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Oregon State Requirements

A new calculation method for SUTA tax has been added to the Oregon State
Requirements. The Oregon Workers' Benefit Fund (WBF) Assessment is cal-
culated as a rate per hour worked. The tax is divided equally between the
employee and employer.

A check box has been added to the SUTA tax type to indicate whether the
tax is calculated as the entered rate multiplied by the number of hours
worked. The hours used in the calculation are flagged as taxable for SUTA
to accommodate hours that may not be taxable. The multiplier on the hours
code is ignored for this tax.

Also, the effective tax rate is selected based on the payroll check date, not
the pay ending date.

You will define the hours that are eligible for this tax and assign a tax code
to those hours.

PERS Setup

The “Oregon PERS Report” requires the setup of 11 user-defined fields: four
in Employee Maintenance, three in Deductions Maintenance, three in Benefits
Maintenance and one in Hours Codes Maintenance. These fields accommodate
employee contributions made through payroll deductions.

Employee Maintenance

One section header, three user-defined employee validation-set fields, one
user-defined employee date field and one user-defined employee text field
need to be set up for the “Oregon PERS Report.” The user-defined fields
will be grouped under the section header on the Employee User-Defined
page in Employee Maintenance:

Section Header
OR PERS

Validation-Set Fields
e OR PERS Job Code
®* OR PERS FTE Hours Code
* OR PERS Avg OT Hours Code
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User-Defined Text Field
OR PERS Site Code

User-Defined Date Field
OR PERS Job Code Effective Date

Employee Maintenance Section Header

To set up the section header that will group the user-defined employee
tields, follow these steps:

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

2 Select Employee from the Record Type dropdown. (If you are using
Workforce Administration, select Employee Employment.)

3 Select Section Headers from the Maintenance Type dropdown. The
page will be refreshed to show a grid of existing user-defined
employee section headers:

User-Defined Field List

(RecordType | Emplayee v Waintenance Type | Section Headers V)

Section Header Sequence Section Header
1 Federal Tax

2 Sfate Reporting

3 General

(How |
4 Click . The User-Defined Fields Section Header popup will

open:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number
mE
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5 For Section Header, type OR PERS. (The user-defined fields that you
will create for the “Oregon PERS Report” will be grouped under this
header on the Employee User-Defined page in Employee Maintenance
or, if you are using Workforce Administration, on the Employment

tab.)

6 Use the Sequence Number field to tell where you want the OR PERS
section of user-defined fields to appear in relation to other sections
on the Employee User-Defined page in Employee Maintenance or the
Employment tab in Workforce Administration; for example, if the
page already contains three sections (sequence numbers 1 through
3), and you want the OR PERS section to appear below those sec-
tions, select 4 from the dropdown. If you want the section to appear
somewhere in between, you will need to change the sequence num-
bers of the other sections accordingly. If you want the section
always to appear at the top of the page, select 1; if you want it
always to appear at the bottom of the page, select 99.

7 Click 3. The popup will be closed, and the grid on User-Defined
Field List page will be refreshed to show the newly added OR PERS
section header:

User-Defined Field List

Record Type | Employee hd Maintenance Type | Section Headers

Section Header Sequence Section Header
1 Federal Tax

2 State Reporting

3 General

gy ORPERS

(i | petete

Employee Maintenance Validation-Set Fields

To set up the user-defined validation-set fields that will be part of the OR
PERS section on the Employee User-Defined page in Employee Maintenance
or the Employment tab in Workforce Administration follow these steps:

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

2 Select Employee from the Record Type dropdown. (If you are using
Workforce Administration, select Employee Employment.)
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3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined employee

fields:
User-Defined Field List
Record Type |Em|3|-:|-,-'ee V| Maintenance Type

Section Header Attribute Name Data Type Required
1099-R Text
Federal Tax D Text
Time & Attendance User Text Q}

e

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

User-Defined Fields

User Defined Field Attributes

Mame

Section Header

I
<

Sequence Number

Data Type | Text bt

Maximum Length

Required [
3

5 Complete the fields exactly as shown in the following table:

Field Value

Name OR PERS Job Code

Section OR PERS

Header

Sequence 1

Number

Data Type Validation Set

Validation Set || OR PERS Job Code

Required (Leave this check box unchecked.)

6 Click 3

Last Revised: June 7, 2011 5 Logos.NET 5.2
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Repeat steps four through six for the two remaining validation-set
fields that need to be set up. The following tables contain the entries
you will need to make:

Field Value

Name OR PERS FTE Hours Code

Section OR PERS

Header

Sequence 2

Number

Data Type Validation Set

Validation Set || OR PERS FTE Hours Code
Required (Leave this check box unchecked.)
Field Value

Name OR PERS Avg OT Hours Code
Section OR PERS

Header

Sequence 3

Number

Data Type Validation Set

Validation Set || OR PERS Avg OT Hours Code
Required (Leave this check box unchecked.)

Employee Maintenance Text Field

To set up the user-defined text field that will be part of the OR PERS section
on the Employee User-Defined page in Employee Maintenance or the Employ-
ment tab in Workforce Administration, repeat steps four through six, complet-
ing the field exactly as shown in the following table:

Logos.NET 5.2

Field Value

Name OR PERS Site Code

Section OR PERS

Header

Sequence 4

Number

Data Type Text

Maximum 15

Length

Required (Leave this check box unchecked.)
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Employee Maintenance Date Field

To set up the user-defined date field that will be part of the OR PERS sec-
tion on the Employee User-Defined page in Employee Maintenance or the

Employment tab in Workforce Administration, repeat steps four through six,

Oregon State Requirements

completing the field exactly as shown in the following table:

Field

Value

Name

OR PERS Job Code Effective Date

Section
Header

OR PERS

Sequence
Number

(Leave this field blank.)

Data Type

DatelTime

Required

(Leave this check box unchecked.)

When you are finished, the Employee Attributes grid on the User-Defined
Field List page should contain a row for each user-defined field you have
saved as part of the OR PERS section:

User-Defined Field List

Record Type | Employee

Section Header

M Maintenance Type

Attribute Name
1099-R

Federal Tax 1D

Time & Attendance User

v

OR FERS
ORFERS
ORFERS
ORFERS
OR FERS

OR PERS Job Code Effective Date
OR PERS Job Code

OR PERS FTE Hours Code

OR PERS Avg OT Hours Code
OR PERS Site Code

Data Type Required
Text

Text

Text 4
Date

Walidation Set

Yalidation Set

Walidation Set

Text

(i | petete

Employee Maintenance Validation-Set Values

To comply with the formatting requirements of the state transmittal file,

values in the OR PERS Job Code, OR PERS FTE Hours Code and OR PERS Avg
OT Hours Code fields must be expressed precisely; therefore, the validation

sets for these fields must have values set up for use by the “Oregon PERS

Report.”

Last Revised: June 7, 2011
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OR PERS Job Code Values
To set up validation-set values for OR PERS Job Code, follow these steps:

ﬁ New World Systems

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

2 Highlight the validation set, OR PERS Job Code:

Validation Set List

310
3
312
313
314
35
316

Freparation Status

Renewahle Type

Freparation Checklist Task Status
Utility Aggregate Bill Form Type
Contract Milestone Action

Contract Other

Subdivision

emp

Utility Reporting Service

OR PERS Joh Code

OR PERS FTE Hours Code

OR PERS Avg OT Hours Code

Void Payment Reason

OR PERS Wage Code

OR PERS Payment Category

OR PERS Status Code

Contract Amendment Reason - Amend
Contract Amendment Reason - Complete
Contract Amendment Reason - Renew

 tiew ] Detete ) Refresh J cConext J values |

Freparation Status ~
Contract Renewahble Type )
Contract Preparation Checklist”
Utility Aggregate Bill Form Type
Contract Milestone Action

Contract Other

Subdivision

emp

Utility Reporting Service

OR PERS Joh Code

OR PERS FTE Hours Code

OR PERS Avg OT Hours Code
Void Payment Reason

OR PERS Wage Code

QR PERS Payment Category

OR PERS Status Code

Contract Amendment Reason -
Contract Amendment Reason-
Contract Amendment Reason -

3 Click B7™®. The Validation Set Values List page for OR PERS Job
Code will open.

4 Click ™. The Validation Set Value page will open:

Validation Set Li

alidation Set Value List

Validation Set Value - 326

Walidation Set 326

Description |

ED ERTS @ @@ TN

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

01

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

Last Revised: June 7, 2011
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The transmittal file will use the Value to identify the job code information being sent to
the state; therefore, take care to enter each Value exactly as shown in these instructions.

7 Click @FTT™. Your entries will be saved and cleared, and the
“Validation Set Value” page will remain open for the entry of a new
value.

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

Value Description

02 Police and Fire
04 TIAA/CREF

05 Judge Member

06 Legislator

07 TFRA

08 Elected Official
09 School Employee

When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:

Validation Set List
Validation Set Values List - 326 OR PERS Job Code

alue | Description |
a1 General Service
0z Folice and Fire
04 TIAACREF
05 Judge Member
06 Legislator
o7 TFRA
08 Elected Official
09 School Employee

Last Revised: June 7, 2011 9 Logos.NET 5.2
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OR PERS FTE Hours Code Values
To set up validation-set values for OR FTE Hours Code, follow these steps:

1 On the Validation Set List page, highlight the validation set, OR
PERS FTE Hours Code.

2 Click B7™®. The Validation Set Values List page for OR PERS FTE
Hours Code will open.

3 Click f®. The Validation Set Value page will open.

4 In the Value field, type the following, exactly as shown below:
100
5 In the Description field, type 1,000 Hours, or any entry that makes it

easy for you to identify the Value. This entry is not required to com-
ply with a predetermined wording.

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

6 Click WS Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new
value.

7 Repeat steps four through six for the remaining validation-set val-
ues that need to be set up, clicking after making entries for the
final value. Type each Value exactly as shown in the left column of
the table below:

Value Description
105 1,050 Hours
110 1,100 Hours
115 1,150 Hours
120 1,200 Hours
125 1,250 Hours
130 1,300 Hours
140 1,400 Hours
145 1,450 Hours
150 1,500 Hours
155 1,550 Hours
10 Last Revised: June 7, 2011
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Value Description
160 1,600 Hours
165 1,650 Hours
170 1,700 Hours
175 1,750 Hours
180 1,800 Hours
185 1,850 Hours
190 1,900 Hours
195 1,950 Hours
200 2,000 Hours

8 When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:

Value

Description -~

100
105
110
115
120
125
130
140
145
150
155
160
165
170
175
180
185

1,000 Hours
1,050 Hours
1,100 Hours
1,150 Hours
1,200 Hours
1,250 Hours
1,300 Hours
1,400 Hours
1,450 Hours
1,500 Hours
1,550 Hours
1,600 Hours
1,650 Hours
1,700 Hours
1,750 Hours
1,800 Hours
1,850 Hours

1,900 Hours/ 2

 tew ] Detete ] Refresh J_Atternates

OR PERS Avg OT Hours Code Values
To set up validation-set values for OR PERS Avg OT Hours Code, follow

these steps:

1 On the Validation Set List page, highlight the validation set, OR
PERS Avg OT Hours Code.

2 Click ®7™®. The Validation Set Values List page for OR PERS Avg
OT Hours Code will open.

3 Click f®. The Validation Set Value page will open.

Last Revised: June 7, 2011
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4 In the Value field, type the following, exactly as shown below:
0

5 In the Description field, type 0 Hours, or any entry that makes it easy
for you to identify the Value. This entry is not required to comply
with a predetermined wording.

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

6 Click WS Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new
value.

7 Repeat steps four through six for the remaining validation-set val-
ues that need to be set up, clicking after making entries for the
final value. Type each Value exactly as shown in the left column of
the table below:

Value Description
01 100 Hours
02 200 Hours
03 300 Hours
04 400 Hours
05 500 Hours
06 600 Hours
07 700 Hours
08 800 Hours
09 900 Hours
10 1,000 Hours
11 1,100 Hours
12 1,200 Hours
13 1,300 Hours
14 1,400 Hours
15 1,500 Hours
16 1,600 Hours
17 1,700 Hours
18 1,800 Hours

Logos.NET 5.2 12 Last Revised: June 7, 2011
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Value Description
19 1,900 Hours
20 2,000 Hours

8 When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:

alidatio = alue 5 OR PER Avg O D ool
Value Description -~
a 0 Hours
01 100 Hours
0z 200 Hours
03 300 Hours
04 400 Hours
05 500 Hours
08 600 Hours
07 700 Hours
08 800 Hours
09 900 Hours
10 1,000 Hours
1 1,100 Hours
12 1,200 Hours
13 1,300 Hours
14 1,400 Hours
15 1,500 Hours
16 1,600 Hours

w 1,700 Hours/ W
L ( ketresn_] _ Atemates ]

Set up NWS Employee Status Event Validation Set and
Alternate Values

To comply with the formatting requirements of the state transmittal file, the
existing employee status events must be expressed precisely; therefore, an
alternate-usage validation set and associated values for employee status
events must be set up for use by the “OR PERS Report.” To do so, follow,
follow these steps:

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

Last Revised: June 7, 2011 13 Logos.NET 5.2
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Validation Set List

Set Number |Name

| Description | 5

1 Validation Set Alternate Usage Type
2 Document Type
3 State
4 Gender
5 Race
5] Employee Type
I Employee Class
8 EECC Function
g EEOQC Category
10 Fay Group
1 Withholding Status
12 IMarital Status
13 Froject Category
14 Inactive Reason
15 Froject Manager
16 Budget Type
17 Telephone Type
18 Certification - Unit of Measure
[ New _Refresh _J_context ] values ]

Validation Set Alternate Usage 1 3
Aegis/MSP Document Extensior
State

Gender

Race

Employee Type

Employee Class

EECC Function

EEOQC Category

Fay Group

Employee Tax Withhaolding Stat
IMarital Status

Froject Category

Froject Inactive Reason

Froject Manager

Budget Type

Telephone Type

Certification - Unit of Measure

Highlight the validation set, Validation Set Alternate Usage Type.

Click @7 ™. The Validation Set Values List page for Validation Set

Alternate Usage Type will open.

Click . The Validation Set Value page will open:

Validation Set

1

value |

Dascription |

Csov ] sovion ] s T rasei] s

5

Logos.NET 5.2

@ Prov @ Mexl

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

NWS Employee Status Event

Type a Description for the Value. This entry may be anything that

makes it easy for you to identify the Value.

14

Last Revised: June 7, 2011
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7 To save this alternate-usage validation set, click 8. The grid on
the Validation Set Values List page should be updated to contain a
row for NWS Employee Status Event:

Validation Set List

Validation Set Values List - 1 Validation Set Alternate Usage Type

Value | Description |
Benefit Admin Relationship Benefit Adminstration Relationship Alternate Value
Family Indicator Benefit Plan Option Family Indicator

“NWS 1099 Type 1099 Type Codes

NWS EEO1 NWS EEO1

NWS EEO4 NWS EEO4

( NWS Employee Status Event NWS Employee Status Event )

NWS Pay Groups Pay Groups
NWS Quick Value NWS Quick Value

Retired Status Retiree Status

State Tax ID. State Tax ID
[ New [_Refresh_]

8 Next, you will need to define alternate values for the employee sta-
tus reasons you use. Return to the Validation Set List page, and
highlight the validation set, Employee Status Event.

9 Click @ZIMT®. The Validation Set Values List page for Employee Sta-
tus Event will open. This page will contain a grid of the employee
status reasons you have set up:

Last Revised: June 7, 2011 15 Logos.NET 5.2
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Validation Set Values List - 40 Employee Status Event

Value

| Description

career dev leave
deceased
Delete
S
EL
Family Leave
leave of absence
legislator leave
military leave
NewHire
retiree return to service
retiree w/hr limit.
retiree w/o hr limit
return leave
season leave

‘Terminated

career dev leave
deceased

Delete

Disability Retirement
El fgai)fé-fér Rehire
Family Leave

leave of absence
[ég'iusia'tor leave
military leave
NewHire

retiree retum to service
retiree wio hr limit
return leave

season leave

Terminated

[ New | Deiete N Refresh ) Atternates |

10 Highlight the row containing the employee status reason of new

hire.

11 Click @IS ™. The Alternate Value List page for new hire will

Logos.NET 5.2

open:

Validation Set List = Validation Set Values List =

Alternate Value List - New Hire New Hire

Usage Type

| value

| Description

o

16

Last Revised: June 7, 2011
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12 Click ™. The Alternate Value popup will open.

13 From the Usage Type dropdown, select NWS Employee Status Event
(the alternate-usage validation set you just created).

14 Type the Value exactly as shown below:
01

15 A Description is optional:

Alternate Value

Usage Type :INWS Employee Status Event - NWS |a|
Value 01

Description
[ Cancel

16 Click [fI¥. The alternate value of 01 will be associated with the employee
status reason of new hire.

17 Return to the Validation Set Values List page, and repeat steps 10

through 15 for each employee status event that you use, typing
each Value exactly as shown in the following table:

Employee Status Reason Value
Rehire (Retiree) 01
At Will (Voluntary) 02
Cause (Involuntary) 02
FL (Family Leave) 03
CDL (Career Development Leave) 04
RTS (Return to school) 04
ML (Military Leave) 05
LL (Legislator Leave) 06
LOA (Leave w/o Pay) 07
RFL (Return from Leave) 08
SLA (Seasonal Leave of Absence) 09
Deceased 10
Rehire - Limits (Retiree with hours limits) 11
Rehire - No Limits (Retiree w/o hours limits) 12
Rehire - Retiree (Retiree rehire) 13

Last Revised: June 7, 2011 17 Logos.NET 5.2
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Set up Employee for Retirement System Reporting

To set up an employee for retirement system reporting, follow these steps:

1 Navigate to Human Resources > Employee Maintenance. The
Employee List page will open. (If you are using Workforce Adminis-
tration, navigate to Human Resources > Workforce Administration
> Search.)

2 Use the search controls to produce a grid containing the employee
you want to set up for retirement system reporting.

3 Click the Employee Number link. The Employee page will open.

4 From the Attribute dropdown, select User Defined. (In Workforce
Administration, click the Employment tab.) The page will be
refreshed to show existing user-defined fields, including an OR
PERS section containing the three validation-set fields and the text
field you set up earlier:

Employee Page in Employee Maintenance

mployee List
Employee - Bradley, John A (46)

attripute | User Defined v | Employee EYT) 5radiey, John A (45) ~ [
1099-R
Federal Tax 1D
Position Date E
Return To Work Date ~
OR PERS
OR PERS Job Cade Effective Dats ~

ORPERS Job Code | 02-Foliceand Fire |+
OR PERS FTE Hours Code | 175- 1,750 Hours |+
OR PERS Avg OT Hours Code | 0 - 0 Hours v
OR PERS Site Code

Personnel Actions

Adjusted Civil Senvice Date ~
Anticipated Leave End Date 3
Anticipated Retirement Date E
Civil Service Certification Mo

Civil Service Date i
Days Away
Full Time Indicator  []
Rehire Recommendation R4
Reinstatement Date i
Suspension End Date ~
Temp Assignment Date 3

_sae J peset
5 Make any entries that apply for the employee selected.
6 When you are finished, click TS,

Logos.NET 5.2 18 Last Revised: June 7, 2011
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7 Where applicable, repeat these steps for each employee who will be
included in the retirement system reporting.

Deductions and Benefits

Two identical section headers, three deduction check boxes and two benefit
check boxes need to be set up for the “Oregon PERS Report.” The deduction
check boxes will appear under one section header on the Deduction Code
User-Defined Fields page in Deductions Maintenance, and the benefit check
boxes will appear under the other section header on the Benefit Code User-
Defined Fields page in Benefits Maintenance.

Section Header
OR PERS

Deduction Check Boxes
e OR MPPT Contribution
e OR MPAT Contribution
* OR Unit Contribution

Benefit Check Boxes
e OR EPPT Contribution
e OR EOMP Contribution

Deduction Section Header

To set up the header for the section that will contain the user-defined
deduction check boxes, follow these steps:

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.

Last Revised: June 7, 2011 19 Logos.NET 5.2
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3 Select Section Headers from the Maintenance Type dropdown. The
page will be refreshed to show a grid of existing user-defined
deduction section headers:

User-Defined Field List

( Record Type |Dedu|:1i-:|n v| Maintenance Type |Sedi-:|n Headers vD

Section Header Sequence Section Header
1 2007
2 2006
3 MISC

(e
4 Click 0. The User-Defined Fields Section Header popup will

open:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number
mE

5 For Section Header, type OR PERS. (The user-defined deduction
check boxes that you will create for the “Oregon PERS Report” will
appear under this header on the Deduction Code User-Defined
Fields page in Deductions Maintenance.)

6 Use the Sequence Number field to tell where you want the OR PERS
section to appear in relation to other sections on the Deduction
Code User-Defined Fields page in Deductions Maintenance; for exam-
ple, if the Deduction Code User-Defined Fields page already con-
tains three sections (sequence numbers 1 through 3), and you want
the OR PERS section to appear below those sections, select 4 from
the dropdown. If you want the section to appear somewhere in
between, you will need to change the sequence numbers of the other
sections accordingly. If you want the section always to appear at the
top of the page, select 1; if you want it always to appear at the bot-
tom of the page, select 99.

Logos.NET 5.2 20 Last Revised: June 7, 2011
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7 Click 3. The popup will be closed, and the grid on User-Defined
Field List page will be refreshed to show the newly added OR PERS
section header:

User-Defined Field List

Record Type E\_Dedudi-:nn ¥ Maintenance Type __Secti-:nnHeaders ¥

Section Header Sequence Section Header
1 2007

2 2006
3 MISC

4 ORPERS

(i | petete

Deduction Section Header

To set up the section header for the Benefit User-Defined Fields page in Benefits
Maintenance, follow the previous steps 1-7, substituting Benefit for Deduction as
the Record Type (step 2).

Deduction Check Boxes

To set up the user-defined deduction check boxes that will appear under the
OR PERS section header on the Deduction Codes User-Defined Fields page
in Deduction Maintenance, follow these steps:

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 be refreshed to show a grid of existing user-defined deductions:

Last Revised: June 7, 2011 21 Logos.NET 5.2
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User-Defined Field List

Record Type |Dedu|:1i0n b Maintenance Type
Section Header Attribute Name Data Type Required
2004W2Box10 Text
2004W2Box12 Text
2004W2Box14 Text
INFERF Text
Cicu

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

User-Defined Fields

User Defined Field Attributes

Mame

Section Header

I
<

Sequence Mumber

Data Type | Text b

IMaximum Length

Required ]
€3

5 Complete the fields exactly as follows:

Field Value

Name OR MPPT Contribution
Section OR PERS

Header

Sequence 1

Number

Data Type Check Box

6 Click 3

Logos.NET 5.2 22 Last Revised: June 7, 2011
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Repeat steps four through six for the two remaining deduction
check boxes that need to be set up. The following tables contain the
entries you will need to make:

Field Value

Name OR MPAT Contribution
Section OR PERS

Header

Sequence 2

Number

Data Type Check Box

Field Value

Name OR Unit Contribution
Section OR PERS

Header

Sequence 3

Number

Data Type Check Box

When you are finished, the Deduction Attributes grid on the User-
Defined Field List page should contain a row for each user-defined
deduction check box you have saved as part of the OR PERS

section:
Record Type | Deduction A Maintenance Type | Attributes A

Section Header Attribute Name Data Type Required
2004W2Box10 Text
2004W2Box12 Text
2004W2Box14 Text
2005W2Box14 Text
IMRF Text
VA_Retirement Text

OR PERS ORMPPT Contribution Check Box

OR PERS OR MPAT Contribution Check Box

OR PERS QR Unit Contribution Check Box

v
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Assign User-Defined Check Boxes to Deductions

To assign the user-defined check boxes to deductions, follow these steps:

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

Deduction List

v oL 03D 000778 Not Used -~
v PA PPO Family 41172007 |
i PE Matiocnwide Retirement Solutions 41112007

v PENSION Pension 12/30/2007

e FensionLoanDed test 12/30/2007

i PP Folice Pension 41112007

v PS PFO Single 10/3/2007

i Rl Retiree Health Insurance 2/28/2007

e RPR Romeaoville Provides Relief 91812005

v RS Robert Stoppenbach 0401461 6/26/2005

v TH Tracy Howe 9301440 411/2007

v ™w Theodore Wright- 97 D 18079 411/2007

v TW-13 Theodore Wright 41172007

v uw United Way 10/3/2007

v Villare 03 D2055 Villare 03 D 2055 4/30/2006

v VL IMRF Voluntary Life 41172007 =

(e Y Retcesn. ] export. ] poni ] user Deieaieos..._)

2 Highlight a deduction.

3 Click MWTETHIETER The Deduction Code User Defined Fields
page for the selected deduction will open:

Deduction List

Deduction Code User Defined Fields - PENSION

2004W2Box10

2004W2Box12

2004W2Box14

2005W2Box14

IMRF

VA_Retirement

OR PERS
QR MPPT Contribution

OR MPAT Contribution

QR Unit Contribution

_save J_foset

4 Under the OR PERS section header, check each box that will apply
to the selected deduction.
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5 Click &N,

6 Repeat these steps for all appropriate deductions.

Benefit Check Boxes

To set up the user-defined benefit check boxes that will appear under the
OR PERS section header on the Benefit Codes User-Defined Fields page in
Benefits Maintenance, follow these steps:

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

2 Select Benefit from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined benefits:

User-Defined Field List

Record Type |Eleneﬂt V| Maintenance Type
Section Header Attribute Name Data Type Required
2004W2Box10 Text
2004W2Box12 Text
2004W2Box14 Text
INPERF Text
i

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

User-Defined Fields

User Defined Field Attributes

Mame

Section Header

I
<

Sequence Mumber

Data Type | Text b

IMaximum Length

Required ]

ok | cancel
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5 Complete the fields exactly as follows:

Field Value

Name OR EPPT Contribution
Section OR PERS

Header

Sequence 1

Number

Data Type Check Box

6 Click {13

Repeat steps four through six for the remaining benefit check box
that needs to be set up. The following table contains the entries you
will need to make:

Field Value

Name OR EOMP Contribution
Section OR PERS

Header

Sequence 2

Number

Data Type Check Box

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 OR PERS section:

User-Defined Field List

Record Type | Benefit A Maintenance Type | Attributes A
Section Header Attribute Name Data Type Required
2004W2Box10 Text
2004W2Box12 Text
2004W2Box14 Text
IMRF Text
VA Retirement Text

OR PERS OR EFPPT Contribution Check Box
OR PERS OR EOMP Contribution Check Box

(i | petete
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Assign User-Defined Check Boxes to Benefits

To assign the user-defined check boxes to benefits, follow these steps:

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

Benefit List

Active © |Code T | Description | Last Processed Date | L
Q} Cafe emp Credit Cafe Employer Credit Mot Used
i DBS Cafe Dental DBS Cafetoria Dental Mot Used
i DBS Cafe Life DBS Cafeteria Life Mot Used
i DBS Cafe Medical DBS Cafeteria Medical Mot Used
v DBS Cafe STD DBS Cafe STD Not Used
i DBS Cafe Vision DBS Cafetoria Vision Mot Used
v DENTAL-BCI DENTAL-BCI Not Used =
v DENTAL-DELTA DENTAL-DELTA Not Used
v DF Dental Family 318/2007
v Ds Dental Single 318/2007
i FD Life Insurance 4112007
Q} FF Life Insurance-Family 10/3/2007
v FLEX Flexible Credits 411/2007
i FLEX2 Flexible Credits Mot Used
v HE HIMO Family 318/2007

| £

Cew Y Retcesn. | export. ] pont ] user Deneaieos....

2 Highlight a benefit.

3 Click @TETETETT 8 The Benefit Code User Defined Fields page
for the selected benefit will open:

Benefit List
Benefit Code User Defined Fields - FD

2004W2Box10

2004W2Box12

IMRF

| |
| |
2004W2B0x14 | |
| |
VA_Retirement | |

OR PERS
OR EPPT Contribution

OR EOMP Contribution

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

5 Click &0,
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6 Repeat these steps for all appropriate benefits.

Hours Code

One section header and one hours code validation set need to be set up for
the “Oregon PERS Report.” The hours code validation set will appear under
the section header on the Hours Code User-Defined Fields page in Earnings
Maintenance.

Section Header
OR PERS

Hours Code Validation Set
OR PERS Category

Hours Code Section Header
To set up the header for the section that will contain the user-defined hours

code validation set, follow these steps:

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

2 Select Hours Code from the Record Type dropdown.

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

User-Defined Field List

( Record Type |H-:|L|rs Code v! Maintenance Type |Sedi-:|n Headers v!)

Section Header Sequence Section Header

There are no items to show in this view

-

4 Click @@8. The User-Defined Fields Section Header popup will
open:
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User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number
mE

5 For Section Header, type OR PERS. (The user-defined hours code
validation set that you will create for the “Oregon PERS Report”
will appear under this header on the Hours Code User-Defined
Fields page in Earnings Maintenance.)

6 Use the Sequence Number field to tell where you want the OR PERS
section to appear in relation to other sections on the Hours Code
User-Defined Fields page in Earnings Maintenance; for example, if
the Hours Code User-Defined Fields page already contains three
sections (sequence numbers 1 through 3), and you want the OR
PERS section to appear below those sections, select 4 from the drop-
down. If you want the section to appear somewhere in between, you
will need to change the sequence numbers of the other sections
accordingly. If you want the section always to appear at the top of
the page, select 1; if you want it always to appear at the bottom of
the page, select 99.

7 Click 3. The popup will be closed, and the grid on User-Defined
Field List page will be refreshed to show the newly added OR PERS
section header:

User-Defined Field List

Record Type |H'3LIFSC'3E|9 V| Maintenance Type

Section Header Sequence Section Header
1 ORPERS

Ciew. [ oot
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Hours Code Validation Set

To set up the user-defined hours code validation set that will appear under
the OR PERS section header on the Hours Code User-Defined Fields page
in Earnings Maintenance, follow these steps:

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

2 Select Hours Code from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined hours
codes:

User-Defined Field List

‘RecgrdType Hours Code w Maintenance Type | Attributes v ,

Section Header Attribute Name Data Type Required
2004W2Box12 Text
2004W2Box14 Text

e

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

User-Defined Fields

User Defined Field Attributes

Mame
Section Header

Sequence Number

I
<

Data Type | Text bt

Maximum Length

Required [

ok | cancel
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5 Complete the fields exactly as follows:

Field Value

Name OR PERS Category

Section OR PERS

Header

Sequence 1

Number

Data Type Validation Set

Validation Set || OR PERS Payment Category
Required (Leave this check box unchecked.)

6 Click 3.

The Hours Code grid on the User-Defined Field List page should
contain a row for the hours code validation set you have saved as
part of the OR PERS section:

User-Defined Field List

Record Type :_.H'JLIFE;. Code V laintenance Type | Attributes V
Section Header Attribute Name Data Type Required
2004W2Box12 Text
2004W2Box14 Text
@R PERS OR PERS Category Validation Set )
ew

Assign User-Defined Hours Code to Hours Codes

To assign the user-defined hours code to hours codes, follow these steps:

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

(e Y- Reteesn. ] esport. ] poni ] user Deina iegs....

i HOL S Haoliday Salary

Qj MILH Military Hourly

Q) MIL S Military Salary

el OTH Overtime Hourly
i oTs Overtime Salary
i FOT Folice Qvertime
Qj EETiE Folice Straight Pay
i PERH Personal Hourly
i PER & Personal Salary
i REG Regular

i SAL Salary

el SCKH Sick Hourly

i SCK S Sick Salary

Q) SHIFT 2MD Shift Premium 2nd
Q) SHIFT 2ND/3RD Shift Premium 2nd/3rd
Q) SHIFT 3RD Shift Premium 3rd
Q) STDBY Stand-by

i VACH Vacation Hourly
i VAC S Vacation Salary

2 Highlight an hours code.

HOL
OTHER
OTHER
oT

oT

oT
REG
PERS
PERS
REG
SALARY
SICK
SICK
OTHER
OTHER
OTHER
OTHER
VAC
VAC

10/6/2007 -
712812007

NOT USED
10/6/2007
10/6/2007
9/22/2007
9/22/2007
10/6/2007
10/6/2007
10/6/2007
10/20/2007
10/6/2007
10/6/2007
10/6/2007
10/6/2007
10/6/2007
9/22/2007
10/6/2007
10/6/2007

54l

3 Click @TETETE T The Hours Code User Defined Fields page

for the selected hours code will open:

Hours Codes List

Hours Code User Defined Fields - REG

2004W2B0x12 |

2004W2B0x14 |

OR PERS

(OR FERS Category |SLI|’JjECt Salary, Regular - Subject Salary, Regular v|)

4 Under the OR PERS section header, select the OR PERS Category

that will apply to the selected hours code.

6 Repeat these steps for all appropriate hours codes.

32
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PERS Category Values

To comply with the formatting requirements of the state transmittal file,
values in the OR PERS Category field must be expressed precisely; therefore,
the validation sets for these fields must have values set up for use by the
“Oregon PERS Report.”

Oregon State Requirements

To set up validation-set values for OR PERS Category, follow these steps:

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

2 Highlight the validation set, OR PERS Payment Category:

34
35
316
324
325
326
327
328
329
330
331
332
333
334
335
336
337
9000
9001

Contract Milestone Action

Contract Other

Subdivision

emp

Utility Reporting Service

OR PERS Job Code

OR PERS FTE Hours Code

OR PERS Avg OT Hours Code

Void Payment Reason

OR PERS Wage Code

OR PERS Payment Category

OR PERS Status Code

Contract Amendment Reason - Amend
Contract Amendment Reason - Complete
Contract Amendment Reason - Renew
Contract Amendment Reason - Replace
Contractor Performance Rating
BenefitPlanOption

Jovce

 tiew ] Detete ) Refresh J cConext J values |

Validation Set List

Contract Milestone Action
Contract Other

Subdivision

emp

Utility Reporting Service

OR PERS Johb Code

OR PERS FTE Hours Code

OR PERS Avg OT Hours Code
Void Payment Reason

OR PERS Wage Code

OR PERS Payment Categaory
OR PERS Status Code
Contract Amendment Reason -
Contract Amendment Reason -
Contract Amendment Reason -
Contract Amendment Reason -
Contractor Performance Rating
BenefitPlanOption §
Jovce

3 Click B7™®. The Validation Set Values List page for OR PERS Pay-
ment Category will open.

4 Click f®. The Validation Set Value page will open:

Validation Set List = Validation Set Value List

Validation Set Value - 331

Walidation Set 331

Value ||

Description |

[ save | _saveitiew J veiete J Reset J anernaces ]

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

1
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6 In the Description field, type Subject Salary, Regular, or any entry
that makes it easy for you to identify the Value. This entry is not
required to comply with a predetermined wording.

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

7 Click BT Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new
value.

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

Value Description

2 Subject Salary, Overtime

3 Non-Subject Salary

4 Lump Sum Payoff

5 Lump Sum Vacation Payoff

When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:
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Validation Set List

Validation Set Values List - 331 OR PERS Payment Category

Value | Description

1 Subject Salary, Regular
2 Subject Salary, Overtime
3 Mon-Subject Salary

4 Lump Sum Payoff

5

Lump Sum Vacation Payoff

Cen | oscte ] -Retcesn. | -temates.

Wage Code Values

To comply with the formatting requirements of the state transmittal file,
values in the Wage Code field on the Oregon Wage and Service page must be
expressed precisely; therefore, the validation set for this field must have
values set up for use by the “Oregon PERS Report.”

To set up validation-set values for the Wage Code field on the Oregon Wage
and Service page, follow these steps:

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

2 Highlight the validation set, OR PERS Wage Code:
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Validation Set List

32 Freparation Checklist Task Status Contract Preparation Checklist™
33 Utility Aggregate Bill Form Type Utility Agagregate Bill Form Type
314 Contract Milestone Action Contract Milestone Action

315 Contract Other Contract Other

316 Subdivision Subdivision

324 emp emp

325 Utility Reporting Service Utility Reporting Service

326 OR PERS Joh Code OR PERS Job Code

327 OR PERS FTE Hours Code OR PERS FTE Hours Code

328 OR PERS Avg OT Hours Code OR PERS Avg OT Hours Code
329 Void Payment Reason Void Payment Reason

330 OR PERS Wage Code OR PERS Wage Code

33 OR PERS Payment Category OR PERS Payment Category

332 OR PERS Status Code OR PERS Status Code

333 Contract Amendment Reason - Amend Contract Amendment Reason -
334 Contract Amendment Reason - Complete Contract Amendment Reason -
335 Contract Amendment Reason - Renew Contract Amendment Reason -
336 Contract Amendment Reason - Replace Contract Amendment Reason -
337 Contractor Performance Rating Contractor Performance Rating

 tiew ] Detete ) Refresh J cConext J values |

3 Click @A™ The Validation Set Values List page for OR PERS Wage
Code will open.

4 Click . The Validation Set Value page will open:

Validation Set List = Validation Set Value List

Validation Set Value - 330

Walidation Set 330

Value ||

Description |

ED ERTS

5 In the Value field, type the following, exactly as shown below:
01
6 In the Description field, type Regular Wages, or any entry that makes

it easy for you to identify the Value. This entry is not required to
comply with a predetermined wording.

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

7 Click @Z5T™. Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new
value.
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8 Repeat steps five through seven for the remaining validation-set
values that need to be set up, clicking after making entries for
the final value. Type each Value exactly as shown in the left column
of the table below:

Value Description

02 Regular [ Non-Qualifying

04 Retroactive payment

05 Positive Adjustment

06 Negative Adjustment

07 Retired | No Contributions

08 Contributions | No Service

11 USERRA Qualifying Wages

14 Negative Adjustment | No Contributions
16 Negative Adjustment | USERRA Wages

When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:

Value Description

01 Regular Wages

02 Regular / Mon-Cualifying

04 Retroactive payment

05 Fositive Adjustment

06 Megative Adjustment

07 Retired / Mo Contributions

08 Contributions / Mo Senvice

hhl USERRA Cualifying Wages

14 Megative Adjustment /Mo Contributions

Q Megative Adjustments’USERRAWagesj

 tiew ] Detete ) Refresh J_Atternates

Status Code Values

To comply with the formatting requirements of the state transmittal file,
values in the Status Code field on the Oregon Demographic Entry page must
be expressed precisely; therefore, the validation set for this fields must have
values set up for use by the “Oregon PERS Report.”
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To set up validation-set values for the Status Code field on the Oregon
Demographic Entry page, follow these steps:

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

2 Highlight the validation set, OR PERS Status Code.

3 Click ®7™®. The Validation Set Values List page for OR PERS Sta-
tus Code will open.

4 Click ™. The Validation Set Value page will open.

5 In the Value field, type the following, exactly as shown below:
00

6 In the Description field, type No change in status, or any entry that
makes it easy for you to identify the Value. This entry is not required
to comply with a predetermined wording.

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

7 Click BT Your entries will be saved and cleared, and the Val-
idation Set Value page will remain open for the entry of a new
value.

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

Value Description

01 New Hire

02 Terminated

03 On Family Leave

04 On Career Development Leave
05 On Military Leave

06 On Legislator Leave

07 On Leave of Absence

08 Return from Leave
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Value Description

09 Seasonal Leave of Absence

10 Deceased

11 Retiree New Hire with Hr Limit

12 Retiree New Hire w/o Hr Limit

13 New Hire - Retire Return to Service

When you are finished, the grid on the Validation Set Values List
page should contain a row for each value you have saved:

alidatio = alue UOR PER 3 ool
Value Description
0o Mo change in status
01 MNew Hire
0z Terminated
03 On Family Leave
04 On Career Development Leave
05 Qn Military Leave
06 On Legislator Leave
07 On Leave of Absence
08 Return from Leave
09 Seasonal Leave of Absence
10 Deceased
11 Retiree Mew Hire with Hr Limit
12 Retiree Mew Hire wio Hr Limit

Q Mew Hire - Retire Return to Senvice j

[ tiew ] Detete ] Refresh J_Atternates

Form 132 Setup

The “Oregon Form 132 Employee Detail Report” requires the setup of secu-
rity rights and one user-defined check box, OR Unemployment Insurance, in
Hours Codes Maintenance.

Security
To assign user rights to the Form 132 security component, follow these
steps:

1 Navigate to Maintenance > Logos Suite > Security > Users. The User List
page will open.

Select (highlight) the user who will be given rights to the report.

Click T  The Permissions page for the selected user will open,
showing a grid of application components.

4 Click the Show Search link in the top-right corner of the page. The Compo-
nent Name, Application and Company Name search controls will display.
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In the Component Name control, type OR - Form.

Click @™ . The grid will refresh to show only the OR - Form 132
Employee Detail Report.

7 Check the appropriate processes to which the user will be assigned:

User List

Permissions - NWS @ Hide Search
Permission Type | Company Applications Vl Feature Group ‘ =All= ~| UserSpecdfic [
Companent Name Application
Company  |MNew World Systems [w]
Application 3 |C0mponenl / £ | All | Add |Char\ge| Deietel\.ﬁewfl}ﬁel Print |
Human Resources OR -Form 122 Employee Detail Report - o i wd A
Current Page: 1 Total Number of Pages: 1 Total Records: 1

save | crech ot} _Ciearon | oyt R iovert |_ueerbiased J_sres | bt
8 Click E&9.

9 For the authorization to take effect, the user will need to sign off and sign
on the system.

Hours Code Check Box

To set up the OR Unemployment Insurance check box that will appear under
the OR PERS section header on the Hours Code User-Defined Fields page
in Earnings Maintenance, follow these steps:

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

2 Select Hours Code from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined hours
codes.

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

5 Complete the fields exactly as follows:
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Field Value

Name OR Unemployment Insurance
Section OR PERS

Header

Sequence 2

Number

Data Type Check Box

6 Click .
The Hours Code grid on the User-Defined Field List page should
contain a row for the hours code check box you have saved as part
of the OR PERS section.
Assign User-Defined Hours Code to Hours Codes

To assign OR Unemployment Insurance to applicable hours codes, follow
these steps:

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

2 Highlight an hours code.

3 Click @WTETETET 8 The Hours Code User Defined Fields page
for the selected hours code will open.

Hours Codes List
Hours Code User Defined Fields - 013SA

2004W2B0x12

2004WZ2Box14

OHPEF 1

OR PERS

OR PERS Category | 1- Subject Salary, Regular v
(OR Unemployment Insurance )

save | Resst

4 Under the OR PERS section header, check the OR Unemployment
Insurance check box.

5 Click &9

6 Repeat these steps for all appropriate hours codes.
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OQ Quarterly Tax Report Setup

The “Oregon OQ Quarterly Tax Report” requires the setup of two user-
defined check boxes in Hours Codes Maintenance: OR Tri-Met and OR Lane
Transit District. These check boxes will appear under the OR PERS section
header on the Hours Code User-Defined Fields page in Earnings Mainte-
nance.

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

2 Select Hours Code from the Record Type dropdown.

3 Select Attributes from the Maintenance Type dropdown. The page
will be refreshed to show a grid of existing user-defined hours
codes.

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

5 Complete the fields exactly as follows:

Field Value

Name OR Tri-Met
Section OR PERS
Header

Sequence 3

Number

Data Type Check Box

6 Click 3.

Repeat steps four through six for the OR Lane Transit District check
box that needs to be set up. The following table contains the entries
you will need to make:

Field Value

Name OR Lane Transit District
Section OR PERS

Header

Sequence 4

Number

Data Type Check Box

When you are finished, the Hours Code Attributes grid on the User-
Defined Field List page should contain a row for each user-defined
check box you have saved as part of the OR PERS section.
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Assign User-Defined Hours Code to Hours Codes

To assign OR Tri-Met and OR Lane Transit District to applicable hours
codes, follow these steps:

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

2 Highlight an hours code.

3 Click @TETETET ™ The Hours Code User Defined Fields page
for the selected hours code will open.

Hours Codes List

Hours Code User Defined Fields - 013A

2004W2B0x12 |

2004W2Box14

OHPEF 1

OR PERS

OR PERS Category :1 -Sul_JJeCtSa\ar-,.Re_gu\_ar >
OR Unemployment Insurance
OR Tri-Met [
OR Lane Transit District  []

swe | Roset
4 Under the OR PERS section header, check the applicable check
box(es).
5 Click 5.

6 Repeat these steps for all appropriate hours codes.

Create Oregon Retirement System Data

Once you have set up the necessary user-defined fields, you will be ready to
create an on-screen work file of retirement system data that will be avail-
able for the “Oregon PERS Report.” This data may be reviewed and modi-
fied before it is transmitted to the state.

To create the work file, follow these steps:

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

Create OR Retirement System Data

From Check Date 3
To Check Date E

sunit | Resol
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2 The From Check Date and To Check Date controls require entries.
Select the first and last check dates that will be included in the
report data.

Employee name changes will be pulled into a work file if the
effective dates of the names are changed between these dates.
Address changes also will be pulled into the file if the effective
dates of the primary addresses are changed between these dates.

From each employee’s Employee Maintenance-Personal page, any
Status Reason associated with an NWS Employee Status Reason
alternate code and with a Status Date that falls within the reporting
period also will be pulled into the work file.

3 When you click #11®, a message will be displayed, telling you the
previously created work file will be cleared and asking whether you
want to continue. If you do, click Accept. The current retirement
system data will populate the work file, and the Retirement System
List page will open (see next section).

Oregon Retirement System List

The Oregon Retirement System List page lets you review and modify retire-
ment system data for each employee within the organization. After you cre-
ate the data (see previous section, “Create Oregon Retirement System
Data”), this page is opened automatically. You also may open this page by
going to Human Resources > State Requirements > OR > Retirement Sys-
tem List:

Oregon Retirement System List

Emplayee M |

R

Employee Name

ADAMOVICH, Linda - 2100 b
Allen, Dale A- 1142

Anderson & Associates, Nathan - 58

Arellana, Mary E - 1932

ARETE 3, Glenn M - 1107

ARNOLD, James R - 1973

BAIER, Brian L - 2296

BALCER, Mark B-2314

BARRIENTOS, Jeffrey - 1697

Barto, Dennis W - 216

Barto, Doris Middle Sr. - 1367

Bejda, Mimi- 143

Bejgrowicz, Lisa M- 1818

BENNETT, Pat A -292

BEVAN, Theresa A- 1337 b

ltemns: 1 - 50 of 210 Pagai 1 w |of 5 NextPage 3

Data results are listed in a multi-level grid, sorted alphabetically by
Employee Name. The first level of the grid displays the Employee Name. 1f
applicable, subsequent levels display the employee’s demographic and

wage changes. To view subsequent levels, click the plus sign [#] next to an
employee name:
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Oregon Retirement System List

~ME

Employee |

Csearc)
Employee Name
= Bradley, John A - 46

>

Type Status Date Status Code

*- Demographic Change 1211012007 00 - No change in status

| [Type Pay Date

Wage Code
.. \Wage and Senice 12142007 01-RegularWages
- \Wage and Senvice 12/28/2007 01 - Regular Wages

Employee Name

BREEN, Christing A- 1916
Bromberek, Joseph R - 887
BROMBEREK, Kirk A - 2479
BURCY, Peggy - 2234
Burns, Larry W-723
CAMPBELL, Diana J - 2586

Capps, Robert W - 1436 o

Page of 5 Next Page l$_

Iterns: 1 - 50 of 215

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

employee’s name in the Employee control, and click #E5158. The grid will be
refreshed to include that employee only. To change the grid to include all

employees, clear the Employee control, and click #EES.

Add and Edit Wage Information

1 If you need to add wage information for an employee, select the

employee in the list, and click [ERERESTEETTW © if you need to
edit wage information, click the hyperlinked Type. In both cases, the
Oregon Wage and Service popup will open:

Oregon Wage and Service

Employee 46 - Bradley, John A

Payroll Data

Fay Pericd Begin Date 12110/2007 3

Check Date

1212812007 ]

Fay Pericd End Date
Wage Code

Hours Worked - Regular
Hours Worked - Overtime
Salary Subject - Regular
Salary Subject - Overtime
Mon-Subject Salary
FPayoff

acation Payoff

Gross Salary

Employment Data

1212312007 )

|D1 - RegularWages w

80.00

Contribution Information

IMember Paid Pre-Tax
IMember Paid After-Tax
Unit Contribution
Employer Paid Pre-Tax
Employer Matching %

Employer Matching Amount

PERS Job Code

v| Memo ‘

FTE Hours Code

|

Avg OT Hours Code |
|

Site Code |

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

Logos.NET 5.2

each field:

Field Description

Employee Required. Employee for whom transaction
information will be added or edited.

Payroll Data

Pay Period Required. Pay period to which hours and wages

Begin Date will be allocated.

Pay Period

End Date

Wage Code Required. Tells EDX how to treat the reported
wage and contribution amounts.

Check Date Required.

Hours Total non-overtime hours a member worked.

Worked-Regu-
lar

Hours
Worked-Over-
time

Total overtime hours a member worked.

Salary Sub-
ject-Regular

Excluding overtime pay and amounts expressly
considered non-subject to PERS contributions,
salary paid to the employee on the given pay
date.

Salary Sub-
ject-Overtime

Excluding regular pay and amounts expressly
considered non-subject to PERS contributions,
salary paid to the employee on the given pay
date for hours above the regular Salary Subject-
Regular.

Non-Subject
Salary

Salary excluded from PERS and OPSRP contri-
butions, e.g., a check issued for expense reim-
bursement.

Payoff

Lump-sum payments made to the employee for
various reasons such as accrued compensatory
time, severance pay for involuntary termination
(except retirement severance), or bonuses
(except retirement bonus).

Vacation Pay-

off

Lump-sum vacation payoff payment made to
the employee for accrued vacation and accrued
paid leave only.

46 Last Revised: June 7, 2011
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Field

Description

Gross Salary

Gross salary paid on the given pay date. This
field must equal the sum of the values entered
in the following: Salary Subject-Regular, Salary
Subject-Overtime, Non-Subject Salary, Payoff and
Vacation Payoff.

Contribution I

nformation

Member Paid || IAP contributions paid by the employee, which,

Pre-Tax if entered, must equal 6 percent of total subject
salaries.

Member Paid || IAP contributions paid by the employee, which,

After-Tax if entered, must equal 6 percent of total subject

salaries.

Unit Contri-

Voluntary member contributions made by

bution police-class or firefighter-class employees who
submit a unit election under ORS 238.440.

Employer Paid || IAP contributions paid by employers, which, if

Pre-Tax entered, must equal 6 percent of subject sala-
ries.

Employer Optional employer contribution to member IAP

Matching % accounts in addition to required member contri-
butions. The contribution may not be less than 1
percent or more than 6 percent of the total sub-
ject salary.

Employer Dollar amount of optional IAP contributions

Matching indicated by the percentage listed in the field

Amount above.

Employment Data

PERS Job Job class code under which a person is hired.

Code Required only if 01 or 13 is entered for the sta-
tus code.

Avg OT If PERS Job Code contains a value, the code for

Hours Code the number of annual overtime hours consid-
ered average/reasonable for the employee’s
new job class.

FTE Hours If 09 is entered for PERS Job Code and 01 or 13

Code for the status code, the number of hours per

year an employee in his or her job class must
work to be considered as having performed a
full year of service.

Last Revised: June 7, 2011
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Add and Edit Member Demographic Information

1 To add employee demographlc information for the period being
reported, click e ; to edit demographic information
for an employee, chck the hyperhnked Demographic Change in the
grid. In both cases, the Oregon Demographic Entry popup will
open:

Oregon Demographic Entry

Employee v

Status Date 3

Status Code v

IMember Data

SSN Qld 55N
Mame Change O Address Change a

Last Mame Home Address
First Mame
Iiddle Mame

Date of Birth 3 Zip Code

Gender City

State

Employment Data

FERS Job Code o Unused Sick

Aug OT Hours Code b’ Contract Months

FTE Hours Code N Site Code

Last Date Worked 3 WMemo
oK)

2 Make entries in the appropriate fields.

3 After completing your entries, click i to save them.

Make changes here before making them in Employee Maintenance or Workforce
Administration. Changes here will not be made automatically in Employee
Maintenance or Workforce Administration.
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Oregon PERS Report

The following steps show you how to generate the “Oregon PERS Report”:

1 From the Oregon Retirement System List page, click f:®, or Navi-
gate to Human Resources > State Requirements > OR > Retirement
System Report:

Oregon Retirement System Report

Load Saved Repart > Distribution Group B @
Override Report Title Email Group b E

Emplayer Code

Report Date 3

Create Transmittal File [

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

Field Description

Load Saved Saves this version of the report as a template for

Report later use. When you click EE®, a popup will
ask you to name the report. Type the name, and

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

Override Overrides the default title of the report (“Ore-
Report Title gon Retirement System Report”).

Distribution A group of people selected to receive the report

Group in myReports. Click the dropdown prompt + to
select the group, or click the blue-eye prompt

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

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

Description

Employer Code

Required. State-assigned code identifying the
employer.

Report Date

Required.

Create Trans-
mittal File

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

3 After making your entries, click {2 to generate the report and

Sample

submit it to myReports. If you checked the Create Transmittal File box,
a transmittal file of the report data also will be sent to myReports.

“Oregon PERS Report”

New World Systems

Oregon PERS Report

Report Date: 12/20/2007

Employee: ADAMOVICH, Linda - 2100

§SN: 115-53-3884
Viage and Service
Payroll Data:
Fay Period Begin: 11262007
Pay Pericd End: 12/9/2007
Check Date: 12442007

Viage Code: 01 - Regular Wages

Hours Worked - Regular: 80.00
Hours Worked - OT: 0.00
Salary Subject -Regular: §1,267.20
Salary Subject - Overtime: $0.00
Non-Subject Salary: 50.00
Vacation Payoff: 50.00
Payoff. $0.00

Gross Salary: §1.267.20

Payroll Data:
Pay Pericd Begin: 124102007
Pay Period End: 12232007
Check Date: 12282007

Wage Code: 0 - Regular Wages

Hours Worked -Regular: 80.00
Hours Worked - OT: 0.00
Salary Subject -Regular: §1267.20
Salary Subject - Guertime: 50.00
Non- Subject Salary: $0.00
Vacation Payoff: $0.00
Payoff: 5000

& Jace 128700

Contribution Data:
Member Paid Pre-Tax: §183.74
Member Paid After-Tax: $0.00
Unit Contribution: $0.00
Employer Paid Pre-Tax: §128.37
Employer Matching % 0.00
Empleyer Matching Amount: $0.00

Employment Data:
PERS Job Code: 01 - General Senvice
PERS AvOT Hours Code: 10 - 1,000 Hours
PERS FTE Hours Code: 100- 1,000 Hours
PERS Site Code:
emo:

Contributiion Data:
Member Paid Pre-Tax: §183.74
Member Paid Ater-Tax: S0.00
Unit Centribution: $0.00
Employer Paid Pre-Tax: $121.65
Employer Matching % 0.00
Employer Matching Amount: 50.00

Employment Data;
PERS Job Code: 0 - General Service
PERS AvOT Hours Code: 10 - 1,000 Hours
PERS FTE Hours Code: 100 - 1,000 Hours
FERS Site Code:
Lo,

Logos.NET 5.2
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HERD12345New World Systems
DPTL112345246594 87200000000 0Rdcock
DTL11234526876964100000000 0ALLEN
DTL112345866867673000000000Arellano
PTL11234521227751800000000 0RRNOLD
DTL11234567470244100000000 0AUSTIN
DTL112345199448067000000000BALCER
DPTL112345604135003000000000Earto
DTL112345209293347000000000Bejda
DTL112345230651212119887602BEVAN
DPTL11234580902237400000000 0EOBLAK
DPTL11234516441176600000000 0BOLYN
DTL112345623385572000000000Bordas
DTL112345349265079000000000B0y1e
PTL112345215006567000000000Bradley
DTL112345114586 78200000000 0BURCY
DTL112345420742765000000000CAMPBELL
DPTL112345240262879000000000Capps
DPTL112345162121228000000000Chasten
DTL112345126372772000000000C1ow Jr
DPTL11234525604022400000000 0Hester
PTL112345001110002000000000¥an Halen
DTL1123455793247910000000005ap ££
DTL212345115533884ADAMOVICH
DPTL212345115533 834 ADANOYICH
DTLZ12345262346104R11en
DTL212345262346104A11len

DTL212345707881976ARETE 3
DTL212345707821976ARETE 3
DTL212345212277518ARNOLD
DTLZ12345212277518ARNOLD
DTL212345173240632BATER
DPTL212345120440058BARRTENTOS
DTLZ12345120440058BAREIENTOS
DTL212345225543962Barto
DTL212345225543962Barto
DTL212345170235576Bajgrowics
DTL212345170335576Bejgrowics
DTL212345112226 636BENNETT
DTL212345112226 636BENNETT
DTLZ12345112226 636 BENNETT
DTL212345230651212BEVAN
DTL212345230651212BEVAN
DTLZ12345124576772Boehm
DTL2123451245767172Boelm

DTL212345%42883728Rnderson & Associates
DTL212345942883728Anderson & Associates

1220200712202007

TOM
DRYN
Hary
James
Mike
Mark
Dennis
Mimi
Theresa
Gary
James
Carolyn
Brittany
John
Pegay
Diana
Robert
Eric
Nicholas
Steve
Eddie
Erica

Linda

Linda

Dale

Dale

Nathan

Nathan

Glenn

Glenn

James

Jamas

Brian

Jeffrey

Jeffrey

Doris

Doris

Lisa

Lisa

Pat.

Pat.

Pat

Theresa

Theresa

Jamas

James

2 ~
L N10211974M7340 TENNESSEE RPT &
N0ZZ61976F608 GLEN AVE.
E N0g081969F25231 Bann Street
R NOT041966M2300 Main
N11051964¥43 Abbeywood
B N090119276M407 Montclair Court
u N04151944M801 Oakton
N08311980F2525 Brooklane
a N03091960F419 Holden
n N10161951M17196 W Bluff Road
n N011419894401 Macon Avenue
J NO5011944F505 Glen
N N04241991F12154 Golden Meadow
n N02021974M334 Lake Louize
N09121959F13262 Briar Patch
J Y05261950F725 Jackson Street
w N11041968M256 E Savannah
s ¥11241979M17 Briarwood Ct
c N032019544923 Ontario Drive
3 Y06111975F26230 Rachael Drive
Wol fgang ¥08151964M1313 Mockingbird Lane
N091019818024 §. Mazon Rddr 2
1214200 100001267 1267,
1228200 100001267, 1267
1214200 100020424 0424
1228200 100020424 0424
1214200 100001663, 1663
1228200 10000166 166
1228200 1
1214200 100000461 11!
1214200 100030061, 61
1228200 100030061 31
1214200 1
1214200 100001944 1944
1228200 100001944 1944
1214200 1 545000014
1228200 1
1214200 1000021624 1624
1228200 1000021624 1624
1214200 1000187764 187764
1228200 1000187764 187764
1206200 1000187764 187764
1214200 1000014411 14414
1228200 10000144 1, 1441
1228200 10000147 147
1214200 10000147 147 .

Oregon OQ Quarterly Tax Report

The following steps show you how to generate the “Oregon OQ Quarterly

Tax Report”:

1 Navigate to Human Resources > State Requirements > OR > OQ
Quarterly Tax Report:

Last Revised: June 7, 2011
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Oregon - OQ Quarterly Tax Report

Load Saved Report | v Distribution Graup | ~/=
Override Report Title | ‘ Email Group ‘ "lg

Quarter Preparer Mame
Year 2008 Phone Number

Ul Taxable Wage Base ,w Extension \701
Ul Penalty and Interest Owed ,W
Tax Rate Prepaid Taxes
Unemployment Insurance ,W ’W
State Withholding [ s000

Tri-met | 0.000000% 50.00
Lane Transit District 0.000000% 50.00
WEBF Assesment 0.000000% $0.00

Eeneﬁ E roups

Available Beneft Group(s): 16 Selected Benefit Groups): 0
DEMO - HR Demanstration -~ ]
FT-01-FT-Vacation Lump Sum

FT-05-FT-WManagers Vacation Lump Sum

FT-02 - Full-Time Folice

FT-03 - Full-Time Vacation Accrued

FT-04 - Full-Time Fire

FT-06 - FT-Manager 4-Week Lump Sum

FT-07 - FT Village Manager - Lump Sum

FT-08 - FT-Vacation 120 hr Accrual

PT-01 - Parttime Vacation Lump Sum

PT-02 - Part-Time Vacation Accrued

PT-03 - Part-time No Benefits b

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

Field Description
Load Saved Saves this version of the report as a template for
Report

later use. When you click %8, a popup will
ask you to name the report. Type the name, and
click @3. The next time you want to run this
report, select its name from the Load Saved
Report dropdown, and the fields and list boxes
will be populated automatically. If necessary,
you may edit entries before running the report.

You may save as many templates as you would
like.

Override Overrides the default title of the report (“Ore-
Report Title gon OQ Quarterly Tax Report”).
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Field Description
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

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

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

Quarter Required. Identifies the fiscal quarter being

reported. The available selections are 1, 2, 3 and
4.

Year Required. Identifies the year of the fiscal quar-

ter being reported. Type all four digits of the
year.

Ul Taxable Required. Minimum amount of annual wages
Wage Base that are taxable for unemployment insurance.

Ul Penalty and || Required.
Interest Owed

Preparer Name || Required. Name of the person who prepared the
report.

Phone Number || Required. Phone number of the person who pre-
pared the report.

Extension If applicable, phone extension number of the
person who prepared the report.

Unemployment || Required. Unemployment insurance tax per-
Insurance centage rate minus prepaid taxes amount, if
applicable. If the percentage is five, for exam-
ple, type 5. As soon as you press the <Tab> key
or click outside the control, the entry will be
formatted as a standard percentage with five
decimal places (5.00000%). If the percentage is
5.12, the entry will be formatted as 5.12000%.
State Withhold- || Required. State withholding prepaid taxes.

ing
Tri-met Required. Tri-met tax percentage rate minus
prepaid taxes amount, if applicable.

Last Revised: June 7, 2011 53 Logos.NET 5.2



la er World Systems
Oregon State Requirements . New World System.

Field Description

Lane Transit Required. Lane Transit District tax percentage

District rate minus prepaid taxes amount, if applicable.

WBF Assess- Required. Workers” Benefit Fund Assessment

ment percentage minus prepaid taxes amount, if
applicable.

3 Select one or more benefit groups from the Available Benefit Group(s)
multi-select list box.

¢ To select multiple benefit groups dispersed throughout the
list, hold down the <Ctrl> key while selecting.

* To select multiple, consecutive benefit groups, hold down the
<Shift> key, and select the first benefit group, then the last.

¢ Select at least one benefit group.
4 Click to move the selected benefit group(s) from the Available
Benefit Group(s) box to the Selected Benefit Group(s) box.

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

o |[t=my returns the selected benefit groups to the Available
Benefit Group(s) box.

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

5 After making your entries, click fZi® to generate the report and
submit it to myReports.
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Sample “Oregon OQ Quarterly Tax Report”

Oregon State Requirements

New World Systems

Oregon - OQ Quarterly Tax Report

Quarter: 1 Year: 2008

Manth 1 Manth 2 Manth 2 Tatal
2 1 1 4
State Taxes Tri-Met Lane Transit
Column B Column C Column D
15,101.12 20,204.88 20,204.88
. T=xsbole Wagss 0.0
. Tax Rate 0.000000 0.000000
E. Total Tex 452.02 0.00 0.00
Prepsid Taxes 0.00 0.00 0.00 0.00
7. Penalty snd Inferest .00
8. Total Tex Due 227,286.45 45202 0.00 0.00
VBF ) Assessment
3 o
10. WEBF Assessment Rate 0.000000
11. Totsl Assesment 0.00
12. Prepaid 0.00
12. Total Assesment Dus 0.00
14. Total Payment Due
Menthly Summary of
25802 185.00 0.00 452.02

George Taylor

Oregon Schedule B Report

The following steps show you how to generate the “Oregon Schedule B

Report”:

1 Navigate to Human Resources > State Requirements > OR >
Schedule B Report:

Oregon Schedule B Report

Load Saved Report
Qverride Report Title
Quarter ﬁ b |

Year 2008

Eeneﬁ E roups

Availsbls Benefit Group(s): 16

b Distribution Group

Email Group

Selscted Bensfit Group(s): 0

DEMO - HR Demonstration
FT-01-FT-Vacation Lump Sum
FT-05-FT - Managers Vacation Lump Sum
FT-02 - Full-Time Police

FT-03 - Full-Time Vacation Accrued
FT-04 - Full-Time Fire

FT-06 - FT-Manager 4-Week Lump Sum
FT-07 - age Manager- Lump Sum
FT-08 - FT-Vacation 120 hr Accrual
PT-01 - Parttime Vacation Lump Sum
PT-02 - Part-Time Vacation Accrued
PT-03 - Part-time Mo Benefits
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2 Make entries in the appropriate fields. The following table describes
each field:

Field Description

Load Saved Saves this version of the report as a template for

Report later use. When you click B¥9, a popup will
ask you to name the report. Type the name, and

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

You may save as many templates as you would
like.

Owerride Overrides the default title of the report (“Ore-
Report Title gon Schedule B Report”).

Distribution A group of people selected to receive the report

Group in myReports. Click the dropdown prompt + to
select the group, or click the blue-eye prompt

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

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

Quarter Required. Identifies the fiscal quarter being

reported. The available selections are 1, 2, 3 and
4.

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

3 Select one or more hour codes from the Available Benefit Code(s) tab.
(For instructions on how to make selections, see steps 3 and 4 of the
“Oregon OQ Quarterly Tax Report” section.)

4 After making your entries, click fIi® to generate the report and
submit it to myReports.
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Sample “Oregon Schedule B Report”

New World Systems
Oregon Schedule B Report
Quarter: 1Year: 2008

[ 1 z2220] 8 oon] [ = 1223 [ = coo] [ = 0.00]
[ 2 o0 | B o] [ e o] [ = oo] [ = 0.00]
[ 3 o] [0 o] [ 17 om] [z ] [ = 0.00]
[ Fl ooo] [ 1t vo] [ ooo] [ o5 0.00)
[ £ oo] [ 1z o] [ ooo] [ == 0.00]
[ 8 ooe] [ = o] [ = ooo] [ = 0.00]
[ 7 oo] [ 14 o] [ = osoa] [ = 0.00]

T lizaili 268.02
[ 1 t22.00] 3 000] [ 15 o] [ = o] [ = 0.00]
[ H o0 | B o] [ e poo] [ = ooo] [ =0 0.00]
[ 3 oo] [ 1o o] [ 7 ooo] [ =z goo] [ =t 0.00]
[ F! oo] [t ooe] [ = ooo] [ =8 0.00]
[ £ oo] [ 12 o] [ ooo] [ == 0.00]
[ 8 soo] [ 12 soo] [ = ooo] [ = 0.00]
[ 7 ool [ 1= o] [ = o0] [ 0.00]

Tax lissility for the menth: 19500
[ 1 oo0] | 3 o] [ 1 soo] [ = 0oo] [ = 0.00]
[ 2 oo0] | B oo] [ e soo] [ = coo] [ =0 0.00]
[ 3 oo] [ 1o o] [ 7 ooo] [ =2 0o0] [ =t 0.00]
[ P 0] [ soe] [ = o] [ = 0.00]
[ 5 ool [ 12 ooe] [ o00] [ 2= 0.00]
[ 6 ool [ 12 o] [ = woo] [ = 0.00)
[ 7 noo] [ 12 woo] [ = ooo] [ = 0.00]

Tex lissility for the menth: 000

Tets| for the quarisr 25202

Oregon Form 132 Employee Detail Report

The following steps show you how to generate the “Oregon Form 132
Employee Detail Report”:

1 Navigate to Human Resources > State Requirements > OR > Form
132 Employee Detail Report:

regon - Form 132 Employee Detail Report

Load Saved Report b Distribution Group w @
Qverride Report Title Email Group e E
Quarter | 1% Company Name  [New World Systems
Year 2008 Delivery Address ’m
City |Troy
State Unemployment Insurance State ’r

Employer Account Number | 4567782 Zip |48328

Create Transmittal File

Eeneﬁi Eémups

Available Benefit Group(s): 0 Selected Benefit Group(s): 16

DEMO - HR Demonstration ~
FT-01-FT-Vacation Lump Sum
FT-05-FT-Managers Vacation Lump Sum

ET: Full-Time Folice

FT-03 - Full-Time Vacation Accrued

FT-04 - Full-Time Fire

Manager 4-Week Lump Sum

illage Manager - Lump Sum

vacation 120 hr Accrual

PT-01 - Part-time Vacation Lump Sum

PT-02 - Part-Time Vacation Accrued

PT-02 - Part-time No Benefits b
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2 Make entries in the appropriate fields. The following table describes
each field:

Field Description

Load Saved Saves this version of the report as a template for

Report later use. When you click %9, a popup will
ask you to name the report. Type the name, and

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

You may save as many templates as you would
like.

Owerride Overrides the default title of the report (“Ore-
Report Title gon Form 132 Employee Detail Report”).

Distribution A group of people selected to receive the report

Group in myReports. Click the dropdown prompt + to
select the group, or click the blue-eye prompt

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

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

Quarter Required. Identifies the fiscal quarter being

reported. The available selections are 1, 2, 3 and
4.

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

Company Name || Required.

Delivery Required. Number and street name, or first line,
Address of company’s delivery address.

City Required. City of company’s deliver address.

State Required. State abbreviation of company’s
delivery address.

Zip Required. Postal zip code of company’s deliv-
ery address.
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Field Description

State Unemployment Insurance

Employer Required. State-assigned employer account
Account Num- || number.

ber

Create Trans- Determines whether a transmittal file will be
mittal File generated with the report. Check this box to

generate the file.

3 Select one or more hour codes from the Available Benefit Code(s) tab.
(For instructions on how to make selections, see steps 3 and 4 of the
“Oregon OQ Quarterly Tax Report” section.)

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

Sample “Form 132 Employee Detail Report”

New World Systems

Oregon - Form 132 Employee Detail Report

Quarter: 1 Year: 2008

Hours Weorked Gross oun

55N

g
FERFECH, P

Employee Count: 3 Totak §2,016.00 §15,006.31

Sample Transmittal File

REZ00%

RS541 34291494 25HAUN E Rerial Images 312 FREMONT Troy
R541 165885936CEYSTAL n Agner 626 SUPERIOR DRIVE Troy
R541 1856056F1Pat n FERFECKI 19362 W John Kirkham TROY
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	Oregon State Requirements
	PERS Setup
	Employee Maintenance
	Employee Maintenance Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration, select Employee Employment.)
	3 Select Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined employee section headers:
	4 Click . The User-Defined Fields Section Header popup will open:
	5 For Section Header, type OR PERS. (The user-defined fields that you will create for the “Oregon PERS Report” will be grouped under this header on the Employee User-Defined page in Employee Maintenance or, if you are using Workforce Administrati...
	6 Use the Sequence Number field to tell where you want the OR PERS section of user-defined fields to appear in relation to other sections on the Employee User-Defined page in Employee Maintenance or the Employment tab in Workforce Administration; for...
	7 Click . The popup will be closed, and the grid on User-Defined Field List page will be refreshed to show the newly added OR PERS section header:

	Employee Maintenance Validation-Set Fields
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Employee from the Record Type dropdown. (If you are using Workforce Administration, select Employee Employment.)
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined employee fields:
	4 Click . The User-Defined Fields popup will open:
	5 Complete the fields exactly as shown in the following table:
	6 Click

	Employee Maintenance Text Field
	Employee Maintenance Date Field
	Employee Maintenance Validation-Set Values
	OR PERS Job Code Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight the validation set, OR PERS Job Code:
	3 Click . The Validation Set Values List page for OR PERS Job Code will open.
	4 Click . The Validation Set Value page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 In the Description field, type General Service, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	7 Click . Your entries will be saved and cleared, and the “Validation Set Value” page will remain open for the entry of a new value.
	8 Repeat steps five through seven for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:

	OR PERS FTE Hours Code Values
	1 On the Validation Set List page, highlight the validation set, OR PERS FTE Hours Code.
	2 Click . The Validation Set Values List page for OR PERS FTE Hours Code will open.
	3 Click . The Validation Set Value page will open.
	4 In the Value field, type the following, exactly as shown below:
	5 In the Description field, type 1,000 Hours, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	6 Click . Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
	7 Repeat steps four through six for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:
	8 When you are finished, the grid on the Validation Set Values List page should contain a row for each value you have saved:

	OR PERS Avg OT Hours Code Values
	1 On the Validation Set List page, highlight the validation set, OR PERS Avg OT Hours Code.
	2 Click . The Validation Set Values List page for OR PERS Avg OT Hours Code will open.
	3 Click . The Validation Set Value page will open.
	4 In the Value field, type the following, exactly as shown below:
	5 In the Description field, type 0 Hours, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	6 Click . Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
	7 Repeat steps four through six for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:
	8 When you are finished, the grid on the Validation Set Values List page should contain a row for each value you have saved:


	Set up NWS Employee Status Event Validation Set and Alternate Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List:
	2 Highlight the validation set, Validation Set Alternate Usage Type.
	3 Click . The Validation Set Values List page for Validation Set Alternate Usage Type will open.
	4 Click . The Validation Set Value page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 Type a Description for the Value. This entry may be anything that makes it easy for you to identify the Value.
	7 To save this alternate-usage validation set, click . The grid on the Validation Set Values List page should be updated to contain a row for NWS Employee Status Event:
	8 Next, you will need to define alternate values for the employee status reasons you use. Return to the Validation Set List page, and highlight the validation set, Employee Status Event.
	9 Click . The Validation Set Values List page for Employee Status Event will open. This page will contain a grid of the employee status reasons you have set up:
	10 Highlight the row containing the employee status reason of new hire.
	11 Click . The Alternate Value List page for new hire will open:
	12 Click . The Alternate Value popup will open.
	13 From the Usage Type dropdown, select NWS Employee Status Event (the alternate-usage validation set you just created).
	14 Type the Value exactly as shown below:
	15 A Description is optional:
	16 Click . The alternate value of 01 will be associated with the employee status reason of new hire.
	17 Return to the Validation Set Values List page, and repeat steps 10 through 15 for each employee status event that you use, typing each Value exactly as shown in the following table:

	Set up Employee for Retirement System Reporting
	1 Navigate to Human Resources > Employee Maintenance. The Employee List page will open. (If you are using Workforce Administration, navigate to Human Resources > Workforce Administration > Search.)
	2 Use the search controls to produce a grid containing the employee you want to set up for retirement system reporting.
	3 Click the Employee Number link. The Employee page will open.
	4 From the Attribute dropdown, select User Defined. (In Workforce Administration, click the Employment tab.) The page will be refreshed to show existing user-defined fields, including an OR PERS section containing the three validation-set fields and ...
	5 Make any entries that apply for the employee selected.
	6 When you are finished, click .
	7 Where applicable, repeat these steps for each employee who will be included in the retirement system reporting.


	Deductions and Benefits
	Deduction Section Header
	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 Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined deduction section headers:
	4 Click . The User-Defined Fields Section Header popup will open:
	5 For Section Header, type OR PERS. (The user-defined deduction check boxes that you will create for the “Oregon PERS Report” will appear under this header on the Deduction Code User-Defined Fields page in Deductions Maintenance.)
	6 Use the Sequence Number field to tell where you want the OR PERS section to appear in relation to other sections on the Deduction Code User-Defined Fields page in Deductions Maintenance; for example, if the Deduction Code User-Defined Fields page a...
	7 Click . The popup will be closed, and the grid on User-Defined Field List page will be refreshed to show the newly added OR PERS section header:

	Deduction Section Header
	Deduction Check Boxes
	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 be refreshed to show a grid of existing user-defined deductions:
	4 Click . The User-Defined Fields popup will open:
	5 Complete the fields exactly as follows:
	6 Click

	Assign User-Defined Check Boxes to Deductions
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits > Deductions. The Deduction List page will open:
	2 Highlight a deduction.
	3 Click . The Deduction Code User Defined Fields page for the selected deduction will open:
	4 Under the OR PERS section header, check each box that will apply to the selected deduction.
	5 Click .
	6 Repeat these steps for all appropriate deductions.

	Benefit Check Boxes
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Benefit from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined benefits:
	4 Click . The User-Defined Fields popup will open:
	5 Complete the fields exactly as follows:
	6 Click

	Assign User-Defined Check Boxes to Benefits
	1 Navigate to Maintenance > Human Resources > Deductions and Benefits > Benefits. The Benefit List page will open:
	2 Highlight a benefit.
	3 Click . The Benefit Code User Defined Fields page for the selected benefit will open:
	4 Under the OR PERS section header, check each box that will apply to the selected benefit.
	5 Click .
	6 Repeat these steps for all appropriate benefits.


	Hours Code
	Hours Code Section Header
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Hours Code from the Record Type dropdown.
	3 Select Section Headers from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours code section headers:
	4 Click . The User-Defined Fields Section Header popup will open:
	5 For Section Header, type OR PERS. (The user-defined hours code validation set that you will create for the “Oregon PERS Report” will appear under this header on the Hours Code User-Defined Fields page in Earnings Maintenance.)
	6 Use the Sequence Number field to tell where you want the OR PERS section to appear in relation to other sections on the Hours Code User-Defined Fields page in Earnings Maintenance; for example, if the Hours Code User-Defined Fields page already con...
	7 Click . The popup will be closed, and the grid on User-Defined Field List page will be refreshed to show the newly added OR PERS section header:

	Hours Code Validation Set
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Hours Code from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours codes:
	4 Click . The User-Defined Fields popup will open:
	5 Complete the fields exactly as follows:
	6 Click .

	Assign User-Defined Hours Code to Hours Codes
	1 Navigate to Maintenance > Human Resources > Earnings Maintenance > Hours Codes. The Hours Codes List page will open:
	2 Highlight an hours code.
	3 Click . The Hours Code User Defined Fields page for the selected hours code will open:
	4 Under the OR PERS section header, select the OR PERS Category that will apply to the selected hours code.
	5 Click .
	6 Repeat these steps for all appropriate hours codes.


	PERS Category Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight the validation set, OR PERS Payment Category:
	3 Click . The Validation Set Values List page for OR PERS Payment Category will open.
	4 Click . The Validation Set Value page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 In the Description field, type Subject Salary, Regular, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	7 Click . Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
	8 Repeat steps five through seven for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:

	Wage Code Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight the validation set, OR PERS Wage Code:
	3 Click . The Validation Set Values List page for OR PERS Wage Code will open.
	4 Click . The Validation Set Value page will open:
	5 In the Value field, type the following, exactly as shown below:
	6 In the Description field, type Regular Wages, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	7 Click . Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
	8 Repeat steps five through seven for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:

	Status Code Values
	1 Navigate to Maintenance > Logos Suite > System > Validation Sets > Validation Set List.
	2 Highlight the validation set, OR PERS Status Code.
	3 Click . The Validation Set Values List page for OR PERS Status Code will open.
	4 Click . The Validation Set Value page will open.
	5 In the Value field, type the following, exactly as shown below:
	6 In the Description field, type No change in status, or any entry that makes it easy for you to identify the Value. This entry is not required to comply with a predetermined wording.
	7 Click . Your entries will be saved and cleared, and the Validation Set Value page will remain open for the entry of a new value.
	8 Repeat steps five through seven for the remaining validation-set values that need to be set up, clicking after making entries for the final value. Type each Value exactly as shown in the left column of the table below:


	Form 132 Setup
	Security
	1 Navigate to Maintenance > Logos Suite > Security > Users. The User List page will open.
	2 Select (highlight) the user who will be given rights to the report.
	3 Click . The Permissions page for the selected user will open, showing a grid of application components.
	4 Click the Show Search link in the top-right corner of the page. The Component Name, Application and Company Name search controls will display.
	5 In the Component Name control, type OR - Form.
	6 Click . The grid will refresh to show only the OR - Form 132 Employee Detail Report.
	7 Check the appropriate processes to which the user will be assigned:
	8 Click .
	9 For the authorization to take effect, the user will need to sign off and sign on the system.

	Hours Code Check Box
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Hours Code from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours codes.
	4 Click . The User-Defined Fields popup will open.
	5 Complete the fields exactly as follows:
	6 Click .

	Assign User-Defined Hours Code to Hours Codes
	1 Navigate to Maintenance > Human Resources > Earnings Maintenance > Hours Codes. The Hours Codes List page will open.
	2 Highlight an hours code.
	3 Click . The Hours Code User Defined Fields page for the selected hours code will open.
	4 Under the OR PERS section header, check the OR Unemployment Insurance check box.
	5 Click .
	6 Repeat these steps for all appropriate hours codes.


	OQ Quarterly Tax Report Setup
	1 Navigate to Maintenance > Logos Suite > Security > User-Defined Fields. The User-Defined Field List page will open.
	2 Select Hours Code from the Record Type dropdown.
	3 Select Attributes from the Maintenance Type dropdown. The page will be refreshed to show a grid of existing user-defined hours codes.
	4 Click . The User-Defined Fields popup will open.
	5 Complete the fields exactly as follows:
	6 Click .
	Assign User-Defined Hours Code to Hours Codes
	1 Navigate to Maintenance > Human Resources > Earnings Maintenance > Hours Codes. The Hours Codes List page will open.
	2 Highlight an hours code.
	3 Click . The Hours Code User Defined Fields page for the selected hours code will open.
	4 Under the OR PERS section header, check the applicable check box(es).
	5 Click .
	6 Repeat these steps for all appropriate hours codes.


	Create Oregon Retirement System Data
	1 Navigate to Human Resources > State Requirements > OR > Create Retirement Data:
	2 The From Check Date and To Check Date controls require entries. Select the first and last check dates that will be included in the report data.
	3 When you click , a message will be displayed, telling you the previously created work file will be cleared and asking whether you want to continue. If you do, click Accept. The current retirement system data will populate the work file, and the Ret...

	Oregon Retirement System List
	Add and Edit Wage Information
	1 If you need to add wage information for an employee, select the employee in the list, and click ; if you need to edit wage information, click the hyperlinked Type. In both cases, the Oregon Wage and Service popup will open:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 After completing your entries, click to save them.

	Add and Edit Member Demographic Information
	1 To add employee demographic information for the period being reported, click ; to edit demographic information for an employee, click the hyperlinked Demographic Change in the grid. In both cases, the Oregon Demographic Entry popup will open:
	2 Make entries in the appropriate fields.
	3 After completing your entries, click to save them.


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

	Oregon OQ Quarterly Tax Report
	1 Navigate to Human Resources > State Requirements > OR > OQ Quarterly Tax Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 Select one or more benefit groups from the Available Benefit Group(s) multi-select list box.
	4 Click to move the selected benefit group(s) from the Available Benefit Group(s) box to the Selected Benefit Group(s) box.
	5 After making your entries, click to generate the report and submit it to myReports.
	Sample “Oregon OQ Quarterly Tax Report”

	Oregon Schedule B Report
	1 Navigate to Human Resources > State Requirements > OR > Schedule B Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 Select one or more hour codes from the Available Benefit Code(s) tab. (For instructions on how to make selections, see steps 3 and 4 of the “Oregon OQ Quarterly Tax Report” section.)
	4 After making your entries, click to generate the report and submit it to myReports.
	Sample “Oregon Schedule B Report”

	Oregon Form 132 Employee Detail Report
	1 Navigate to Human Resources > State Requirements > OR > Form 132 Employee Detail Report:
	2 Make entries in the appropriate fields. The following table describes each field:
	3 Select one or more hour codes from the Available Benefit Code(s) tab. (For instructions on how to make selections, see steps 3 and 4 of the “Oregon OQ Quarterly Tax Report” section.)
	4 After making your entries, click to generate the report and submit it to myReports. If you checked the Create Transmittal File box, a transmittal file of the report data also will be sent to myReports.
	Sample “Form 132 Employee Detail Report”
	Sample Transmittal File



