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REPORT SETUP

Overview

This chapter provides information on setting up the user-defined fields necessary to pro-
cessing Ohio State Requirement Reports.

1 “User Defined Fields Setup” on page 1-2 details how to set up benefit, deduction,
and hours code as user-defined fields necessary to run the Ohio Police and Fire
Pension report.
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User Defined Fields Setup

The Ohio Police and Fire Pension Report requires that deductions, benefits, and hours code
fields are set up in User-Defined Fields. These fields accommodate pension contributions
made by employees, in the form of payroll deductions, or employers, in the form of bene-
fits. Then category codes must be added to the deduction and benefit fields. Contributions
to the pension fund depend on the plan to which the employee belongs.

Setting Up Deductions

To set up deduction user-defined fields for the Ohio Police and Fire Pension Report:

1 From the Maintenance menu, select Logos Suite > Security > User-Defined
Fields. The “User-Defined Field” page displays.

Select Deduction from the Record Type control.
Click the New button. The “User-Defined Fields” popup displays.

2} Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName |

Data Type E_TE)ﬁ ¥
Maximum Length
Required O
Lo

4 Complete the fields exactly as follows:

Table 1.1

Control Value
Name OHP&F
Data Type Text
Maximum Length 1
Required Unselected

5 Click OK.

To set up category codes for deductions:

1 From the Maintenance menu, select Human Resources > Deductions and Bene-
fits > Deductions. The “Deduction List” page displays.

2 Highlight the row of the deduction in the list for which you want to add a pension
category code.

Logos.NET Human Resources 1-2 Last Revised: December 11,2013
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3 Click the User Defined Fields button. The “Deduction Code User Defined
Fields” page displays.

Deduction List

Deduction Code User Defined Fields - PPO-Single

Name

Value |

20042801 0
20042801 2
20042801 4
OHP&F

4 Click the OHP&F row in the table to highlight it. Click it again to put the row in
EDIT mode.

5 Enter the appropriate value as needed for the codes:

Table 1.2
Value Meaning
P Deduction should be included as a pre-tax deduction.
T

Deduction should be included as a taxable deduction.

6 Click Save.

Repeat Steps 2-6 for the remainder of the deductions for which you want to add a
pension category code.

Last Revised: December 11, 2013
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Setting Up Benefits

To set up benefit user-defined fields for the Ohio Police and Fire Pension Report:

1 From the Maintenance menu, select Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page displays.

Select Benefit from the Record Type control.
Click the New button. The “User-Defined Fields” popup displays.

User Defined Field Attributes

MName |
Data Type ITgﬁi_V]
Maximum Length
Required O
o

4 Complete the fields exactly as follows:

Table 1.3

Control Value
Name OHP&F
Data Type Text
Maximum Length 1
Required Unselected

5 Click OK.

To set up category codes for benefits:

1 From the Maintenance menu, select Human Resources > Deductions and Bene-
fits > Benefits. The “Benefit List” page displays.

2 Highlight the row of the benefit in the list for which you want to add a pension
category code.

Logos.NET Human Resources 1-4 Last Revised: December 11,2013
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3 Click the User Defined Fields button. The “Benefit Code User Defined Fields”
page displays.

Benefit List

Benefit Code User Defined Fields - Profit

Name | Value
2003W2B0x10 Y
2003W2B0x12
2003W2B0x14 Prafs

20042801 0
20042801 2
20042801 4
OHPE&F

4 Click the OHP&F row in the table to highlight it. Click it again to put the row in
EDIT mode.

5 Enter the appropriate value as needed for the codes:

Table 1.4

Value Meaning

Y Benefit should be included in the report.

6 Click Save.

7 Repeat Steps 2-6 for the remainder of the benefits for which you want to add a
pension category code.

Setting Up Hours Codes

To set up hours codes user-defined fields for the Ohio Police and Fire Pension Report:

1 From the Maintenance menu, select Logos Suite > Security > User-Defined
Fields. The “User-Defined Field” page displays.

2 Select Hours Code from the Record Type control.

Last Revised: December 11,2013 1-5 Logos.NET Human Resources
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3 Click the New button. The “User-Defined Fields” popup displays.

ps.NET -- Web Page Dialog

MName |
Diata Type iTE)ﬁ v

Maximum Length

Required O

o) cancel

4 Complete the fields exactly as follows:

Table 1.5

Control Value
Name OHP&F
Data Type Text
Maximum Length 1
Required Unselected

5 Click OK.

To set up category codes for hours codes:

1 From the Maintenance menu, select Human Resources > Earnings Mainte-

nance > Hours Codes. The “Hours Codes List” page displays.

2 Highlight the row of the hour code in the list for which you want to add a pension

category code.

Logos.NET Human Resources 1-6
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3 Click the User Defined Fields button. The “Hour Code User Defined Fields”

page displays.

Hours Codes List

Hours Code User Defined Fields - REG

Name | Value

20042801 2
20042801 4
OHP&F

4 Click the OHP&F row in the table to highlight it. Click it again to put the row in

EDIT mode.

5 Enter the appropriate value as needed for the codes:

Table 1.6

Value

0

Meaning

Regular Pay - Pay that keeps the member on payroll /makes
up the Hours Base.

Holiday Pay - Pay for holidays. Report dates if they differ from
the current date.

Overtime Pay - Do not report hours paid.
Longevity - Do not report hours paid.

Shift Differential - Use only if paid a lump sum outside current
PPE dates. Do not report hours.

Acting Pay - Use only if paid a lump sum outside the current
PPE dates. Do not report hours.

Retro Pay - Use on individual retro reports broken out by Pay
Period ending dates. Do not report hours paid.

Current Additional Allowable Salary - Do not report hours paid.

Lump Sum Additional Allowable Salary - Do not report hours
paid.

Military Pay - Do not report hours paid.
Educational Allowance - Do not report hours paid.

Performance Bonus - Do not report hours paid.

Last Revised: December 11, 2013
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Table 1.6
Value Meaning
C Sick Leave Incentive - Pensionable only if it does not reduce
the member’s sick leave bank. Do not report hours paid.
D Stress/Hazard Pay - Do not report hours paid.

Special Duty - Pensionable only if the employer assumes
responsibility of payment to the member. Do not report hours
paid.

6 Click Save.

7 Repeat Steps 2-6 for the remainder of the hours codes for which you want to add
a pension category code.

If any other codes are required, obtain these from the Ohio Police and Fire Pension
administrator. Set up these codes using the same steps above.

Setting Up Employees

To set up employee user-defined fields for the Ohio PERS Report,

1 From the Maintenance menu, select Logos Suite > Security > User-Defined
Fields. The “User-Defined Field” page displays.

Select Employee from the Record Type control.
Click the New button. The “User-Defined Fields” popup displays.

2} Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName |
Diata Type :TE)ﬁ ¥

Maximum Length

Required O

4 Complete the fields exactly as follows:

Table 1.7

Control Value

Name Ohio PERS Begin Code
Data Type Validation Set

Logos.NET Human Resources 1-8 Last Revised: December 11,2013
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Table 1.7

Control Value

Validation Set Ohio PERS Employee Begin Code

Required Unselected

5 Click OK.
6 Click the New button. The “User-Defined Fields” popup displays again:

2} Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName |

Diata Type |T9>ﬁ v
Maximum Length

Required O

o) cancel

7 Complete the fields exactly as follows:

Table 1.8
Control Value
Name Ohio PERS Begin Date
Data Type Date/Time
Required Unselected

8 Click OK.

9 Click the New button. The “User-Defined Fields” popup displays:

2} Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName |

Diata Type |T9>ﬁ v

Maximum Length

Required O

o) cancel

Last Revised: December 11,2013 1-9 Logos.NET Human Resources
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10 Complete the fields exactly as follows:

11 Click OK.

12 Click the New button. The “User-Defined Fields” popup displays.

Table 1.9

Control Value

Name Ohio PERS End Code
Data Type Validation Set
Validation Set Ohio PERS Employee End Code
Required Unselected

2} Logos.NET - Web Page Dialog

User-Defined Fields

User Defined Field Attributes

MName
Diata Type iTE)ﬁ v
Maximum Length

Required O

o) cancel

13 Complete the fields exactly as follows:

14 Click OK.

Logos.NET Human Resources

Table 1.10

Control Value

Name Ohio PERS End Date
Data Type Date/Time
Required Unselected

1-10
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When you go into an employee record, you will now be able to see this information on the
user-defined fields attribute:

Emp 1
Employee - Bennett, James (87)

Adtribute |3 ~| Emplavee Benneﬂ,James(E?) « (D)
Name |Value
1099-R

Federal TaxID

Ohio PERS Begin Code
Ohio PERS Begin Date
Ohio PERS End Code
Ohio PERS End Date

L sme J_Cancel |

Last Revised: December 11, 2013 1-11
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Alternate Values

The existing pay group frequencies must be expressed precisely to be used by the transmit-
tal file. To meet this need, the Pay Group validation set must have alternate values defined

for use by the Ohio PERS Report.

To set up these values,

1 Go to Maintenance > System > Validation Sets > Validation Set List. You will

see the following screen:

Validation Set List

Set Number  / |Name

| Description | o

1 Validation Set Alternate Usage Type
o Document Type

&l State

4 Gender

5 Race

3] Emplovee Type

T Employvee Class

8 EEQC Function

9 EECQC Categaory

10 Fay Group

11 Withholding Status

12 Marital Status

13 Froject Category

14 Inactive Reason

15 Froject Manager

16 Budget Type

17 Telephone Type

18 Cerification - Unit of Measure

Walidation Set Alternate Usage 1
Aegis/MSP Document Extensior —
State

Gender

Race

Employvee Type

Employvee Class

EEQC Function

EEQC Categaory

Fay Graup

Employvee TaxWithhalding Stat
Marital Status

Froject Category

Froject Inactive Reasaon

Froject Manager

Budget Type

Telephone Type

Certification - Unit of Measure

2 Click on the Values button for Line 1, Validation Set Alternate Usage Type. You

will see a screen like the following:

ist
Validation Set Values List - 1 Validation Sel Alternate Usage Type

Value | Description

COBRA Relationship COBRA Relationship
NS 1083 Type 10849 Type Codes
NWS Pay Groups Pay Groups

MW Gluick Yalue MW Guick Value

(new {_nclete, ] Reiiesh_ ] atenatcs..

Logos.NET Human Resources
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3 Click New to add a new alternate usage type. You will see the following screen:

“alidation Set List = Validation Set Value List

Validation Set Value - 1
Walidation Set 1

Walug

® Prov & Ned

Description |

[ save | savemew J Deieio J Reset J avernues |

4 Enter OHPERS in both the Value and the Description controls.
5 Click Save.

6 Return to the Validation Set List and click on Validation Set 10 (Pay Group).
Click on the Values button. You will see a screen like the following:

Walidation Set List

Validation Set Values List - 10 Pay Group @ Prev @ next
Value | Description

B Bi-weekly

g Semi-Monthly

Chen
7 Highlight each row and click the Alternates button.

8 Click on the New button. You will see the following screen:

Alternate Value

Usage Type | :I

Walug |

Description |

oic]_cancel

9 Select OHPERS in the Usage Type control. Enter a record for each row below by

entering the Value and Description for each. Click OK after each is added; then
click New to add the next one:

Table 1.11
Value Description
1 Annual
2 Semi-annual
3 Quarterly
Last Revised: December 11, 2013 1-13

Logos.NET Human Resources



Report Setup

Ao Wi ster
Validation Sets .g New World Systems

Table 1.11
Value Description
4 Monthly
5 28-day Period
6 Semi-Monthly
7 Bi-Weekly
8 Weekly

10 These values will now display in the Payroll Cycle control on the Ohio PERS
Report page.

Validation Set Values

1 Go to the Validation Set List and click on the validation set for Ohio PERS Begin
Code. Click on the Values button.

2 Click New. You will see the following screen:

® Prev & Ned

Walidation Set 262

value |

Description |

3 Enter a record for each row below by entering the Value and Description for each.
Click OK after each is added; then click New to add the next one:

Table 1.12 OHIO PERS Begin Code Alternate Values

Value Description
A Name Change
N New Employee
R Return from Leave
S Social Security Change
X Both Name and SSN Change

For new employees, the system will supply the “N” value on the report for the employee.
The user will need to enter the other codes and the corresponding date.

4 Return to the Validation Set List and click on the validation set for Ohio PERS
End Code. Click on the Values button.

Logos.NET Human Resources 1-14 Last Revised: December 11, 2013
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5 Click New. Enter a record for each row below by entering the Value and Descrip-
tion for each. Click OK after each is added; then click New to add the next one:

Table 1.13 OHIO PERS End Code Alternate Values

Value Description
D Death
L Leave of Absence
Q Quit
R Retired
T Transferred

When an employee has been terminated, the system will supply the “Q” value on the report
for the employee and will use the termination date. The user will need to enter the other
codes and the corresponding date.

Last Revised: December 11,2013 1-15 Logos.NET Human Resources
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REPORTS

Overview

This chapter provides detailed window and field information for Ohio state requirement
reports. Use these reports as guides for state remittances. For more information about these
remittances, please refer to the following Web site:

?  http://www.state.oh.us

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

1 “PERS Report” on page 2-2 enables authorized users to select the information
that appears on the Ohio Retirement Report and submit it to myReports.

2 “Quarterly Tax and Wage Report” on page 2-8 provides specific window and field
information for the “Quarterly Tax and Wage Report” page. For a description of
the procedures that can be performed from this page, please refer to Chapter 3,
“Procedures.”

3  “Create Ohio Police and Fire Data” on page 2-13 is used to create a work file into
which data from payroll is entered.

4 “Ohio Police and Fire Pension List” on page 2-15 allows authorized users to
review and maintain pension information for each employee within an organiza-
tion.

5 “Ohio Police and Fire Pension” on page 2-18 enables authorized users to add an
employee to the pension list or to maintain an employee already on the list.

6 “Print Ohio Police and Fire Pension” on page 2-20 enables authorized users to
produce the Ohio Police and Fire Pension report.

Last Revised: December 11,2013 2-1 Logos.NET Human Resources
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PERS Report

The “PERS Report,” accessed from the Human Resources menu (Human Resources >
State Requirements > OH > PERS), enables authorized users to select the information
that appears on the Ohio Retirement Report and submit it to myReports. For a description
of the procedures that can be performed on this page, please refer to Chapter 2, “Proce-

dures.”
Ohio PERS Report
Load Saved Report b Distribution Group A @
COverride Report Title Email Group b @
PERS Employer Code ||
Feriod Begin Date 3
Period End Date 3
Reporting Frequency b’
Cantribution Percentage

Available Benefit Group(s): 24 Selected Benefit Group(s): 0

AMST - Accrual For MST ”~

Birds - Early Birds 2)

BZAIPC - BZA & Pllan Comm

CAFETESTGRP - Cafe Test Group

Copy Birds - Copy Birds ?_})

Dave's - Dave's Benefit Group

DJFS - DJFS BEMEFIT GROUP

FIRE F - Firefighter S./‘

GEMNERAL 80 - GEMERAL 80 GROUP

HELY - Hourly

MRR - Rajczi BG

MRR 2 - Rajczi 2 v (_()

Entry Control Descriptions
Table 2.1 “PERS Report” Controls
Control Description
Load Saved Report This control enables you to retrieve selection criteria that has been previously defined.

It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option
can be stored. The default selection is <blank>.

Override Report Title This control contains the title that will replace the default title. It may contain 64 charac-
ters.

PERS Employer Code This control is required. Enter the employer’s six-digit code.

Period Begin Date This control is required. Enter the first pay batch end date for which the report should
be run.

Period End Date This control is required. Enter the last pay batch end date for which the report should
be run.

Reporting Frequency This control is required. Enter how often the report should be run: monthly, semi-

monthly, or bi-weekly.

Contribution Percentage This control allows for the separation of the employer contributions paid for employees.
If a Contribution Percentage is entered, it will be used to calculate gross wages; for
example, if 10% were the contribution percentage and $140 the contribution, the calcu-
lation would divide 140 by .10, and the gross wages would equal $1400.

Logos.NET Human Resources 2-2 Last Revised: December 11,2013
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PERS Report

Benefit Groups Tab

As the default visible tab of the “PERS Report” page, the “Benefit Groups” tab enables

users to specify the employees to include on the report by selecting their benefit groups.

This tab is shown as the default under “PERS Report.”

Benefit Groups Tab Entry Control Descriptions

Table 2.2 “PERS Report” Benefit Groups Tab Controls

Control Description

Available Benefit Groups This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

Selected Benefit Groups This control displays all benefit groups that have been selected to include on the listing.

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

Benefit Groups Tab Command Buttons

Table 2.3 “PERS Report” Benefit Groups Tab Command Buttons

Button

Add

Add All

Remove

Remove All

Description

This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Last Revised: December 11, 2013
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Deductions Tab

The “Deductions” tab enables users to specify the deductions to include on the report. The
deduction amounts using these deduction codes will be reported as contributions. Only
employees with one or more of these deduction codes in the reporting period will be
included on the report.

Deductions m

Available Deduction Codel(s]: 44 Selected Deduction Code(s): 0
ADWANCE AMERICA - ADVARCE AMERICA - J
AFLAC-ACC - Accident Coverage
AFLAC-CAMCER - Cancer Care Coverage —fid
AFLAC-CANCER PAY - AFLAC-CANCER PAYBACK ]
AFLAC-ICARE - Intensive Care Coverage
AFLAC-LIFE - AFLAC-LIFE FAMILY ddd ANl
AFLAC-STD - Short-Term Digahility [
AlG-Def Camp - Deferred Comp - AIG
CFF Dues - Firefighters Dues «Remove
CIRCUIT CLK - Wage Assignment - Circuit Clerk - 5
DEMT - MEM +2 - DENTAL - MEMEER + 2 m
DEMT- MEM +1 - DENTAL - MEMBER + 1 bdL Remove Al

Deductions Tab Entry Control Descriptions

Table 24 “PERS Report” Deductions Tab Controls

Control Description

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

Selected Deductions This control displays all deductions that have been selected to include on the listing. At
least one deduction must be selected. Users may use Ctrl+Click to select multiple
deductions or Shift+Click to select a range of deductions.

Deductions Tab Command Buttons

Table 2.5 “PERS Report” Deductions Tab Command Buttons

Button Description

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

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

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

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

Logos.NET Human Resources 2-4 Last Revised: December 11,2013
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Benefits Tab

The “Benefits” tab enables users to specify the benefits to include on the report. If you
have employer-paid benefits that you want reported as contributions, select them here. If
you report only employee-paid deductions as contributions, do not select any benefits here.

H ! [ Beneffis
Auailsble Benefit Code(s]: 20 Selected Benefit Codefs]: O

DEMTAL LIB - DENTAL LIBRARY

DEMTCM - DENTAL CITY MARNAGER

HEALTH CHM - Health Ins City Manger

HMO + 1Y 2 MEDI - HWO + 1 WITH BOTH MEDICARE PF
HMO +1 - HMO + 1

HMO +1 ¥y 1 MEDIC - HMO + 1 WITH ONE MEDICARE PR
HMO +2 - HMO +2

HMO LIB - HMO Library

HMO Single - HMO Single
IMRF - IMRF

IMRF SLEP - IMRF SLEP
||LIFE - Life Insurance

Benefits Tab Entry Control Descriptions

Table 2.6 “PERS Report” Benefits Tab Controls

Control Description

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

Selected Benefits This control displays all benefits that have been selected to include on the listing. Users
may use Ctrl+Click to select multiple benefits or Shift+Click to select a range of bene-
fits.

Benefits Tab Command Buttons

Table 2.7 “PERS Report” Benefits Tab Command Buttons

Button Description

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

Add All This button moves all benefits from the Available Benefits multi-select textbox to the Selected Bene-
fits multi-select textbox. If no benefits are listed in the Available Benefits multi-select textbox, the Add
All command button is disabled.

Remove This button moves all selected benefits from the Selected Benefits multi-select textbox to the Avail-
able Benefits multi-select textbox. If no benefits are listed in the Selected Benefits multi-select text-
box, the Remove command button is disabled.

Remove All This button moves all benefits from the Selected Benefits multi-select textbox to the Available Bene-
fits multi-select textbox. If no benefits are listed in the Selected Benefits multi-select textbox, the
Remove All command button is disabled.
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Command Buttons

Table 2.8 “PERS Report” Command Buttons

Button Description
Submit This button automatically sends the “PERS Report” to myReports and produces a transmittal file.
Reset This button updates the page and sets the data in the controls to the state they were in when the

page was last saved.

Save If the report settings have not yet been saved, this button opens a popup page that enables the user
to save the current report settings and assign a name to the settings so they can be used at a later
date. When OK is clicked, the settings are saved, the popup page is closed, and the cursor focus is
placed in the PERS Employer Code control. When changes are made to a previously saved report,
any changes are saved to the report settings and the cursor focus is placed in the PERS Employer
Code control. This button is hidden if the user does not have the appropriate security permissions.

Save As This button opens a popup page that enables the user to save the current report settings and assign
a name to the settings so they can be used at a later date. When OK is clicked, the settings are
saved, the popup page is closed, and the cursor focus is placed in the PERS Employer Code control.
This button is hidden if the user does not have the appropriate security permissions.

Delete Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. When OK is clicked, the saved report settings are deleted, all controls are
cleared, and the cursor focus is placed in the PERS Employer Code control. This button is hidden if
the user does not have the appropriate security permissions.

Report Output

Generated via the “PERS Report” page, the report provides users with information detail-
ing retirement information for employees. The report and transmittal file include the
deduction/benefit gross from the deductions and benefits selected. Data on the report is
sorted by Social Security Number and includes all employees whose batch pay end date is
between the Period Begin Date and Period End Date, who are in the benefit group, and
who have the selected deduction(s) specified. The report includes a count of all employees,
and a total for the Gross Wages and Contributions columns. A sample report appears below.

City of NWS
Ohio PERS Report
From Date: 01/01/2008 - To Date: 01/30:2009

ssw Mame Begin B D End  p o0 Date Frequency Cros Wages

Code SRS Code

S44.45568
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Report Fields

Table 2.9 “PERS Report” Fields

Column Description

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

Name This column displays the name of the employee.

Begin Date This column displays the first pay batch end date of the reporting period.
End Date This column displays the last pay batch end date of the reporting period.
Gross Wages This column displays the sum of wages paid for the selected hours codes.
Contributions This column displays the sum of employee deduction and benefit amounts.
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Quarterly Tax and Wage Report

The “Quarterly Tax and Wage Report” page, accessed from the Human Resources menu
(Human Resources > State Requirements > OH > Quarterly Wage Report), enables
authorized users to select the information that appears on the Ohio Quarterly Tax and Wage
Report and submit it to myReports. For a description of the procedures that can be per-
formed on this page, please refer to Chapter 3, “Procedures.”

Ohio Quarterly Tax And \Wage Report

Load Saved Report

[ 3

Override Report Title

Submission Period Contact Information
Quarter B~ Contact Narme
Year 2005 Contact Phone

Phone Extension |
State Unemployment Insurance

Employer Account Number
Taxable Wage Base

Tax Rate

’—
Lacation Code
,_

Maximurm # of Weeks YWarked

Benefit Groups Eiﬂ 5 E E s
Awvailable Benefit Groupls): 14 Selected Benefit Group(s]: 0
|| ADMIN - Administration ~
CFF - Charleston Fire Fighters
Dean Barber - Dean Barber

F.0.P PRE 5/1/395 - F.0.P. Hired Before 05/01/1385 _—Cs
F.0P. - Fraternal Order of Police

IBEWY - Electrical Workers

IUOE - IUDE

IUOE PRE 51/00 - IUOE Pre 050172000
IUOE PRE 5i1/89 - IUOE Pre 0501711989

PART-TIME - Part Time
POLIGE GHIEF - FOLIGE GHIEF [
PUBLIC WORKS - Public Yorks Director bdlll Remove Al

Entry Control Descriptions

Table 2.10 “Quarterly Tax and Wage Report” Controls

Control Description

Load Saved Report This control enables you to retrieve selection criteria that has been previously defined.
It displays a list of all saved report settings in alphanumeric order (with numerics dis-
playing first). An unlimited number of selection criteria combinations for a report option
can be stored. The default selection is <blank>.

Override Report Title This control contains the title that will replace the default title. It may contain 64 charac-
ters.

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

Quarter This control enables you to select the quarter for which you want to run the report. The
available options are 1-4. The default selection is 1.

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

State Unemployment This section groups the controls used to calculate state unemployment insurance.

Insurance
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Table 2.10 “Quarterly Tax and Wage Report” Controls (continued)

Control

Employer Account Number

Taxable Wage Base

Tax Rate

Location Code

Maximum Number of Weeks
Worked

Contact Information

Contact Name

Contact Phone

Phone Extension

Description

This control is required. Enter the employer’s account number.

This control is required. Enter the amount of annual wages that are taxable for unem-
ployment insurance.

This control is required. Enter the tax rate used to calculate unemployment insurance.
Enter .0000 if the state has not provided you with a tax rate.

This control is required. It may contain up to three digits. Enter the employer’s location
code.

This control is required. Acceptable values are 1-99. Enter the maximum number of
weeks worked in this quarter that can be applied to unemployment insurance.

This section groups contact information for the report.

This control is required. Enter the name of the person to contact with questions or con-
cerns about the quarterly wage information.

This control is required. Enter the contact person’s phone number. It must contain ten
digits.

The contact person’s phone extension, if applicable.

Benefit Groups Tab

As the default visible tab of the “Quarterly Tax and Wage Report” page, the “Benefit
Groups” tab enables users to specify the employees to include on the report by selecting

their benefit groups.

Benefit Groups Tab Entry Control Descriptions

Table 2.11 “Quarterly Tax and Wage Report” Benefit Groups Tab Controls

Control

Available Benefit Group(s)

Selected Benefit Group(s)

Description

This control displays all benefit groups to which the user has authority. Users may use
Ctrl+Click to select multiple benefit groups or Shift+Click to select a range of benefit
groups.

This control displays all benefit groups that have been selected to include on the listing.
At least one benefit group must be selected. Users may use Ctrl+Click to select multiple
benefit groups or Shift+Click to select a range of benefit groups.

Last Revised: December 11, 2013
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Benefit Groups Tab Command Buttons

Table 2.12 “Quarterly Tax and Wage Report” Benefit Groups Tab Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Group(s) multi-select textbox to
the Selected Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Available
Benefit Group(s) multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Group(s) multi-select textbox to the
Selected Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Available Benefit
Group(s) multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Group(s) multi-select textbox
to the Available Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Selected
Benefit Group(s) multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Group(s) multi-select textbox to the
Available Benefit Group(s) multi-select textbox. If no benefit groups are listed in the Selected Benefit
Group(s) multi-select textbox, the Remove All command button is disabled.

Hours Codes Tab

The “Hours Codes” tab enables users to specify the employees to include on the report by
selecting their hours codes.

Hours Codes Tab Entry Control Descriptions

Table 2.13 “Quarterly Tax and Wage Report” Hours Codes Tab Controls

Control Description

Available Code(s) This control displays all hours codes to which the user has authority. Users may use
Ctrl+Click to select multiple hours codes or Shift+Click to select a range of hours codes.

Selected Hours Code(s) This control displays all hours codes that have been selected to include on the listing.
At least one hours code must be selected. Users may use Ctrl+Click to select multiple
hours codes or Shift+Click to select a range of hours codes.

Hours Codes Tab Command Buttons

Table 2.14 “Quarterly Tax and Wage Report” Hours Codes Tab Command Buttons

Button Description

Add This button moves all selected hours codes in the Available Hours Code(s) multi-select textbox to the
Selected Hours Code(s) multi-select textbox. If no hours codes are listed in the Available Hours
Code(s) multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Hours Code(s) multi-select textbox to the
Selected Hours Code(s) multi-select textbox. If no hours codes are listed in the Available Hours
Code(s) multi-select textbox, the Add All command button is disabled.
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Table 2.14 “Quarterly Tax and Wage Report” Hours Codes Tab Command Buttons (continued)

Button

Remove

Remove All

Description

This button moves all selected hours codes from the Selected Hours Code(s) multi-select textbox to
the Available Hours Code(s) multi-select textbox. If no hours codes are listed in the Selected Hours
Code(s) multi-select textbox, the Remove command button is disabled.

This button moves all hours codes from the Selected Hours Code(s) multi-select textbox to the Avail-
able Hours Code(s) multi-select textbox. If no hours codes are listed in the Selected Hours Code(s)
multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table 2.15 “Quarterly Tax and Wage Report” Command Buttons

Button

Submit

Reset

Save

Save As

Delete

Description

This button automatically sends the “Quarterly Tax and Wage Report” to myReports and produces a
transmittal file that can be sent to the state.

This button updates the page and sets the data in the controls to the state they were in when the
page was last saved.

If the report settings have not yet been saved, this button opens a popup page that enables the user
to save the current report settings and assign a name to the settings so they can be used at a later
date. When OK is clicked, the settings are saved, the popup page is closed, and the cursor focus is
placed in the Quarter control. When changes are made to a previously saved report, any changes
are saved to the report settings and the cursor focus is placed in the Quarter control. This button is
hidden if the user does not have the appropriate security permissions.

This button opens a popup page that enables the user to save the current report settings and assign
a name to the settings so they can be used at a later date. When OK is clicked, the settings are
saved, the popup page is closed, and the cursor focus is placed in the Quarter control. This button is
hidden if the user does not have the appropriate security permissions.

Enabled only if the Load Saved Report option was used, this button prompts the user to delete the
current report settings. When OK is clicked, the saved report settings are deleted, all controls are
cleared, and the cursor focus is placed in the Quarter control. This button is hidden if the user does
not have the appropriate security permissions.

Last Revised: December 11, 2013
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Generated via the “Quarterly Tax and Wage Report” page, the report provides users with
information for quarterly unemployment insurance wage reporting. Use this report as a
guide for preparing the Ohio Quarterly Tax and Wage Report. A sample report appears
below. The report is sorted by Employee Name and includes a count of employees and a

sum of each wage column at the end of the report.

City of Logos
Ohio Quarterly Tax And Wage Report
From Date: 01/01/2005 - To Date: 03312005
88N Employee Name Qf::m":’l;"m‘: $tate Taxahle Wages Weeks Worked
252-33-8877 AAron , Aaron $2 896 56 $0.00 $2 896 56 2
939.53.7699 Adking , Kara F1,074.12 $0.00 F1,074.12 2
039-20-8200 Akins , kristin F1,191.96 $0.00 F1,191.96 =]
938-69-7866 Altord , Dean $21,086 35 $0.00 $21,086 35 a4
940.52.5622 Allen , Mary F227.04 $0.00 F227.04 =)
030-21-76565 Andewson , Rachel F1.272.00 $0.00 F1.272.00 =]
938-97-8633 Andreves , Jennifer Fran gz $0.00 Fran gz 6
939.50-5288 Applegate , Brian F2,003.16 $0.00 F2,003.16 4
038-01-7465 Aumstrong , Benjamin F2.554.11 $0.00 F2.554.11 4
938-26-6666 Amald , Bryan $3.901.17 $0.00 $3.901.17 4
939.50.7633 Abwood | Ml atthew F193332 $0.00 F193332 =)
039-50-6200 Bailey , Kevin $2.006 .02 $0.00 $2.006 .02 4
038-18-8455 Baker, Douglas $2 866 16 $0.00 $2 866 16 4
939.77.3677 Baker, Georgia F2AT202 $0.00 F2AT202 4
998-73-1199 Ball, Carl $2.590 69 $0.00 $2.590 69 4
938-14-3811 Ballard , Paul 54,436 89 $0.00 54,436 89 4
939-21.6200 Barber, George F208002 $0.00 F208002 4
030-47-6833 Ban, Mank F2581.07 $0.00 F2581.07 4
938-62-5644 Beason , hathew $3.20229 $0.00 $3.20229 4
939-19-5866 Beliz, John F2001.12 $0.00 F2001.12 4
Report Fields
113 $i H
Table 2.16 “Quarterly Tax and Wage Report” Fields

Column Description

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

Employee Name This column displays the name of the employee.

Ul Quarterly Wages This column displays the employee’s total wages for the quarter.

Excess Wages

Taxable Wages

Weeks Worked

This column displays the employee’s wage amount that is over the amount taxed for unem-
ployment insurance.

This column displays the employee’s wages amount taxable that was taxed for unemploy-
ment insurance.

This column displays the number of weeks the employee has worked during the quarter.

Logos.NET Human Resources
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Create Ohio Police and Fire Data

The “Create Ohio Police and Fire Data” page, accessed from the Human Resources menu
(Human Resources> State Requirements> OH> Create Police Fire Pension Data), is
used to create a work file into which data from payroll is entered. This data can be
reviewed and modified before it is submitted to the state.

Create Ohio Police & Fire Data

Data Selection Default Values

From Check Date 3 Pickup Type ’7
Tao Check Date 3 Earning Period Begin Date 3
Earning Period End Date 3

Available Benefit Group(s): 14 Selected Benafit Group(s): 0

||[F.0.FP PRE 5/1195 - F.O.P. Hired Before 00n |
||[F.0LP. - Fraternal Order of Police

S - Standard

||CFF - Charleston Fire Fighters -
Dean Bather - Dean Barber
IBEW - Electrical Workers @add Al

i

IUOE - IUOE ._
| IUOE PRE 5/1/00 - IUOE Pre 05/01/2000
| IUOE PRE 5/1/89 - IUOE Pre 050111959 || [Srymem

|| PART-TIME - Part-Time e
|| ADMIN - Administration
Follce-Folce 2l pemave an 8

i

Entry Control Descriptions

Table 2.17 “Create Ohio Police and Fire Data” Controls

Control Description

Data Selection This section organizes the date controls that determine what data will be selected to
create data.

From Check Date This control is required. Enter the first check date that should be included in the data.

To Check Date This control is required. Enter the last check date that should be included in the data.

Default Values This section organizes the controls that determine the default dates for the data.

Pickup Type This control is required. Enter the one-character pickup type code.

Earning Period Begin Date This control is required. Enter the begin date that will appear on each created record.

Earning Period End Date This control is required. Enter the end date that will appear on each created record.

Available Benefit Groups This control displays all benefit groups. Users may use Ctrl+Click to select multiple

benefit groups or Shift+Click to select a range of benefit groups. This control, com-
bined with the Selected Benefit Groups control, are used to select which employees
will have data created as a result of their association with a particular benefit group.

Selected Benefit Groups This control displays all benefit groups that have been selected to include on the
report. At least one benefit group must be selected. Users may use Ctrl+Click to select
multiple benefit groups or Shift+Click to select a range of benefit groups.
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Benefit Groups Command Buttons

Table 2.18 “Create Ohio Police and Fire Data” Benefit Codes Command Buttons

Button Description

Add This button moves all selected benefit groups in the Available Benefit Groups multi-select textbox to
the Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Ben-
efit Groups multi-select textbox, the Add command button is disabled.

Add All This button moves all benefit groups from the Available Benefit Groups multi-select textbox to the
Selected Benefit Groups multi-select textbox. If no benefit groups are listed in the Available Benefit
Groups multi-select textbox, the Add All command button is disabled.

Remove This button moves all selected benefit groups from the Selected Benefit Groups multi-select textbox
to the Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected
Benefit Groups multi-select textbox, the Remove command button is disabled.

Remove All This button moves all benefit groups from the Selected Benefit Groups multi-select textbox to the
Available Benefit Groups multi-select textbox. If no benefit groups are listed in the Selected Benefit
Groups multi-select textbox, the Remove All command button is disabled.

Command Buttons

Table 2.19 “Create Ohio Police and Fire Data” Command Buttons

Button Description

Create This button notifies the user that the previous work file will be cleared. If the user approves this, it
clears the previous pension data and inserts the current pension data into the table.

Reset This button clears the entry controls without saving any data, and returns the cursor focus to the
From Check Date control.
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Ohio Police and Fire Pension List

The “Ohio Police and Fire Pension List”page, accessed from the Human Resources menu
(Human Resources> State Requirements> OH> Police and Fire Pension List), allows

authorized users to review and maintain pension information for each employee within an
organization. When you first enter the page, you will see a screen like the following:

Ohio Police and Fire Pension List

Employee |

Eaming Type | |

Employee Total Wages TotalPreTax  Total Taxable | Total Benefit

There are no items to show in this view

D & B €

Once you click Search the list will populate with the results:

Ohio Police and Fire Pension List

Employes 7 @

Earning Type | |

Employee Total Wages Total PreTax Total Taxable Total Benefit
- Armstrang, Benjamin $777.28 $148.88 $65.72 $0.00

- Barr, Mark $2,720.72 $284.76 $335.68 $0.00

+- Bennett, Charles $3,371.98 $288.76 $323.02 $0.00

- Bower, James $3,262.05 $0.00 $323.02 $0.00

- Bridgefarth, Zachariah $3,260.48 $298.76 $0.00 $0.00

- Carlen, Daniel $4,124.40 $0.00 $416.95 $0.00

#- Cassady, Frank $3,338.87 $0.00 $322.43 $0.00

- Conley, Kirby $3,504.08 $298.76 $334.02 $0.00

- Delgadillo, James $1,927 68 $0.00 $585.47 $0.00

- Donahoo, Richard $3,107.85 $298.76 $406.22 $0.00

#- Ensign, Dennis $3,452.88 $0.00 $385.61 $0.00

- Fathauer, Rohert $3,218.10 $298.76 $348.03 $0.00

- Ghibellini, Richard $3,471.26 $298.76 $0.00 $0.00

- Giordano, Mark $3,433.30 $0.00 $0.00 $0.00

#- Goodwin, Blake $3,371.98 $0.00 $323.02 $0.00
Items: 1- 15 of 40 Page|1 +|of3 NextPage s

Ceun)

When a row is expanded, additional information displays for the employee:

Employee Total Wages Total PreTax | Total Taxable Total Benefit

- .Armstmng, Benjamin §TTT.28 $149.88 §65.72 : $0.00

.| [Earing Type Wages | Hours | Pre Tax | Taxable | Benefit
- B §777.26 72 §149.80 §65.72 $0.00
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Search Control Descriptions

Table 2.20 “Ohio Police and Fire Pension List” Search Controls

Control Description
Employee Select the name of an employee if you want to search for results for one employee only.
Earning Type Enter the one-character code for an earning type if you want to return results for all employees

with a particular earning type.

Search Command Buttons

Table 2.21 “Ohio Police and Fire Pension List” Search Command Buttons

Button Description

Search This button sends a search message to the pension data table and populates the grid with the
results.

Reset This button updates the page and sets the data in the controls to the state they were in when the

page was opened.

Search List Results

The information is displayed in an expandable list that offers additional information for
each employee.Clicking the [ icon in list expands the Employee list to display the Earning
Type, Wages, Hours, Pretax, Taxable, and Benefit information. Clicking the [= icon in the

pension Search list collapses the Employee list and hides the Earning Type, Wages, Hours,
Pretax, Taxable, and Benefit information.

The default sort order of the Employee list is by Earning Type (in descending order.) The
Earning Type in the list is hyperlinked. Clicking on the link opens the “Ohio Police and
Fire Pension” in EDIT mode with the cursor focus in the Employee control.The default
sorting order of the pension Search list is by Employee (alpha, descending order).

Table 2.22 “Ohio Police and Fire Pension List” Grid

Column Description

Employee This column displays the employee’s number within the organization and the employee’s
name.

Total Wages This column displays the employee’s total pensionable wages paid for the current pay period.

Total Pretax This column displays the employee’s total pretax pension deductions for the current pay
period.

Total Taxable This column displays the employee’s total taxable pension deductions for the current pay
period.

Total Benefit This column displays the total amount of pension benefits paid to the employee for this pay
period.

Earning Type This column displays as a hyperlink the type of earnings (e.g., regular, overtime, etc.). Click-

ing on the link opens the “Ohio Police and Fire Pension” page.

Wages This column displays the employee’s total wages paid for this pay type.
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Table 2.22 “Ohio Police and Fire Pension List” Grid (continued)

Column Description

Hours This column displays the number of hours the employee worked for this pay type in the cur-
rent pay period.

Pretax This column displays the employee’s pre-tax deductions paid for this pay type.

Taxable This column displays the employee’s taxable deductions paid for this pay type.

Benefit This column displays the employee’s benefits paid for this pay type.

Command Buttons

Table 2.23 “Ohio Police and Fire Pension List” Command Buttons

Button Description

New This button opens the “Ohio Police and Fire Pension” page in ADD mode with cursor focus in the
Employee control.

Delete This button is hidden if user does not have appropriate security permissions. If the user is authorized,
it prompts the user to confirm deletion. If OK is clicked and a Pay Type row is highlighted, just that
row is deleted. If an employee row is highlighted, all Pay Type rows for that employee are deleted.
The system refreshes the list, and automatically highlights the first row in the list. If deleting the only
row in the list, place cursor focus on the New command button.

Refresh Performs a postback and keeps the selected row highlighted. If the selected row was deleted, auto-
matically highlights the first row in the list. If there are no rows in the list, places cursor focus on the
New command button.

Print Opens the “Print Ohio Police and Fire Pension” popup page.
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Ohio Police and Fire Pension

The “Ohio Police and Fire Pension” page, accessed by clicking the New command button
or the Earning Type hyperlink in the Employee grid on the “Ohio Police and Fire Pension
List” page, enables authorized users to add an employee to the pension list or to maintain
an employee already on the list.

Ohio Police and Fire Pension Entry

cmpiee | V@
PickunTye |
Status l_
Begin Date ’72%
EndDate | ¥

Earning Type |

Hours Base
Hours Paid
Gross Salary
Taxed Deductions
Fretax Deductions
Benefit
Description

Wiork Code l_

"

Adjustment

Entry Control Descriptions

Table 2.24 “Ohio Police and Fire Pension” Controls

Control

Employee

Plckup Type

Status

Begin Date

End Date

Earning Type

Hours Base

Hours Paid

Gross Salary

Description

This control is required. Select the employee for whom you will create the Ohio Police
and Fire entry. This control is disabled in EDIT mode.

This control is required. Enter the one-character type number provided by the Ohio
Police and Fire Pension Board.

This control is required. It identifies pensionable earnings for each earnings type. PEN
(Pensionable) is the default value, but it can be overwritten.

This control is required. Enter the pay period start date.
This control is required. Enter the pay period end date.

This control is required. It identifies the type of payroll earnings being reported. NOTE:
the type of payroll earnings must be Pensionable. It may contain 1 character; options
are 0-9 and A-E.

This control is required. Enter the employee’s base hours for the date range specified.
Acceptable range is 0 through 9999.99.

The number of hours for which the employee was paid in the date range specified.
Maximum value is 9999.99.

This control is required. Enter the employee’s gross wages paid for the selected earn-
ing type. Acceptable values are -0.01 through 99,999.99.

Logos.NET Human Resources
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Table 2.24 “Ohio Police and Fire Pension” Controls (continued)

Control

Taxed Deductions

Pretax Deductions

Benefits

Description

Work Code

Adjustment

Description

This control is required. Enter the employee’s deductions that are subject to tax.
Acceptable values are -0.01 through 99,999.99.

This control is required. Enter the employee’s deductions that are taken before taxes.
Acceptable values are -0.01 through 99,999.99.

This control is required. Enter the amount of benefits paid to this employee in the date
range specified. Acceptable values are -0.01 through 99,999.99.

This control allows the employer or division to add a note about the record being sub-
mitted (e.g., why an employee is short of full service credit for a given month). It may
contain 50 characters.

This control indicates whether the member is new (N), retired (R), deceased (D), or
has quit (Q). It may contain 1 character. If it is populated for one record for the
employee, it must be populated on all records for the employee.

Select this box if this entry represents an adjustment.

Command Buttons

Table 2.25 “Ohio Police and Fire Pension” Command Buttons

Button Description

OK Adds or updates the information in the pension data table, closes the popup, and returns the user to
the “Ohio Police and Fire Pension List” page.

Cancel Clears the entry controls without saving and data or changes, closes the popup, and returns the user
to the “Ohio Police and Fire Pension List” page.

Last Revised: December 11, 2013
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Print Ohio Police and Fire Pension

The “Print Ohio Police and Fire Pension” page, accessed from the Human Resources menu
(Human Resources> State Requirements> OH> Police and Fire Pension Report) or by
clicking the Print button on the “Ohio Police and Fire Pension List” page, enables autho-
rized users to produce the Ohio Police and Fire Pension report.

OChio Police and Fire Pension Report

Load Saved Report Bt

Override Report Title

Print Ohio Police & Fire Pension
Division Code
Division Name
Pay Period Begin Date 3
Pay Period End Date 3
Agreernent Code

Entry Control Descriptions

Table 2.26 “Print Ohio Police and Fire Pension” Controls

Control Description

Load Saved Report This control allows users to retrieve selection criteria that has been previously defined.
An unlimited number of selection criteria combinations for a listing can be stored.

Override Report Title This control displays the title that will replace the default title on the printed report.

Print Ohio Police and Fire This section header organizes the controls that determine the data that will appear on

Pension the print output.

Division Code The code that identifies the division for the employer submitting the report. It may con-
tain 5 characters.

Division Name The name of the police or fire division for which the report should be run. It may contain
60 characters.

Pay Period Begin Date The first date of the reporting period.

Pay Period End Date The last date of the reporting period.

Agreement Code This code is assigned by Ohio Police and Fire. It identifies which agreement (contract)

the employer/division is reporting under. It may contain 5 characters.

Command Buttons

Table 2.27 “Print Ohio Police and Fire Pension” Command Buttons

Button Description

Print This button automatically sends the “Ohio Police and Fire Pension” to myReports and creates a
transmittal file.

Reset Clears the entry controls and places the cursor focus in the Employee control.
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Table 2.27
Button

Save

Save As

Delete

“Print Ohio Police and Fire Pension” Command Buttons (continued)

Description

If the report settings have not yet been saved, opens a popup page that allows user to save the cur-
rent report settings and assign a name to the settings so they can be used at a later date. When OK
is clicked, saves the settings and closes the popup page. Places cursor focus in the Report Through
Date control. When changes are made to a previously saved report, any changes are saved to the
report settings and cursor focus is placed in the Employee control. Hidden if user does not have
appropriate security permissions.

Opens a popup page that allows user to save the current report settings and assign a name to the
settings so they can be used at a later date. When OK is clicked, saves the settings and closes the
popup page. Places cursor focus in the Employee control. Hidden if user does not have appropriate
security permissions.

Prompts user to delete the current report settings. When OK is clicked, deletes the saved report set-
tings. Clears all controls and places cursor focus in the Employee control. Enabled only if the Load
Saved Report option was used. Hidden if user does not have appropriate security permissions.

Report Output

Generated via the “Print Ohio Police and Fire Pension” page, the report provides users with
information about employee pension contributions. Use this report as a guide for preparing
the Ohio Police and Fire Pension Report. Data on the report is sorted by Name. It provides
sub-totals by employee, as well as grand totals. A sample report appears below.

55N

020-01-7465

Employee Totals
030-47 5833

Employee Totals
030257411

Employee Totals
930007222

Employee Totals
930736465

Employee Totals
938-06-4200

Employee Totals
938647444

Employee Totals
030287488

Employee Totals
938-07-4200

Employee Totals

New World Systems
Ohio Police and Fire Pension Report
Pay Period Begin Date: 01/01/2005 - Pay Period End Date: 0373112005
Name Farning Type Hours Paid Gross Salary Preiax Taxahle Benefit
Ammstrong, Benjamin
1 7z FTTT 28 $65.72 $149.88 $0.00
72 77T 28 F149.88 $G572 $0.00
Ban, Mak
1 163.54 $2,72072 $335.68 $284.76 $0.00
163 .54 $2,72072 $284.76 F335.62 $0.00
Bennett, Charles
1 21184 F337198 $322.02 $200.76 $0.00
21154 $3.37198 $299.76 $323.02 $0.00
Bower, James
1 204584 $3.262.05 $323.02 $0.00 $0.00
20454 $3,262.05 $0.00 $323.02 $0.00
Bridgeforth, Zachariah
k 156 5 $3.260.492 $0.00 $200.76 $0.00
156 .5 53,260 48 $299.76 $0.00 $0.00
Cailen, Daniel
1 21184 $4.124.490 FHEA5 $0.00 $0.00
21154 $4,124.40 $0.00 F416.95 $0.00
Cassady, Frank
4 209584 $3.33087 $32243 $0.00 $0.00
208 .54 $3,339.87 $0.00 $322.43 $0.00
Conley, Kitby
1 21184 $3.504.02 $334.02 $200.76 $0.00
21154 $3.504.08 $299.76 $334.02 $0.00
Delgadille, James
1 10577 $1.027 62 52547 $0.00 $0.00
10577 $1927 68 $0.00 $585.47 $0.00
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Report Fields

Table 2.28 “Print Ohio Police and Fire Pension” Fields

Column Description

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

Name This column displays the employee’s full name.

Earning Type This column displays the one-character code that represents the earning type.

Hours Paid The number of hours for which the employee was paid in the date range specified.

Gross Salary This column displays the employee’s gross wages paid for the selected earning type.

Pretax This column displays the employee’s deductions that are taken before taxes as applies to this
earning type.

Taxable This column displays the employee’s total deductions that are subject to tax as applies to this
earning type.

Benefit ;I'his column displays the amount of benefits paid to this employee as applies to this earning
ype.
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Overview

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

? “Saving Report Settings”

? “Loading a Saved Report”

?  “Printing a Report”

For information on specific reports and submitting reports, please see “Reports” in Chapter
2.
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Saving Report Settings

Use this procedure to save report settings for future use.

1 From the Human Resources > State Requirements > OH > [Report Name]
menu, select the report for which you want to save report settings. The report
page displays.

2 Complete the controls for the report you selected as detailed in Chapter 2,
“Reports.”

3 Click the Save button to automatically save changes to an existing report tem-
plate.

-OR-
Click the Save As button to save a new report template. A dialog similar to the
following displays:

Flease enter a new report criteria name

R Concel

4 Enter a unique name for the report template in the Please enter a new report cri-
teria name control.

5 Click OK.

The report settings are now saved for future use. For more information on loading a save
report, please refer to the “Loading a Saved Report” topic.
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Loading a Saved Report

Use this procedure to load saved settings for the selected report.

1 From the Human Resources > State Requirements > OH > [Report Name]
menu, select the report for which you want to load a saved report. The report page
displays.

2 Select the name of the previously saved report template, from the Load Saved
Report control.

The controls update to display the saved report settings.

3 Make the necessary changes to the template or submit the report to myReports.

Last Revised: December 11,2013 33 Logos.NET Human Resources



Procedures

Printing a Report ﬁ New World \] stems
Printing a Report

The myReports feature on the dashboard displays folders that hold all reports that are
waiting to be printed by the logged-in user.

f‘ Welcome to Logos.NET - Amy Smalley

| mySearch | | rrpisctivities (00 for 06172005 @| | myCalendar ‘

T | Mo Activities exist for the selected date
Type | Purchase Order v « June 2005 ~ >
Sun  Mon  Tue  Mied Thu  Fi Sat
seachFor [ ]

24 30 31 01 0z 03 04

[_Search_] 05| os  o7] o8] o8| 1of 14

13| 3] 14| 1s] 1| a7 18
| myTasks \ 19| 20] 21 22| z3| 24| 25
2 27] 28] 20 30| 01 oz
o3 o4 05| os] 07| o8] oo

- oponAcivies._
| myReports {7} |

3 Folder List | mySettings \

3 current (7) Custamize Page View
(3 archive (0) Change Passward

< |

|»

When you click on the Current hyperlink next to the folder icon, the myReports page will
launch. The reports you have run will be listed on the left side of the page:

oDD|uD DS
2y [ Reparts for Amy Smalley
&y [ current
B O onio Police and Fire Pe
B [ ohio Guarerly Tax And
[ Position Budget Report
£l [ Budget Position Listing
El [ open Position Report
0 [ archive
New World Systems
£ ¥
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The report name is hyperlinked. Click on the name of the report you want to see, and the
results will display on the right-hand side of the page:

Qhio P dFire

myReports

on %'|5! Daos O choose Printer

3 [] Reports for Amy Smalley
&3 [ current New World City

B [ onio Police and Fire Pe Ohio Quarterly Tax And Wage Report

[] Chio Quarterly TaxAnd From Date: 100172005 - To Date: 12/31i2005

[ Position Budgst Repert | gy Employee Name QU"“’;"I;"";"‘““: Excess Wages PR TSR g worked

[ Budgst Pasition Listing v e =

[1 open Position Report

Archive 556-96-1908  Baker, Eric Scott $1506.04 $0.00 $1,506.04 2
030.16-7044  HALL, Brian 2 $5,416.20 $0.00 $5.416.20 2
Employes Total: $7.012.24 $0.00 $7.012.24

Count;

To print the report, click the Print button.
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