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I. Generate an Employee Wage Summary Report

Generate an Employee Wage Summary Report that shows Detail by Name.
Be sure to include: Employee Name, Employee Number, Gross, Gross Taxable,
Gross State, Gross FICA, Gross Medi, Net

Range: All

Order: Employee Name

Totals Only: No

Check Dates: Jan 1 through Dec 31

Il. NEMRC Custom PACIF Workers Comp Audit Report
1. Payroll
2. Reports Menu
3. Z. Custom Reports and Routines
4. Select PACIFWCA and Click Run

" o | B | =
Select Description

VICTWAGE  |VLCT Wage and Benefits Survey

PRCUS35C Quarterly DOL Report

|PACIFWCA PACIF Warkers Comp Audit Report

New Edit Delete Run

Custom Report Generator Make 2.x files Cancel

o |[®@ =

Report Year (Blank for All): v

Preview Print File Cancel
[My Heip]
5. Click on File and follow the instruct{ons for printing to Excel.
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Ill. Export Wage Data from NEMRC to a Data File
1. Begin by generating an Employee Wage Summary Report as directed above.

2. When you have specified the data you want, instead of Preview or Print, click on “File”.

Bl

| Period 8 Otr 1 February Mailing labels

F.
1. Detail posting register G. Accrued time report

Wape Summary

Employee #

[ Department Main Croer I

Order + Employee number [ Employee Mame  ( Code
Totale Only? Mo " ves

Check Dates  |01z02010 | to [ozn3zmo

Preview | print | fie | cancel |
Freview Compressad | Frint Compressed ‘ —
y Help
ST e L T. Worksite lReport
E. AIP posting register | Z. Custom Reports and Routines

Return to Main Menu |

3. A dialog box appears asking if you want to export to Excel. Click on “Yes”.

ing ﬂ_

NEMRC Fund Account

9 Do you want to use the export in Excel?

4. Save the file where you’ll find it easily, using your municipality in the file name.
For “Save as type:”, select csv (for “comma-separated values™). Click on “Save”.

VLCT PACIF
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i Save As | % |
Savein: , NEMTEST vl @2 Er
= Name & Date modified Type »
"'J'* . amanda 11/13/2013 6:59 AM  File fol
Recelets | AUTOBACK 1/27/20145:14PM  File fol
. BACKUP 1/21/2014 10:19 PM  File fol
. Benn AP Form 46 11/13/2013 6:58 AM  File fol
Desktop J MSOL 11/13/2013 &:58 AM  Filefol
s . NEMRC SHARE 12/18/2013 5:39 PM  File fol
u:_LJ . new 11/13/2013 &:58 AM  File fol
Libraries cold 11/13/2013 €:58 AM  File fol
. . rutchase 11/13/2013 6:58 AM  File fol
:& test 11/13/2013 6:58 AM  File fol
Computer J VTCWDI 12/20/2013 %:30 AM  Filefol
- J vtrute 11/13/2013 6:56 AM  File fol
QL; . VTSGWD 12/20/2013 11:01...  Filefol ¥
< >
Metwork
Excel File Name 2014_amytown_ot_audit.csv| w Save
Save as type cav w Cancel
Code Page

of 6
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Export Wage Data from NEMRC to a Data File (continued)

5. If Excel is not loaded in your computer, attach the .csv file to an email and send it to
the VLCT staff member who is conducting your audit this year.

6. If Excel is loaded in your computer, the following screen will appear. Click on “Yes”.

Do you want MEMRC to try and open the exported report in Microsoft
Excel

Ill. Import Wage Data from a Data File to Microsoft Excel

1. If NEMRC did not open Excel, open it your normal way.

2. Go to File & Open. Be sure that you are looking at all file types, and select the file
that you just saved.

BEIE

(E] Fle Edt View Insert Format Took  Data  Window Help  Adobe PDF Type aquestionforhelp = o & 2

NEH RS0 Ve & B9 8= 8 e[ 210 o B I U [===EES % o 08 [EeE] . B A
oy !
Al - I

A | e [ ¢ [ o [ e | F T & [ Hw [ 0 T 9 [ v [ ¢ I v [ W [ o | p [ a [=
1 1
2| —
El Open |1|E|
% Lookin: | (@ Deskiop v| @- 2@ ¥ i B3 - Toos-
1 -2. Mame S, Type Date Madified
|7 4 @My Documents System Folder
18 | My Recent ' My Computer System Folder
19| DoRuments || @ony natwerk Places System Folder

=}
=

18/2010 7:58 AM

T |S)Forms File: Foldsr

[11] IZ)Unused Desktop Icons File Folder 12{2009 3:27 PM

|12 | Desktop |3_|]1nu Fire.xls .. Microsoft Excel wor,.. 122010 12:31 PM

113 ] 2300 Police..xls .. Microsoft Excel Wor... 16(2010 10:26 AM
14 B2 400 PWD.ds .. Microsoft Excel Wor... 12{201012:31 PM

g
w

0425 Wastewater. ks

My Docurnents || B450 Water. s

@_]500 Recreation, xks

@_]Emp\oyee Wage Summary Report.xls
B sweap LIST. xls

o

.. Microsaft Excel Wor... 122010 12:31 PM
122010 12:31 PM
132010 10:29 M

03/2009 3:02 PM

~

. Microsoft Excel War...
. Microsoft Excel War...
. Microsoft Excel War...

oz
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File name: 2 |

Files of type: | gl Micrasaft OFfice Excel Files (*od®; * odds; * el * . htmg * heml; *.mhk; . mhkml; r:

Cancel

All Microsoft OFfice Excel Files (%, x*; * xls; * xdky *, htm; *.heml; * mht; *.mbtml;
Micrasoft Office Excel Files (% x*; * xls; *.xla; *.xlt; *xlm; * <) *,xlw)

All Web Pages (¥, htm; *.bkml; * mht; *, mhtml)

ML Files (¥, xml)

Text Files (*.prn; *.bxt; *.cov) v
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w
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Import Wage Data from a Data File to Microsoft Excel (continued)

3. Click on “Open”. You will see your data in Step 1 of the Text Import Wizard, like this:

Texd Import Wizard - 5tep 1 of 3

The Teat Wizard has determined that your data is Fixed Widh.
IF this 15 cornect, choose Mext, or choose the data type that best desoribes your data,
Orriginal data type
Chioase the file bype that best describes your data:
() Delimited = Characters such as commas ar tabs separate each Field,
""""""" - Fialds are aligred in columns with spaces betwesn each Field,

Seart import at rowe: 1 2 Fila prigin: 437 1 OEM Uinibed Shabes -

Presview of file C\Doouments and Settings|s. duffy. STALBANSYT Desktopd report bt

1] A
2 p2S18/10 CITY OF 3T
12 1021 @ Bup loyas o
14 Detall by name
£ W
€ ¥

Canesl | mext= || posh |

4. Click on “Next”. You will see how your data will fit in columns with names on the far
left, as the sample below implies:

This screen lets you set field widths {column breaks).

Lines with arrowes signify a column break.
To CREATE & break ne, chck at the desired position,

To DELETE a break line, double chck on the e,
To MOYE a break line, click and dragit.

Datka preview
10 20 30 40 50 &0
L '} i Il " L 'l L A
£ £ -
JAhhk), FFRFR LLLLLL HELARL 7Z,413.40 70,70] %
BEBEEEBBE, MIIEIRIRM Paamﬂ 1,840.40 1,84
TESEEES, 22TeEEIEE | IT HESanag| 45,303, 12 42,86
BEXEIERIER, FREFFFREFF BEBWFE 47,145.11 45,86
WMWY, SUFLCFEE|FE WSF P £,850.00 £,85
{ >

|_ Cancel ][ < Back J[_ Mewt = l[ Finish J

The vertical lines with arrows at the tops are where your column breaks will be.
Scroll down and across to see if the columns are in the appropriate places for
your data. In the example above, the first column cuts off a portion of a few
employee names.
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Import Wage Data from a Data File to Microsoft Excel (continued)

5. If necessary, use your mouse to move the column lines until they don’t cut off

people’s names, for results like this:

Text Import Wizard - Step 2 of 3

3

This screen lets you set feld widths (column breaks).
Lines with arrows signify a column break.
To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the ine.
To MOVE & break line, cick and drag it.
Data preview
10 2 P 40 50 §0
ES
|akan, FERFR LLLLLL FARATL 72,413.40 70,70{ "™
FEEEEEEERE, 19900TIRIRIW EpEBEI 1,840.40 1,84
TSISEEes, gseswEise . II == 46,303.12 47, 86
EEE3EIEEIEE, FRRFFRRFFF 5 B B F 47,145.11 45,86
MEMMMM, (B0FLCRESEIER) ST P 5,850.00 5,85
< >
| cancel || <Back || Next> || FEinish

|

6. After the lines are in the correct places, click on “Next” and then click on “Finish”.

Your data will look generally like this:
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7. Add a column for Job Title/Functions and fill it using the Workers’

Compensation Class Codes listed below. You can also
and delete any unnecessary information.

adjust other columns

8. When finished, go to File & Save As and change the type to .xIsx or .xls. Consider

adding the data year to the filename.
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IV. List of Workers’ Comp Classifications and Codes

5506: Highway Dept / Public Works

Firefighters

Road Construction (summer & winter)

Fire Alarm Repair

Public Works Director

7720: Police / Constable / Animal Control

Heavy Equipment Maintenance

Police Officers

Auto Service & Repair

Constables

Parking Garages

Dog Warden / Animal Control

Building Operations/Custodial Duties

8810: Clerical / Administration

Public Library Maintenance

7520: Water / Sewer

Administrative Office Duties

Sewer Construction / Treatment Plant

Librarians and Asst. Librarians

Water Main / Waterworks Operation

Attorneys

7539: Electric Light or Power

9102: Parks & Recreation

7590: Solid Waste

NOC - Golf Course

Landfill

Parks & Recreation

Refuse Collect & Disposal

Mowing/Cemetery Mowing & Other

Theaters

Refuse Reduction

7705: Ambulance Attendants & Drivers

Ski Tow

Rescue, Fast Squad, Drivers

Lifeguards

7710: Fire - Paid Personnel

9410: Municipal Employees NOC*

Firefighters

Fire Alarm Repair

7711: Fire - Volunteer

VLCT PACIF
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(*NOC = Not Otherwise Classified)
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