to show a grid of existing user-defined fields on the Deduction Code User-Defined Fields page.
	4 Click New. The User-Defined Fields popup will open.
	5 Complete the fields exactly as shown in the table below:


	North Dakota Employee UDF
	North Dakota Deduction UDF

	North Dakota Deferred Compensation Report
	Sample North Dakota Deferred Compensation Report
	Sample North Dakota Deferred Compensation Transmittal File

	North Dakota PERS
	Setup
	Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 section headers on the Employment tab of Workforce Administration.
	4 Click New. The User-Defined Fields Section Header popup will open.
	5 For Section Header, type ND PERS.
	6 Use the Sequence Number field to tell where you want the section to appear in relation to other sections on the Workforce Administration Employment tab: top of the page (1), bottom of the page (99) or somewhere in between (2-98).
	7 Click OK. The popup will close, and the grid on the User-Defined Field List page will refresh to show the newly added ND PERS section header:
	8 To add the same section header for the UDFs that need to be added to the Deduction and Benefit pages, repeat steps 2-7, substituting Deduction or Benefit for Employee Employment in step 2.

	User-Defined Fields
	Employment
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee Employment 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 fields in the Employment section.
	4 Click New. The User-Defined Fields popup will open:
	5 As shown in the image above, complete the fields exactly as follows:
	6 Click OK. The ND PERS Plan field will be added to the Employee Employment Attributes grid on the User-Defined Field List page.
	7 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List. The Validation Set List page will open.
	8 Select (highlight) validation set 406 ND PERS Plan.
	9 Click the Values button. The Validation Set Values List page for the ND PERS Plan will open.
	10 Click the New button. The Validation Set Value page will open:
	11 As shown above, type DICM in the Value field.
	12 In the Description field, type Defined Contribution or whatever description makes the DICM value easy to identify.
	13 Click Save/New. The entries will be saved, and the fields will be cleared and made available for the entry of the next Value and Description. The following table contains the remaining entries that need to be added to the ND PERS Plan validation set:
	14 After filling in the final Value and Description, click Save. All of these entries now will be available for selection on the ND PERS Plan drop-down on the Workforce Administration Employment tab, as shown below:

	Deduction
	To set up the Deduction UDFs, follow these steps:
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields.
	2 Select Deduction from the Record Type drop-down.
	3 Select Attributes from the Maintenance Type drop-down. 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.
	7 Repeat steps 4-6 for the remaining 3 deduction check boxes that need to be set up. The following tables contain the entries you need to make:


	Benefit

	Employee Setup for North Dakota PERS Reporting
	To set up an employee for North Dakota PERS reporting, follow these steps:
	1 Navigate to Human Resources > Workforce Administration > Search.
	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 certified reporting. The employee’s Workforce Administration page will open.
	4 Click the Employment tab.
	5 Click the Edit button on the left side of the Employment header.
	6 Scroll down to the ND PERS section.
	7 Make a valid selection in the ND PERS Plan field.
	8 Click Save.
	9 Repeat these steps for each employee who is to be included in the report.


	Deduction and Benefit Setup for North Dakota PERS Reporting
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits > Deductions. The Deduction List page will open.
	2 Highlight a deduction.
	3 Click the User-Defined Fields button. The Deduction Code User Defined Fields page for the selected deduction will open.
	4 Under the ND PERS section header, check each box that will apply to the selected deduction.
	5 Click Save.
	6 Repeat these steps for all appropriate deductions.
	7 To assign benefits for use in PERS reporting, repeat steps 1-6, substituting Benefits for Deductions in step 1 to open the Benefit List page.


	North Dakota PERS Report
	Sample North Dakota PERS Report
	Sample North Dakota PERS Report Transmittal File


