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Overview

This manual provides instructions for the set up and use of the Virginia
State Requirements reports:

—

“Setup” p. 2

“Set up Employee for Retirement System Reporting” p. 15
“Create Virginia Retirement Data” p. 16

“Virginia Retirement Systems List” p. 18

“Virginia Retirement System Report” p. 23

O O A~ WO DN

“Virginia Unemployment Report” p. 26

Last Revised: November 2, 2007 1 Logos.NET 5.1



lg ey World Svstems
Virginia State Requirements ‘ New World Systc

Virginia State Requirements

A new benefit and deduction calculation method, Percent of Annual, has
been added to the Virginia State Requirements. This method will allow the
calculation for deductions and benefits to be based on an amount of the
annual base, as opposed to the actual earning for a pay period.

The “Virginia Retirement System Report” has been modified to report actual
deductions and benefits from payroll. The new calculation routine uses the
employee annual salary as the base (% of annual base salary). The frequency
of the benefit also impacts the calculation: if it is the first pay period of the
month (12 times / year), it is [annual base/12] * %.

The report also has been modified to allow the option to print all employees
or only those whose status has changed since the last report was run.

Setup

The “Virginia Retirement System Report” requires the setup of user-defined
deduction and benefit fields and category codes in Maintenance and user-
defined employee fields in Employee Maintenance. These fields accommodate
employee contributions made through payroll deductions.

Section Header and Employee User-Defined Fields
Setup

One section header, three user-defined employee check boxes and two user-
defined numeric fields need to be set up for the “Virginia Retirement Sys-
tem Report.” The user-defined fields will be grouped under the section
header on the “Employee User-Defined” page in Employee Maintenance:
Section Header

* Virginia Retirement System Report

Check Boxes
e VA_VRSIneligibleEmployee
e VALeoFirelndicator
e VAORPIndicator

Numeric Fields
e VANoMonthsReportedIRS
e VAMonthsUnderEducationContract
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Section Header Setup

To set up the section header that will group the user-defined employee
check boxes and numeric fields, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page will be opened.

2 Select Employee from the Record Type dropdown.

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

User-Defined Field List

Record Type | Employee ~ Maintenance Type | Section Headers v |

Section Header Sequence Section Header
1 Federal Tax

2 State Reporing

3 General

Chen [-ose

4 Click . The “User-Defined Fields Section Header” popup will
be opened:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number | :|

Cor ] canca

5 For Section Header, type Virginia Retirement System Report. (The
user-defined fields that you will create for the “Virginia Retirement
System Report” will be grouped under this header on the
“Employee User-Defined” page in Employee Maintenance.)

6 Use the Sequence Number field to tell where you want the Virginia
Retirement System Report section of user-defined fields to appear
in relation to other sections on the “Employee User-Defined” page
in Employee Maintenance; for example, if the “Employee User-
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Defined” page already contains three sections (sequence numbers 1
through 3), and you want the Virginia Retirement System Report
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 accord-
ingly. If you want the section always to appear at the top of the
page, select 1; if you want it always to at the bottom of the page,
select 99.

7 Click f3. The popup will be closed, and the grid on “User-Defined
Field List” page will be refreshed to show the newly added Virginia
Retirement System Report section header:

User-Defined Field List

Record Type | Employee 8] Maintenance Type Section Headers v |
Section Header Sequence Section Header
1 Federal Tax
2 State Reporting
3 General
( gg  Virginia Retirement System Report )

Check Boxes Setup

To set up the user-defined check boxes that will be part of the Virginia
Retirement System Report section on the “Employee User-Defined” page in
Employee Maintenance, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page will be opened.

2 Select Employee from the Record Type dropdown.

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

4 Last Revised: November 2, 2007
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User-Defined Field List

Record Type :_Em_|_3'i-_3_-f-'ee v laintenance Type |Artr|hutes v
Section Header Attribute Name Data Typ Required

Adjusted Civil Service Date Date 5
Anticipated Leave End Date Date
Anticipated Retirement Date Date
Civil Service Certification Mo Text
Civil Service Date Date
Days Away Mumeric
Full Time Indicator Check Box
MHERS Validation Set
Rehire Recommendation Yalidation Set
Reinstatement Date Date
Suspension End Date Date
Temp Assignment Date Date
‘acation Payout Hours Mumeric
Return to Work Date Date v s’

4 Click @@¥. The “User-Defined Fields” popup will be opened:

User-Defined Fields

User Defined Field Attrilnnes

kHame |

Section Header i s

Sequence Mumber ' |

Data Type  Tex v

Mairnurn Lengthn |

Required ]

Cor ] Cancal

5 Complete the fields exactly as follows:

Field Value

Name VA_VRSIneligibleEmployee

Section Virginia Retirement System Report

Header

Sequence (Leave this field blank.)

Number

Data Type Check Box

Maximum (Selecting Check Box as the Data Type will hide

Length this field.)

Required (Selecting Check Box as the Data Type will hide
this field.)
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Checking an employee’s VA_VRSIneligibleEmployee check box in “Employee
Maintenance” will exclude the employee from the “Virginia Retirement System
Report.”

6 Click T3

Repeat steps four through six for the two remaining check box fields
that need to be set up. The following tables contain the entries you
will need to make:

Field Value

Name VALeoFirelndicator

Section Virginia Retirement System Report
Header

Sequence (Leave this field blank.)

Number

Data Type Check Box

Field Value

Name VAORPIndicator

Section Virginia Retirement System Report
Header

Sequence (Leave this field blank.)

Number

Data Type Check Box

If applicable, the VALeoFirelndicator and VAORPIndicator fields will show up in
the transmittal file.

Numeric Fields Setup

To set up the user-defined numeric fields that will be part of the Virginia
Retirement System Report section on the “Employee User-Defined” page in
Employee Maintenance, repeat steps four through six, completing the fields
exactly as shown in the following tables:

Logos.NET 5.1
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Field Value

Name VANoMonthReportedIRS

Section Virginia Retirement System Report
Header

Sequence (Leave this field blank.)

Number

Data Type Numeric

Maximum (Selecting Numeric as the Data Type will hide
Length this field.)

Selecting a Data Type of Numeric will display fields for Minimum
Value and Maximum Value.

Minimum 0

Value

Maximum 1000

Value

Required (Leave this check box unchecked.)
Field Value

Name VAMonthsUnderEducationContract
Section Virginia Retirement System Report
Header

Sequence (Leave this field blank.)

Number

Data Type Numeric

Minimum 0

Value

Maximum 1000

Value

Required (Leave this check box unchecked.)

If applicable, the VANoMonthsReportedIRS and
VAMonthsUnderEducationContract fields will show up in the transmittal file.

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 Vi

Last Revised: November 2, 2007

rginia Retirement System Report section:

Logos.NET 5.1



N Ty \. et i
Virginia State Requirements .Q New World et

User-Defined Field List

Record Type i_ﬂl‘fm_l_J.i;;l_';’EE V Maintenance Type —ttnhutes V
Section Header Attribute Name Data Type Required
NHERS INH ERS EMpICYMent 1ype Validation Set ~
MNH ERS MNH ERS Job Class Validation Set
NH ERS MNH ERS Job Class Effective Date Date
NH ERS MNH ERS Pay Status Validation Set
MC Orbit Orbit Eligibility Date Date
M Orbit Orbit Job Classification Validation Set
M Orbit Orhit Plan Code Validation Set
MNC Orbit Orhit Plan Code Effective Date Date
MZ Orpit OrhitlemberlD Texdt

Vlirginia Retirement System Report VA_VREIneligibleEmployee Check Box

Virginia Retirement System Report VALeoFirelndicator Check Box
Virginia Retirement System Report VAMonthsUnderEducationContract MNumeric
Virginia Retirement System Report VAMoMonthsReportedIRE e

Virginia Retirement System Report VADRPIndicator Check Box v

Ciew [ psete ] setres)

Set up Section Headers, Deduction Field and Benefit
Field

Two identical section headers and identical deduction and benefit fields
need to be set up for the “Virginia Retirement System Report.” The deduc-
tion field will appear under one section header on the “Deduction Code
User-Defined Fields” page in Deductions Maintenance, and the benefit field
will appear under the other section header on the “Benefit Code User-
Defined Fields” page in Benefits Maintenance.

Section Headers
Virginia Retirement System Report
Deduction and Benefit Fields

VA_Retirement

Section Header Setup

To set up the header for the section that will contain the VA_Retirement
deduction field, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page will be opened.

2 Select Deduction from the Record Type dropdown.

Logos.NET 5.1 8 Last Revised: November 2, 2007
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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 | Deduction w Maintenance Type | Section Headers

Section Header Sequence Section Header
1 NHERS

2 2005

4 MISC

5 2004
Clew.

4 Click f@. The “User-Defined Fields Section Header” popup will
be opened:

User-Defined Fields Section Header

User Defined Field Section Header

Section Header |

Sequence Number | :|

Cor ] canca

5 For Section Header, type Virginia Retirement System Report. (The
user-defined deduction field that you will create for the “Virginia
Retirement System Report” will appear under this header on the
“Deduction Code User-Defined Fields” page in Deductions Mainte-
nance.)

6 Use the Sequence Number field to tell where you want the Virginia
Retirement System Report section to appear in relation to other
sections on the “Deduction Code User-Defined Fields” page in
Deduction Maintenance; for example, if the “Deduction Code User-
Defined Fields” page already contains three sections (sequence
numbers 1 through 3), and you want the Virginia Retirement Sys-
tem Report 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 at the bottom of the
page, select 99.

Last Revised: November 2, 2007 9 Logos.NET 5.1
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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 Virginia
Retirement System Report section header:

User-Defined Field List

Record Type '_ Deduction v Maintenance Type [ Section Headers”\;';
Section Header Sequence Section Header
1 NHERS
2 2005
4 MISC
5 2004
C gg  Virginia Retirement System Report )

(i | petete

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

Deduction Field Setup

To set up the user-defined deduction field that will appear under the Vir-
ginia Retirement System Report section header on the “Deduction Codes
User-Defined Fields” page in Deduction Maintenance, follow these steps:

1 Go to Maintenance > Logos Suite > Security > User-Defined
Fields. The “User-Defined Field List” page will be opened.

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:
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User-Defined Field List

Record Type |Dedu|:1i-:|n V| Maintenance Type
Section Header Attribute Name Data Type Required
MNH ERS MNH ERS Additional PostTax Check Box
2005 2005W2Box14 o
MISC IMRF Text
MISC Iichigan Check Box
MISC Ohia Check Box
MISC South Dakota Check Box
2004 2004W2Box10 Text
2004 2004W2Box12 Text
2004 2004W2Box14 Text

Ciew [ oot

4 Click @@3. The “User-Defined Fields” popup will be opened:

User-Defined Fields

User Defined Field Attrilnnes

Mame |
Section Header | vJ
Sequence Mumber | bl

Data Type i_TE}ft |

Mairnurn Lengthn |

Required ]

@ [ cancel |

5 Complete the fields exactly as follows:

Field Value

Name VA_Retirement

Section Virginia Retirement System Report
Header

Sequence (Leave this field blank.)

Number

Data Type Text

Maximum 2

Length

Required (Leave this check box unchecked.)

6 Click T3
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When you are finished, the Deduction Attributes grid on the “User-
Defined Field List” page should contain a row for the user-defined
deduction field you have saved as part of the Virginia Retirement

System Report section:

User-Defined Field List

Record Type | Deduction Vi Maintenance Type | Attributes |
Section Header Attribute Name Data Type
MNHERS MNH ERS Additional PostTax Check Box
2005 2005W2Box14 Text
MISC IMRF Text
MISC Iichigan Check Box
MISC Ohia Check Box
MISC South Dakota Check Box
2004 2004W2Box10 Text
2004 2004W2Box12 Text
2004 2004W2Box14 Text

(Virginia Retirement System Report VA_Retirement Text )
e

Required

7 To set up the user-defined benefit field that will appear under the

Virginia Retirement System Report section header on the “Benefit
Codes user-Defined Fields” page in Benefit Maintenance, follow the
previous steps 1-6, substituting Benefit for Deduction as the Record

Type (step 2).

Deduction Field Setup

To set up user-defined deduction fields for buyback, health credit, retire-

ment and group life amounts, follow these steps:

1

Go to Maintenance > Human Resources > Deductions and Benefits
> Deductions. The “Deduction List” page will be opened:

12
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Deduction List

Active © |Code T | Description | Last Processed Date | -~
i AA AFLAC = After Tax 112112007
e AF AFSCME Full Time 10/28/2007
i AFLAC AFLAC 8M14/2007
e AP AFSCME Part-Time 12112007 1
i BellMDED Bell Melissa Deduction 91512007
i BT Brian Truhlar Mot Used
i CM 94 D 1770 Mot Used
e Cco 97 D 651655 Mot Used
i Ccs 94 AR 2669 Mot Used
i cu Romeaoville Credit Union 91512007
i DB Dennis Balsitis Mot Used
Q} [B]=H Balsitis-Centurion Capital 172007
i DBS Cafe PostTax DBS Cafe Post Tax Mot Used
i DBS Cafe PreTax DBS Cafeteria Pre-Tax Mot Used
i DBS Test DBS TEst 10/28/2007 “

2 Highlight a deduction.

3 Click MG The “Deduction Code User Defined
Fields” page for the selected deduction will be opened:

Deduction List
Deduction Code User Defined Fields - AF

HHERS
MNH ERS Additional PostTax [

2005
2005W2Boxt4 | |
MISC
IMRF | |
Wichigan []
Chio  []
South Dakota [
2004
2004W2Box10 | |
2004W2Box12 | |
2004W2B0x14 | |
Virginia Retirement System Report
WA_Retirement || |

4 Referring to the right column of the table below, type the one- or
two-character VA_Retirement entry that applies to the deduction

selected:
Deduction VA_Retirement Entry
Retirement Buy Back B
Health Credit Contribution || HC

Last Revised: November 2, 2007 13 Logos.NET 5.1
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Deduction VA_Retirement Entry

Retirement Contribution R
Group Life Contribution GL

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

5 Click &9

6 Repeat these steps for all appropriate deductions.

Benefit Field Setup

To set up user-defined benefit fields for retirement benefit, group life bene-
fit and group life gross amounts, follow these steps:

1 Go to Maintenance > Human Resources > Deductions and Benefits
> Benefits. The “Benefit List” page will be opened.

2 Highlight a benefit.

3 Click @@ The “Benefit Code User Defined Fields”
page for the selected benefit will be opened.

4 Referring to the right column of the table below, type the one- or
two-character VA_Retirement entry that applies to the benefit

selected:
Benefit VA_Retirement Entry
Retirement Benefit R
Amount
Group Life Benefit Amount || GL
Group Life Gross GL

The transmittal file will use the VA_Retirement Entry to identify the benefit
information being sent to the state; therefore, take care to enter each VA_Retirement
Entry exactly as shown in these instructions.
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5 Click 9.

6 Repeat these steps for all appropriate benefits.

Set up Employee for Retirement System Reporting

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

1 Go to Human Resources > Employee Maintenance. The “Employee
List” page will be opened.

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 be
opened.

4 From the Attribute dropdown, select User Defined. The page will be
refreshed to show existing user-defined fields, including a Virginia
Retirement System Report section containing the three check boxes
and the two numeric fields you set up earlier:

Employee List

Employee - BACHER, JEREMY N (2286)

Atribute | User Defined v| Employee GYG) BACHER, JERENY N (2285) ~ DB
T T T CITPTO e TIT TP =
NHERS Job Class ~
MH ERS Job Class Effective Date E
MNH ERS Pay Status 4
NC Orbit
Orbit Eligibility Date =
Orbit Job Classification hd
Orbit Plan Code v
Qrbit Plan Code Effective Date E
OrbitllemberlD
Virginia Retirement System Report \

WA_VRSIneligibleEmployee [
VALeoFirelndicator [
VAMonthsUnderEducationContract
VANoMaonthsReportedIRS
VAORPIndicator [

= =Y a

5 Check any boxes or make any entries that apply for the employee
selected.

6 When you are finished, click E8.

7 Where applicable, repeat these steps for each employee who will be
included in the retirement system reporting.
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Create Virginia Retirement 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 “Virginia Retirement System Report.” This data will cover as
many benefit groups and hours codes as you select and may be reviewed
and modified before it is transmitted to the state.

To create the work file, follow these steps:

1  Go to Human Resources > State Requirements > VA > Create
Retirement Data:

Create Virginia Retirement Data

Load Saved Report .7 il Distribution Group | b @

Cverride Report Title | | Email Group E

Month | ETCHENN v |
Year |2007

Available Benefit Groupis): 15 Selected Benefit Groupis): 0

FT-01-FT-Vacation Lump Sum -~
FT-05-FT-Managers Vacation Lump Sum

FT-02 - Full-Time Police

FT-02 - Full-Time Vacation Accrued

FT-04 - Full-Time Fire

FT-06 - FT-Manager 4-\eek 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

IV

PT-03 - Parttime Mo Benefits “
PT-04 - Part-Time 25 Hours bl M Remove Al §

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

Override Overrides the default title (“Virginia Retire-

Report Title ment System Report”) of the report.

16 Last Revised: November 2, 2007
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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

[E 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 #.

Month Required. Reporting month. The available selec-
tions are 1 (January) through 12 (December).
The default is the current month. Contribution
information for the Month and Year selected will
be included in the work file.

Year Required. Reporting year. Contribution infor-
mation for the Month and Year selected will be
included in the work file.

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

Employees whose VA_VRSIneligibleEmployee check boxes are checked in “Employee
maintenance” will be excluded from the report.

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

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

* Select at least one benefit group.

Last Revised: November 2, 2007 17 Logos.NET 5.1
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4 Click @ to move the selected benefit group(s) from the Available
Benefit Group(s) box to the Selected Benefit Group(s) box.

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

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

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

5 C(lick the Hour Codes tab.

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

7 After making your selections, click RS

8 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 List” page will be
opened (see next section).

Virginia Retirement Systems List

The “Virginia Retirement Systems List” page lets you review and modify
retirement system data for each employee within the organization. After
you create the data (see previous section, “Create Virginia Retirement
Data”), this page is opened automatically. You also may open this page by
going to Human Resources > State Requirements > VA > Retirement List:

Virginia Retirement Systems List

Employee V@

Employee Name

= Arellano, Deborah A- 2619 ]
Type Payroll Date Comment Code Creditable Compensation

- Transaction 07/01/2006 05 $2,483.87
Employee Hame

ARETE 3, Glenn M - 1107

H- AZ70, John D. - 2066

BACCIND, Brian - 2405

=l Baczek, Eugene MW - 555

Type Payroll Date Comment Code Creditable Compensation
" Transaction 07/01/2006 05 $6,089.20

Employee Hame
- BALMOR, Linda S - 1740
|- Barto, Ronald A-515

® Baro, ScottL.-139 -
lterns: 1 - 50 of 403 Page: | viufg Mext Page 5

e
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Data results are listed in a multi-level grid, sorted alphabetically by
Employee Name. The first level of the grid displays the Employee Name. If
applicable, subsequent levels display the employee’s transaction informa-
tion, demographic changes and termination payroll date. To view subse-
quent levels, click the plus sign [#] next to an employee name.

The Comment Code on the Transaction level tells whether transaction infor-
mation has changed for the employee during the reporting month. If a
change has not occurred, the Comment Code will show as 05. If a change has
occurred, the code will show as 01.

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

employee’s name in the Employee control, and click #2128. The grid will be
refreshed to include that employee only. To change the grid to include all

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

Add and Edit Transaction Information

1 If you need to add transaction information for an employee, select
the employee in the list, and click ; ; if you need to
edit information for a particular transactlon Chck the hyperlinked
Transaction. In both cases, the “Virginia Retirement Transaction
Entry” popup will be opened:

Virginia Retirement Transaction Entry

Employee v

Fayroll Date 3

Adjustment a
Comment Code
Activity Code
Creditable Compensation
Life Insurance Base Pay
Buy Back Contribution
Health Credit Contribution
Health Credit Compensation
Retirement Contribution

Group Life Contribution

Annual Salary
Lok | cancel |

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

Last Revised: November 2, 2007 19 Logos.NET 5.1
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Field Description

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

Payroll Date || Required. Payroll date being reported.

Adjustment Indicates whether the transaction is an adjust-
ment.

Comment Required. Two-character code telling whether

Code the information on this page has changed or has
remained unchanged from the last reporting
period. If information has changed, type 01; if it
has not, type 05.

Activity Code || One- to five-character code identifying the
activity to which this transaction is tied.

Creditable Required. Annualized salary divided by 12

Compensation || (months).

Life Insurance || Dollar amount of life insurance base pay.

Base Pay

Buy Back Dollar amount of buy back contribution.

Contribution

Health Credit || Dollar amount of health credit contribution.

Contribution

Health Credit || Dollar amount of health credit compensation.

Compensation

Retirement Dollar amount of retirement contribution.

Contribution

Group Life Dollar amount of life insurance contribution.

Contribution

Annual Salary || Required. Annualized salary amount on which

contributions are due. This amount may change
between pay periods if the member’s wage rate
changes.

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

Add and Edit Member Demographic Information

1 To add employee demographic information for the period being
reported, click ew Del ; to edit demographic information
for an employee, chck the hyperlmked Demographic Change in the
grid. In both cases, the “Virginia Demographic Entry” popup will be
opened:
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Employee w
Fayroll Date 3
Comment Code l—

Last Mame

First Initial

Mew Last Mame
Mew First Mame
Mew Middle Initial
Suffix

Gender

Daate of Birth

R
Rl

Effective Date

) _cacat

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

each field:

Field Description

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

Payroll Date || Required. Payroll date being reported.

Comment Required. Two-character code telling whether

Code the information on this page has changed or has
remained unchanged from the last reporting
period. If information has changed, type 01; if it
has not, type 05.

Last Name Employee’s current or former last name. This
field may hold 15 characters.

First Initial Initial of the employee’s current or former first
name.

New Last Employee’s new last name. This field may hold

Name 15 characters.

New First Employee’s new first name. This field may hold

Name 15 characters.

New Middle Initial of the employee’s new middle name.

Initial

Suffix If applicable, employee’s name suffix, such as
Sr., Jr., III. This field may hold three characters.

Gender One-character code identifying the employee’s
gender.
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Field Description
Date of Birth || Employee’s date of birth. To select the date
from a calendar prompt, click ¥.

Effective Date || Date these changes become effective. To select

the date from a calendar prompt, click ¥].

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

Make changes here before making them in “Employee Maintenance.” Changes here will
not be made automatically in “Employee Maintenance.”

Add and Edit Member Information

1 To add an employee to the “Virginia Retirement Systems List,” click
AT to edit information for a new employee, click the
hyperlinked New Member in the grid. In both cases, the “Virginia
Retirement New Member Entry” popup will be opened:

Employee v
Fayroll Date 3
HireDate 3
First Report Date 3
Comment Code l—

Lok
2 Make entries in the appropriate fields. The following table describes
each field:
Field Description
Employee Required. Name of the new retirement-plan

participant.

Payroll Date || Required. Payroll date being reported.

Hire Date Required. Date member began employment.
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Field Description

First Report Required. First date of member’s retirement
Date contributions.

Comment Required. Two-character code telling whether
Code the information on this page has changed or has

remained unchanged from the last reporting
period. If information has changed, type 01; if it
has not, type 05.

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

Add and Edit Employment Termination Information

1 To add or edit a termination record for an employee select the
employee in the list, and click B¥IE UW; to edit a termination
record, click the hyperlinked New Termznatzon in the grid. In both
cases, the “Virginia Retirement Member Termination Entry” popup
will be opened:

Virginia Retirement Member Termination Entry

Employee | v

Fayroll Date 3

LK)
2 Make entries in the appropriate fields. The following table describes
each field:
Field Description
Employee Required. Name of the retirement-plan partici-
pant being terminated.
Payroll Date Required. Payroll date of termination.

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

Virginia Retirement System Report

The following steps show you how to generate the “Virginia Retirement
System Report”:
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1 From the “Virginia Retirement Systems List” page, click fZ®, or go
to Human Resources > State Requirements > VA > Retirement Sys-
tem Report:

Virginia Retirement System Report
Load Saved Report bt Distribution Group N @
Override Report Title | Ermail Group Lok |
Employer Code ‘
Create Transmittal File [
Retirement Rate
Group Life Insurance Rate

Health Insurance Credit Rate |

Print Only Changed Status

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 B8, 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 (“Virginia Retire-
Report Title ment System Report”) of the report.

Distribution A group of people selected to receive the report

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

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

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 1D Required. State-assigned number identifying
the employer.

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

Retirement Rate || Retirement percentage rate; if the percentage is
tive, for example, type 5. As soon as you press
the <Tab> key or click outside the control, the
entry will be formatted as a standard percent-
age with five decimal places (5.00000%). If the
percentage is 5.12, the entry will be formatted
as 5.12000%.

Group Life Group life insurance percentage rate. (See
Insurance Rate || Retirement Rate description for entry and for-
matting standards.)

Health Insur- Health insurance credit percentage rate. (See
ance Credit Retirement Rate description for entry and for-
Rate matting standards.)

Print Only Determines whether the report will include all

Changed Status || retirement plan participants or only those
whose statuses have changed since the last
report was run. To include only the latter
group, check the box.

3 After making your entries, click {3l 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.
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Sample “Virginia Retirement System Report”

New World Systems - 5.1 Test
Virginia Retirement System Report

Comment  Creditable Refirement Health Credit Group Life  Refirement Annual Life Insurance
ssh Employee Payroll Date Code Compensation  Buy Back Contribuion Contribution Contribution Salary Base Pay

Sample Transmittal File

AOD0D00TL050869264120071005200710260184 Lumber Christopher M M19891008%
ROO0000607524864595200607102006070101Rqua Designs, ISusan A F19650331
ROD0000607493736325200607142006070101C1arion ConstruRyan P M19831128
n000000607517524097200607262006070101DT'5 Scuba LockRobert E M19691201
RODOD00607882010851200607262006070101Executive Tradilerek A M19900504
RO00000607493142909200607122006070101Flovers Kenneth J  M20430907
RO00000607483320578200607122006070101Hunt. Bianka M F1%200110
AO000007T1052057442120071026200710260 1Magni ficent EveJonathan M M19870916
E000000710520574421 01954 Ontario Troy KI43084
RO00000607299179470200607172006070101N Vigion OpticePatricia M F1356091¢
nO00000607456784753200607122006070101Project Share Brandon R M19881024
RO00000607521792403200607172006070101Project Share Catherine M F19710804
RO00000607539999103200607102006070101K. &. Bright ConAllison R F19870211
RO00000607476874567200607102006070101Reindeer ForestDeborah 3 F19551004
RODODO06075370491292006071120060701015ullivan Sarah A F19830806
ROO000060748913574420060712200607010 IWALWORTH MECHANChristopher A M19831010
RO00000607196750465200607142006070101WALWORTH MECHANWade A M19890329

2000000607001024871860010 248718,

Virginia Unemployment Report
The following steps show you how to generate the “Virginia Unemployment

Report”:

1 From the “Virginia Retirement Systems List” page, click fZ0®, or go
to Human Resources > State Requirements > VA > Retirement
List:
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Virginia Unemployment Report

Load Saved Report | & Distribution Group | | @
Override Report Title | Email Graup ”:@
Submission Period

Quarter V
Year

State Unemployment Insurance

Taxable Wage Base
Tax Rate
S Lo ourcodes

Available Benefit Groupis): 28 Selected Benefit Group(s): 0

DW-01 - Regression test
FT-01-FT-Vacation Lump Sum
FT-05-FT-Managers YVacation 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 - FT Village Manager - Lump Sum
FT-08 - FT-Vacation 120 hr Accrual
PT-01 - Parttime Vacation Lump Sum
PT-02 - Par-Time Vacation Accrued
PT-03 - Parttime Mo Benefits

Lo Licso L sare ] saveps Yoo

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 &3, 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 (“Virginia Unem-
Report Title ployment Report”) of the report.
Distribution A group of people selected to receive the report
Group in myReports. Click the dropdown prompt + to

select the group, or click the blue-eye prompt

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

Email Group A group of people selected to receive the report

by e-mail. Click the dropdown prompt + to
select the group.

Submission Period

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.

State Unemployment Insurance

Taxable Wage Required. Minimum amount of annual wages

Base that are taxable for unemployment insurance.

Earnings above this amount will be included in
the Gross Wages column on the report.

Tax Rate Required. Unemployment insurance tax per-
centage rate; 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%.

3 Select one or more benefit groups from the Available Benefit Groups
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 Groups box to the Selected Benefit Groups box.

J moves all benefit groups, selected or not, to the Selected
Benefit Groups box.

o returns the selected benefit groups to the Available
Benefit Groups box.

. returns all benefit groups to the Available Benefit
Groups box.

5 Click the Hour Codes tab.
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6 Select one or more hour codes from the Available Hour Codes tab.

(For instructions on how to make selections, see steps 3 and 4.)

7 After making your entries, click to generate the report and

submit it to myReports.

Sample “Virginia Unemployment Report”

SSN Emplovee

New World Systems - 5.1 Test

Virginia Unemployment Report

Year: 2007 Quarter: 1
Tax Rate: 25.00%

Quarter Gross Y¥TD Gross Taxable Gross

Excess Gross

BLUE STAR TECHNOLOGIES GROUP, LLC,

2024
208460
1.24180

€25.41

024
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