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ComVida Corporation

1 Introduction

The BC Pension Extract Utility allows you to extracformation fromComVidaPayroll
and create fixed width (.dat) files to be sentie BC Pension Corporation for
Employer Data Reporting.
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ComVida Corporation

2 Payroll Items

There are four (Mitems that are neede:

el |

If you are currently using items 6700, 6720 & 6730 for purposes

other than M PP please change thoseitem number s before you begin
this process.
If you are not sure of what numbersto use, please contact the
Helpdesk for suggestions.

2.1 Employee Contribution Item (6700)

Main Tab

If your company’s pension rates dil pleaseupdate the Description (Desc) on
main tab with the correct ra

[ Iem - Update (Unfiltered) (5]
File
E700 MPP MUNCIPAL PENSION PLAN RATE1 )|
M ain | Cheques & Slips | “ariables Farmula
GL Accountz
Laleulate:  |PERIOD BIWEEKLY PAY CYCLE | Marmal
Balance: |Y.Inu:|uu:|e in Balance j Reverse: l—
Fropartiohate Unitz of measure
Wwiork: | Sometimes [blanks allowed) ﬂ Faintain in Archive: - IM t
Dept: | Sometimes [blanks allowed) j |Jze az Proportionating B asze: - Ak: t
Clazs: | Sometimes [blanks allowed) j Include in Tranzaction total: - PL:
Count in El Hours: -
# of History records:
GROUP ’d_ El ’N_ SEMIORITY IN_ I_
BEMEFITS ’N_ CPP ’N_ SUPERAMMN IN_ I_
UMION DUES ’N_ TAx ’Y_ FTE CODE I_ Im_
Add | Copy | Frevious ‘ Meut ‘ Select... ‘ 0k | Cancel | Apply |
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Cheques & SlipsTab

B8 Item - Update (Unfiltered)
File

b ain ]
— Include on Cha/Fay Slip——

Chegues & Slips

MUMCIPAL PEMNSION PLAN RATE 1

Y ariables

v Print on full-page Pay Slip (choose section and calumns)

] Formula

Box # for IN amount;

Box # for &M amount:

MHote # for IN amount:

Mote # for Ak armount;

11

Bowx # for IN amount;

Bow # for &M amount;

Mote # for [N amount;

Mote # for Ak arnount:

1T

Bowx # for IN amount;

Bow # for &M amount:

Mote # for IN amount:

Mote # for Ak armount:

v Period section " Earmings & Deductions " Benefitz/Other
i~ Transactions [T Period coluran ¥ Period coluran [T Period caolumn
i Calurnn #1 [T YT column W YTD column [T YT column
& Column #2 [T Poaol column [~ Poal column [T Poaol column
W “Year-to-date column I Print details
[~ Pool column

— T4 Slip =ettings — T44 Slip seftings —RL-1 Slip zettings

1T

e oy |

Previous |

Hest | Select... | ok I

Cahcel |

apply
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Variables Tab

If your company’s pension rates differ please updla¢ SRT1 rate under Numbers

(var 1) on the variables tab with the correct rate.

’Ei Ttem - Update (Unfiltered)
Eile
I ain I Cheques & Slips ] Wanables Farmula
— MNumbers [var 1] — Labels [war 2] — ltems [var 3]
Walue Itern Code Al
(JsrTr =[oorson D | = | | [saevR =fncuve <[ [F7o0
[YMPE —=50100.00000 || | =| =l =] =1 r
| =0 | =| =i = =] ~
| = [ | = =i = = r
— Item Type Groups [var 4) Default Bate
Yalue Item Al _ “work_  _ Dept
Twpe  Type Match Type Match I
[BasE = [AMCUPD ﬂﬂr J r J r
I I | e | =
| = ey - e X
= | .. Tvpe
I I _I_II_ _I r GROUP I?_ El l'p_ SENIORITY 7 Iv_
BENEFITS [ cee P @ R
LUNION - Tax _ FTE _ _
sdd | Com | F " . I

ok

Cancel

To make sure this filter will work for your site

Go to Setup | Codes | Items |

Set a filter File | Filter | clear out the filtekdy in aY beside MPP.

A list of items will be shown on the screen. Tapthe list File | Print. These items

are the amounts that will be included in your Pem&tarnings.

Comparethislistto alist of all your items. If any item ismissing or should not be

on thelist please contact the hel pdesk.
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FormulaTab
B3 Item - Update (Unfiltered) (23]
File
LT ] Cheques & Slips I Yariahlez ] Farmula [
Uzer-defined Wariables Systern Vanables System Functions Operators——————————
=>lumeric<- - ENTEY Trx Entcrs -
EN*RT
RLTE E
FISPD
CURED
CURYR 7
— Formulaz
InPd = |_ ? SLLYR + BASE < YMBE , ¥MPE - S3RLYR 7 3LLYR < YMPE ,
\ The less than
AmPd= [0 |- D * SRT
I_ I‘ ET s or equal
| symbol is
ALT (hold the
Fosl = I_ I key down)
I numeric key
pad 162
Add | Copy | Frevious Mext Select... | K I Cancel Apply
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2.2 Employee Contribution Item (6701)

Main Tab

If your company’s pension rates differ please updia¢ Description (Desc) on the
main tab with the correct rate.

File

(5. Item - Update (Unfiltered])

E701

MPP-EE

MUMICIPAL PEMSIOM PLAN HATE2

tain Cheques & Shps I Wariables Forrnula
GL Accounts
Calculate:  |PERIDD BMWEEKLY PaY CYCLE =] | Homa: |
Balance: IY.IncIude in Balance ;I Reverse: I
— Proportionate — Unitz of measure
Wiork: I Sometimes [blanks llowed) ;I Maintain in Archive: I v| IM : |$
Dept: I Sometimes [blanks alowed) ;I Uze az Proportionating Baze; I v| A |$
Clagzs: I Sometimes [blanks allowed) ﬂ Ihclude in Tranzachon total: I v| PL: I
Count in El Hours: I .,l
# of History recaords: I
GROUP Id El IN SEMIORITY IN I
BEMEFITS IN CPP IN SUPERANM IN I
LMION DIJES IN TAx I\( FTE CODE I Im
Add | LCopy | Previouz | et | Select... | OF. I Cancel | Apply |
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Cheques & SlipsTab

Eile

B3 tem - Update (Unfiltered)

E701

LET

— Include on Chas/Fay Slip——

v Period section
= Tranzactions
£ Calumn $#1
& Column $#2

|

V¥ *Yearto-date column

[~ Pool column

MPP-EE

Cheques & Slips

™ Eamings

™ Perind column
[~ 7D column
I Pool column
I Frint details

MUMNICIPAL PENSION PLAN RATEZ

Yariahlez

v Print on full-page Pay Slip [choose section and columng)

% Deductions
¥ Period column
¥ YTD column

[ Pool calumn

] Farmula

i~ Benefits!Other
[T Period column
[T ¥TD column

[ Pool calumn

— T4 Slip sethngs

Bow # for IN amount:

Biow # for Abd amount:

Mote # for IN amount:

Mate # for AM amount:

11

— T4 Slip zethngs

Bow # for IM amount:

Blos # for A amount;

Mate # for IN amaount;

Mote # for Ak amount;

1T

—RL-1 Slip zettings

Bow # for IN amount;

Box # for AM amount;

Make # for IN amount;

Mote # for Ak amount;

Add Copy

Frevious |

Mest | Select... | 0k I

Cancel |

MPP Extract Setup.docxx

Page’



ComVida Corporation

Variables Tab

If your company’s pension rates differ please updiae SRT2 rate under Numbers

(var 1) on the variables tab with the correct rate.

If you have not checked the BASE in 6700 make gatedo so now.

To make sure this filter will work for your site

Go to Setup | Codes | Items |

Set a filter File | Filter | clear out the filtetdy in aY beside MPP.

A list of items will be shown on the screen.

To print the list File | Print. These items are #mounts that will be included in your

Pension Earnings.

Comparethislistto alist of all your items. If any item ismissing or should not be

on thelist please contact the helpdesk.
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(&5 ttem - Update (Unfiltered) |
Eile
M ain | Cheques & Slhps | Y aniables | Farmula
MHu Labels [war 2] [temz [war 3]
Walue Item Code Al
SRT2 = |0.09300 | =| -]/ |saLPD =|INCUPD | [E7O0 [T
YMPE = |m0T00.00000 | | | = || fsaLvR = NCUvR ) |ETOD T
| ol | ol | ol = r
| ol | ol | ol = r
Itern Type Groups [var 4] Default Bate
Walle ltem Al _ “work_ _ Dept ’7
Tvpe  Type hhatok Tura bd=toh
[BASE = [AMCUPD <] gl ... ISARELS =l
 Ivpe
| = JJ r GROUP [ E En
| = =] |m | eenerrs [ e [
| = JJ r LINION [ [
QK | Cancel |
Add ‘ Copy | Previous | Ok, ‘ Cancel | Apply |
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Formula Tab

Eile

B3 Item - Update (Unfiltered)

kdain ] Cheques & Slips ] W ariables I Formula
Uzer-defined Vanables System Yariables Sustern Funchons Operators
ENIRY D - + -
EN*RT D -
RAIE ;:H * E
FISED I f
CURED a1 =
CURYER T[] -
— Formulas
InPd = |_ [5R5E - SALPD 7 SALYR > YMPE , ZEROC
I ¥ The less than i
or equal
AmPd = I_ I: 1:ED * SEIZ symbol is
ALT (hold the -
I key down)
Poal = numeric key i
I_ : pad 149 L
Add | Copy | Previous Mest Select... | QK I Cancel Apply
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2.3 Employer Portion (6720)

Main Tab
i, Item - Update {Unfiltered) il
File
k720 MPP-ER MUMICIPAL PEMSION PLAM - ER
Main Cheques & Slips ] Wariables ] Formnula
GL Accounts

Caleulate:  |PERIOD EVERY PAYFERIOD = Narmal |
Balance: I Do not include in Balance ﬂ Reverse: I

— Proportianate — Urits of meazure

Work: I‘r’..&lwa_l,ls [blarik arly] j I airtain in Archive: I v| IN: |$
Dept: I‘r’..&lways iblank orly] j |Jse as Proportionating B ase: I v| Abd: ||.|
Class: j I

Include in Tranzaction tatal: I v| FL:
Count in El Hours: I v|
# of Higtary records: I

SEMIORITY IN_ I_
BEMEFITS IE_ CFF MFPP IN_ I_
UMNIOH IN_ T FTE CODE I_ I_

Add | Copy | Previous | Mext | Select... | (I]4 I Cancel | Apply |

I Sometimes [blanks allowed]

GROSS I_ El

A
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Cheques & SlipsTab

. Item - Update (Unfiltered)
Fil

=3

6720

b iry I
— Include on ChadFay Slip——

Penod section
= Transactions
= Column #1
= Column #2

[ *Year-to-date column
[~ Poal column

MPP-ER

Cheques & Slips

¥ Eamings

[~ Perind column
[ 1D column
[~ Pool column
[ Print details

MUMICIFAL FENSION PLAN - ER

Yanables

A Print on full-page Pay Slip [choose section and calumng]

" Deductions
™ Period column
[T T column

" Paolicolumn

] Formula

" Benefitz/Other
™ Perind column
I e
™ Fool column

— T4 Slip settings

Bow # for IMN anont:

Biox # for &8 amount:

MHate # for [N amount:

Hate # for AW amount:

— Td4 Slip settings

Biow # for IM amount:

Blox # for &M amount:

Mate # for M amaount:

Mate # for A amaount:

—RL-1 Slip =eftings

Bow # for IMN anont:

Biox # for &8 amount:

MHate # for [N amount:

Hate # for AW amount:

T
T
T

&dd

Frevious | Mest | Select... | 0k I Cancel | Apply |

Copy |
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Variables Tab

If your company’s pension rates differ please updiaé SRATE rate under Numbers
(var 1) on the variables tab with the correct rate.

(B9 Item - Update (Unfiltered) (23]
File
Main | Cheques & Slips | Wariables | Formula
Humbers [var 1] Labels [war 2] [tems [war 3
Walue Item Code Al
@ATE = |n.09550> | =| ~|/| |[F7O0E = INCUPD | [6700 3
| - | =| || |e7mE = |nCUPD ] |B7MY v
| =0 | =] =i ol =] r
| =jo | =] =i =] = n
[tem Type Groups [var 4] Default Bate
Walue ltem Al _ ‘Work_  Dept Ii
Type _ Type Match Type Match
[PENHR — =[INCUPD <] (W )ee | T | T
_ T T
| - -
| =| JJ - GROUP E. [~ SENOH g
_ BEMEFITS [ cee R
| | JJF J — LINION P T [ FE
 Clear Fiter ok |
Add | Copy | Previous | MHext | Select... | | ok | Cancel | Apply | |

This is a new filter checking the hrs to be cokelctor the MPP year end pension
report.

Make sure all hours that are to be added into Mie®aing included in this filter.
To make sure this filter will work for your site
Go to Setup | Codes | Items |

Set the filter File | Filter | clear out the filfekey in aG in the ' position; aY beside
8" position (MPP) and ahin the 9" position.

A list of items will be shown on the screen. Tapthe list File | Print. These are
the MPP hours that will be included in your Pensigport.

Comparethislistto alist of all your items. If any item ismissing or should not be
on thelist please contact the hel pdesk.
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Formula Tab

File

B3 Item - Update (Unfiltered)

b giry

Cheques & Slips I

Yanables ] Formula

U zer-defined Y ariables

System Variables

Syztem Functions Operators

ENIRY
EN*RI
FRIE

= Egual

$# HNot Equal ¥

— Formulaz

Panl = I_I

InPd = |_|5':-:-z + ET70LE = SELTE

AmPd = I_IPZ'_-IZ-ZR T ET00E -« £701E » IEED

Add

| Copy |

Previous Mest

Select... | ak I Cancel Apply
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2.4 Month Counter (6730)

Main Tab
. Item - Update {Unfiltered) ﬂ
File
720 MPP-COUM MPP MONTH COUMTER
kit Cheques & Slips ] Wariables ] Farmula
GL Accounts
Calculate:  [EMONTH END OF THE MONTH | Wit |
Balance: I Do nat include in Balance j Reverse: I—
— Proportionate — Units of measure
‘wiark: I Sometimes [blarks alowed) j Maintair in Archive: I vl I IM
Dept: I Sometimes [blanks allowed)] j Uze az Proportionating B aze: I v| Ak I
Clazz: I Sometimes [blarks alowed) j Inchude in Transaction botal: I v| PL: I
Count in El Hours: I .l
# aof Hiztory records: I
GROSS IN SEMIORITY IN I
BEMEFITS IN rAFPF IN I
UKIOM IN FTE CODE I I
Add | Previous | Mest | Select... | K I Cancel | Apply |
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Cheques & Slips
x|

E730 WMPP-COUN PP MOMTH COUMTER

File

Main ] Cheques & Slips Variables ] Farmula
—Include on ChaPay Slip—— v Print on fulkpage Pay Slip [choose section and columns]
Feriod section = Eamings ——— ¢ Deductions i+ BenefitsOther
{ Tranzachions ™| Perind|calumn ™| Perind|column ¥ Period column
= Columnn #1 = 5T calumn = 5T calumn ¥ %TD calumn
¢ Column #2 ™ ool calumn ™| Pl zolurit [~ Paal columit
[ “fearto-date column I=" Frirtt details
[ Pool column
— T4 Shpsettings————— ~ T44 Slpsetings————— [~ RAL-1 Slip settings

Blox # for IM amount: Blox # for IM amount; Biox # for IM amount:

Box # for Ak amount: Bow # for Ak amount: Box # for Ak amount:

Mote # for IN amount: Mote # for IN amount; Mote # for IN amount:

MHote # for Ak amount: MHote # for AM amount: MHate # for Ak ammount:

T T
T
T T

Add Copy | Previous | Mest | Select... | 0K I Cancel | Lpply |
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Variables Tab

u, [tem - Update (Unfiltered)

t ain Cheques & Slips | Wariables | Farmula

MHumbers [war 1] Labels [war 2] [temz [war 3)
Walue Item Code Al
|ONE = |1.00000 | =| ||| |67O0E =|INCUMD | [E7O0 W
| = | = | |gFmE = INCUMD «] |E7M v
| ol | ol || ol =l r
| ol | ol (| ol =l r
Itermn Type Groups [war 4] Default Bate
Walue ltem Al ok _ Dept _ Cntr__ ’7
Type  Type Match Type Match Type Match

| - I [ | N N N
| o I 2 | N N N
| = A | r T
| = = 2 i N N N
Add ‘ Copy | Previous | Mest | Select... | k. | Cancel Apply
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Formula Tab

(3. Item - Update (Unfiltered] E
File

MPP-COUN MPP MOMTH COUNTER

bl ain ] Cheques & Slips I “ariables I Farmula
Uzer-defined 'V ariables System Wanables———— — Swstem Functions Operators
->lumerice- ENTRY ta ||[cFEIN cFE oI tED o« ||[+ -
CHE =1 EN*RT D -
-rltems<- FZTE EEH * @

[ )

— Formulaz
InPd = |_|3:-1: 7 ET00E + £701E » ZERC |, ZERO

AmPd = I_ I
!

Fool = I_I B B _ B B B _ B
|

Add | Copy | Previous Mest Select... | K I Cancel Apply
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3 Reporting

3.1 Employee Addresses and Bargaining Units (SUPER-AD)

1. Start theComVidaReports program.
2. Select Add..., and “No” to “Copy current record?”

3. Add the new report as shown:

. Report - Update (Unfiltered)

SUPER-D SUPERANK ADDRESS FOR YEAR EWD
Main | Coluris | Filter

Heading: | SUPERAMMUATION ADDRESS AND BARGAINING LIMIT
Content: |E. Ermplopee j Frop Base: ||y -
Flags: |;_-,'_ Al j Width: |E. Compressed ﬂ
Leros: |A. All j Paper. |N_ fd arrow ﬂ
Tvpe
PERIOD | YEARLY | Hscs [ |
MONTHLY | PRTOGL [ [ [
QUARTERLY | | [ |
Add ‘ Previous ‘ Mext | Select... | Cancel | Apply ‘
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& Report - Update (Unfiltered)
Eile

SUPER#D SUPERAMM ADDRESS FOR YEAR END
Maln Columnz Filter
Sort
Lewvel Descend Sub-total
[Rf[ Col[Title Kind [ltem/Type/label  [Value ] I—
1 15N F |SOCANS-H L N I
2| 15[HAME F [NAME 2 - r
3| 46[ADDRESST F |ADDRESST
4| 7B[ADDRESS2 F |4DDRESSZ
5[110/ADDRESS3 F |4DDRESS3
E[142|UNION F [ONIOM M [ELFR IS
7
B
g

| | r|
Add

| dpdate. .. | Delete ‘

Add | Erevinus| Mext | Select... | Ok, | Cancel | Lpply |

i. Report - Lipdate (Unfiltered)

SUPER-AD SUPERAMM ADDRESS FOR YEAR EMD
b air | Calumnz | Filter

Employes Tupe

Test Critena
PR
|' R J Kind [lterm/Type/Label  [Malue
AMCUYR

Work Type I —

[272-772977777

Dept Tope !
jrarie S B e R e
[7?2222-272-27" [ Add. ‘ Update.. | Delete |

Class: |7_

Add | Erevinus| Mest | Select. . | oK | Cancel | Apply |

The Test Criteria above will only include emplogeenho have made contributions to
MPP in #6700 for the current year. If you're pirig the Addresses for employees who
contributed last year then update Yfeue to AMLAYR.
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Note: The names and addresses of all employees mustigetty formatted.

* The name must be in the format of “BLACK, JANE.%.ifirst name is after the last
name, and separated by a comma.

« City and province must be in th&%address line, and separated by a comma, e.g.
“DELTA, BC”. Use the two letter province code watlt any periods.

+ Postal code must be in thé address line.

» This report only needs to be sent to MPP when ysujbin. This is a one-time
export. All other address changes will be madehenMPP web site.

il Payroll - Good Care Company (Maskter Operator) — |EI|£|

File Process Wiew Setup Tools ‘Window Help

sleoEiupFoga v cn maosaaam e

&% Employee Master (Unfiltered) - |D|ﬂ
%]
BLAC T | =
B x
kain I Address Dates umbels ] Bank Accounts -
 Mizcellaneous 3
Address: 587 Sth ST?('ERI' DESIGGRPE I -
[DELTA, BC / UMIDNCDE | 09|
[Frarada—" CLASSCDE | %
FoEmeEE | INCRMENT | izl
Ernail Addr: |iblack@telus.net TERMCODE I ﬁ
[iE]
— Cierie LAYERCDE I 09
| INTEGPOS | %
| 03
| 03
03
09
03
Add... i Update.. Elag | Previoug | MHext Select... | g
3

|F'less ALT to choose commands | Period 23 aof 26 ending 15/11./2009 | 22/M1/2009 |

2. Print the SUPER-AD report, and verify the infation. Update the employee’s
information in Payroll and repeat this step if rssaey.

3. Export the SUPER-AD report.
a) In the Reports program, Select SUPER-AD in thpdgt List.

b) In the Pocess menu, seleckport Reports..., and in the Process — Export Reports
screen, select Current and press OK.
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4. Go to the Dols menu in Payroll or Reports, and seleCtBension Extract. Sign on with
the Operator ID and Password used in Payroll ooRgp

5. Import the SUPER-AD into theomVidaBC Pension Extract Utility program.

In the Pocess menu, selechport | Addresses...

B3 Import - Addresses @

. )4
Irport File: |SL|F'E R-80 LST Browsze. ..

Emplayer Mame: |I3n:n:u:| Care Company

Murnber: 1752
T4 ear 2011

Cancel

Urion T able

[niof Code Plan Eroup B argaining U nit
H = |D4MPP ID4GEMERL  [HEL

N = |D4MPP ID4GEMERL  [BCHU

[2 = |D4MPP I4GEMERL  |BCGEU

| = |D4MPP ID4GEMERL  |EXEMPT

* Enter the name of the file to be imported (e.g. BRFAD.LST) in Import He:
You can also click on therBwse... button to select the Import file.

e Enter/update your Employer Name, Number (Employga@ization ID), and T4
Year.

« Enter the Union Codes from Payroll, e.g. “H” and ‘&hd map each one to the
appropriate Plan, Employee Group and Bargaining. Udon'’t forget to do
mapping for those non-union employees (who may hasank union code in
Payroll) that have to be included in the BC PenEirtnact Utility program.

Tip:  To start over with a fresh import, you can resp¥edif prompted to “Erase
existing records?”.
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6. Verify the Detail List and make changes as meglii If any data corrections are necessary,
update the data in Payroll and repeat steps 1ldorBake the modifications within the BC
Pension Extract Utility program.

Note: You may have to scroll to the right to see thenmiation for the employees. Not all
of the information is shown on the Detail List, ten you double-click (or select
Update) a row then all the information will be shoiy the Detail — Update screen.

M BC Pension Extract - Good Care Company {Master Dperator) - [Detail List] 101 x|
B3 File Process View Setup Tools  window Help = |ﬁ'|ﬂ
5 &=
Other | Socl Aarm Mat Caontib
Other | Spel Agmnt| g b nd Salary
0.00 0.00 0.00
BROWM I
GREEM F08-358-270 0.0000 0.oo n.oo 0.oo ooop o
FURFLE E16-923-165 0.0000 0.00 n.ao 0.00 nool oo
WHITE 267-890-432 0.0000 0.00 n.oo 0.00 nool oo
4| | 3
add. | Updae.. | Fog |  Selkeot. |
|F'ress ALT to chooze commands | Period 23 of 26 ending 15,/11,/2009 | 22/411,/2005
7. Update the entries, if necessary, by selectiadine(s), and clicking pbate...
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B3 Detail - Update @
File
‘ WHITE 2B7-890-432 ‘
Contribution D etails Address
Pensionable Service: ||:| Address 1 |1¢24|:| - 939 Simple Place
Compulzary Contrib: ||:|_|:||:| 2 |
Other Contributions: ||:|_|:||:| City: |‘Janu:u:uuver
Special Agreement; ||:|_|:||:| Frovince: EC Postal Code:  |wgn 4T2
Mot Refund: - Country: |

Contributory 5lary: |':|-':":' Plan & Bargaining Lnit D etailz

Contrbutorny Service: Flar: 04M PP Group: O045EMERL
Start Date: Iy Elifiﬁﬂlnlng HEL]
End [ ate: Iy

Comment; |

Add | Copy | Previous | MHext k. Cancel Apply

Warning: Any changes madein the BC Pension Extract Utility program will NOT
bereflected in Payroll. Werecommend correcting thedatain Payroll
and repeating steps 1 to 6.

8. Print the Details report and verify that theriestare correct.
a) From the He menu, click Fint... and make sure the Address List is selecte¢den
Format section.
b) Check the report. If updates are required, refstép 6 above for any necessary
corrections.

9. Export the data from BC Pension Extract Utiitpgram.

From the Pocess menu, seleckport | Addresses... to get the Export — Addresse®sc
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B3 Export - Addresses @

Ok

Export File: |MF'F'1 752 DAT

Cancel

Ermployer Mame: |I3|:u:u:| Care Comparny

Mumber: 1752
Submizzion Date: o7 201 22011

Flags

Setup...

" Inchude all
" Flagged anly
{* Mot Flagged

a) The export filename will default to MPP + OrganiaatID as entered in Number in
the import, and it must have an extension of “.DAT

* Update the Bployer Name: if necessary.

* Update the Employer Number (or Employer Organizalid) as assigned by the
BC Pension Corporation.

A “BC PENSION CORPORATION CONTRIBUTOR ADDRESS & PNMREPORT”
will be printed, and you will see a prompt indicgti‘Export was successful!”.

The entries will then be exported to the file sfiediabove (e.g. MPP1752.DAT). The BC
Pension Extract Utility program will put the expattfile into the Payroll data folder (i.e.
\HR\PR1 or \HR\DATA).

10. To submit the file, follow the instructions pided by BC Pension Corporation or your
systems administrator.

Note: You only have to submit the DAT file (e.g. MPP1132T) and_notthe
SUPER-AD.LST.
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3.2 Reporting Payroll Service Events (SUPER-YE)

1. Add the Superannuation Year-end report (SUPER-YE

a) In the Reports module, double-click the SUPER-YE repoth&Report List.

b) Check theeport’s Column settings

Click theColumns tab to make it the active window.

| Heport - Update (Unfiltered)

If your Payroll is still in 2011 and you are chewkithe 2011 BC Pension

(Superannuation) then tM@alue in the Report Layout has to show AMCUYR or

INCUYR (CUYR indicates current year).

SUPER-YE SUPERAMM REPORT FOR YEAR EMND
b ain Colurnnz | Filter
Sort
Repart Lavout — Level Rf Descend Sub-total
W alue ] l.l— - -

2 F 2 0 r
3| 45|PEMSION SERW | [E720 / AMCUYR
4 BO|COMTRIBUTION 5 ???-???-???-??m/ AMCUYR
Al 75|SUPER EARM SRt | IMCUYR ~ Page Break

E[ 90|CONTRIE SERY EEL INCUYR Sl

7(105| TERM-DATE F |TERM

{116/ UNIOMN FUMNION

9123 PENS SERV QU | [E720 AMCUGIU
10/136|START F |START
| |

Add... | Update.. | Delete |

Add | Previous | Hext | Select... | (] 8 | Cancel | Apply ‘

If your Payroll is in 2012 and you're doing the 2@C Pension
(Superannuation) then tMalue has to show AMLAYRor INLAYR (LAYR
indicates last year). You have to change all linesay either AMLAYR or

INLAYR.

Hint:

To change th&alue column, click the Update... button, and double-

click on the line to be changed. Click the dropvddist box in Item

Value: to select AMCUYR (or AMLAYR) and click OK.
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c) Check the report’s Filter settings

Click theFilter tab to make it the active window.

If the Columnstab has AMCUYR and INCUYR, then tAest Criteriain theFilter
tab has to have AMCUYR (not AMLAYR) iwalue as well. Click the Update...
button in Test Criteria to update thelue if necessary.

| Report - Update [Unfiltered)

SUPER-YE SUPERAMNM REFORT FOR YEAR EMD
M ain | Coluring | Filter
Employes Tupe
(777272772777 | Letia
| |E700 AMCLMYR # n.oa
“Wwiork Tupe
(777777977777 -
oen e O E———
[772-27772777 [
ad. | [ Updste. | e |
Class: ?
Add | Previous | Hext | Select... | Ok | Cancel ‘ Apply |

Hint: You may want to createvo SUPER-YE reports: Current and Last with the
correct Value column and Filter settings respelstiieesave the trouble of
changing CU to LA or vice versa.

d) Print and review the report
From the Pocess menu, clickridt Reports.. and selecCurrent in Records to print
the current SUPER-YE report. You can also selentii®@v Report from the [ecess
menu to view it on screen before printing a hagycdReview the report carefully, and
make any necessary adjustments in Payroll.

2. Export the SUPER-YE Report

a) From the Pocess menu, seleckport Reports.
b) Under Records, select Current.
c) Press OK to export the report.
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3. Start theComVidaBC Pension (Superann) Extract program.
From the_Dols menu in Payroll or Reports, sele€ Bension Extract. Sign on with
the Operator ID and Password used in Payroll oloRep

4. Import the SUPER-YE file.
From the Pocess menu, seleehport, and then @nhtributions...

rEl Process - Impert @
Import File: |SUPER-YE.LST Browse. . =
Cancel
Employer Name:  IGaod Care Company
Mumber: W
T4 Year IW
Details Start Date: [o1/m1 /2011
Details End Drate: IW
Union T able
Union Code Hrzear Effective Date  Flan Group
H = 195000 | 4/ |D4MPP |D4GENERL
[ =|te72o0 |4/ |D4MPP |D4GENERL
[ =|terzon |4 |D4MPP |I4GENERL
| =|1%B0.00 |4/ |D4MPP |I4GENERL|
| - |0.00 B | |
| - |0.00 RE | |
| - |0.00 | | |
| - |0.00 |4 | |

a) Enter the name of the report to be import8dRER-YE.L ST is the
default name) in Importife: or click on the Bowse... button to select the
Import file.

b) Update the Bployer Name: if necessary.

c) Enter the Employer Number (Employer Organizatioh 4B assigned by
the BC Pension Corporation.

d) Update the T4 ¥ar: if required.
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e) Enter the Union Codes from Payroll, e.g. “H”, “Nétc. and the
corresponding FTE Hrs/Year, and map each one tagpmpriate Plan,
and Employee Group. Don't forget to do mappingfase non-union
employees (who may have a blank union code in Rptmat have to be
included in the BC Pension Extract Utility program.

If no Effective date is entered, the program wél$ame the hours entered in
Hrs/Year apply to the entire year, and you canddahe Effective Date blank.

Note: You must check the one letter Union code usdfimployee Master in
Payroll. You may be using “B” or “N” for BCNU, etdf no Hrs/Year is entered,
the program will default the hours to 1950.00.

Tip: To start over with a fresh import, you carspendYes if prompted to
“Erase existing records?”.

5. Verify the Detail List and make changes as required

M BC Pension Extract - Good Care Company (Master Dperator) - [Detail List] - |EI|5|

B File Process Wiew Segtup Tools ‘Window Help - |E’|5|

= &g

’7H ame SIMH enz Service | Compulsory Other |Spel Agrmnt |
W |BLACK E78-902-495 ; } 3 0.00 0.00
BROWM E24-817-110 11.0677 190279 0.00 0.00 2722080, 10
GREEM F08-358-270 106154 2274.0 0.oo 0.oo 32533800 10
PURFLE E16-923-165 42885 BE.48 0.00 0.00 qa2092) 10
WHITE 2B7-890-432 11.7497 202561 0.00 0.00 2898000, 10
4| | 3

add. || Updae.. | Fag | selet. |

|F'IE$$ ALT to chooze commands | Period 23 of 26 ending 15/11/2009 | 22M1/2009

Update the entries, if necessary, by selectinditie¢s), and clicking {ddate...
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i Detail - Update

E26-473-802
Contribution D etails Address
Penzionable Service: 12 00000 Address 1 |
Compulzary Contrit: 39515 & |
Other Contributions: (000 City: |
Special Agreement: (000 Province: = Postal Code:
Mot Befund: - Country: |
Cantributary 3 alary: BE03 Plar & B argaining Lnit D etail:
Contributory Service: 12 Flan: 04 Group: D4GEMERL
. Bargaining
Start D ate: 01/07 /2005 Unit
End Diate: i
Comment: |
Add | Copy ‘ Previous | Mext ‘ OF | Cancel | Apply

Warning: Any changes madein the BC Pension Extract (Superann) program will NOT
bereflected in Payroll. We recommend correcting the data in Payroll and

repeating steps 1 to 4.

6. Print the BC Pension Corporation Contributors Report.

a) From the He menu, click IBint... to print the records, and make sure the
Contribution List is selected in the faoat section.
b) Check the report. If updates are required, refetép 5 above for any

necessary corrections.

7. Export the BC Pension (Superannuation) Contributors Report.

From the Pocess menu, clickxport, and select @tributions..
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B3 Export - Contributions @

]9

Export File: \MPP-YE.DAT

Cancel

Ermployer Mame: |I3|:u:u:| Care Company

Mumber: 1752
T4 ear 2011

Flags

Setup...

" Inchude all
" Flagged anly
* Mat Flagged

» Export Hle: is defaulted tM PP-YE.DAT, the file name required by BC Pension
Corporation.

« Update the Bhployer Name: if necessary.

* Update the Employer Number (or Employer Organizalid) as assigned by the
BC Pension Corporation.

* Update the T4 ¥ar: if required.
Select the appropriatedgs option, if necessary. It is defaulted to Nagged.

A “BC PENSION CORPORATION CONTRIBUTOR MUNICIPAL
SUPERANNUATION FUND” report will be printed, and yavill see a prompt indicating
“Export was successful!”.

The entries will then be exported to the file spediabove (e.g. MPP-YE.DAT). The BC
Pension Extract Utility program will put the expaattfile into the Payroll data folder (i.e.
\HR\PR1 or \HR\DATA).

8. To submit the file, follow the instructions provitiby BC Pension Corporation or your
systems administrator.

Note: You only have to submit MPP-YE.DAT and it PER-YE.LST.
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4 Setup and shortcuts

To setup the shortcut, open explorer and migrateadiR folder where your payroll
is.
Find the file titted HRSA32.EXE and right click anand select Create Shortcut

General  Shortcut I I:n:nmpatil:-ilit_l,ll SEn::urit_l,II

MPP
2]

Target type: Application

Target location: HR

Target: IF:HHFI‘-.hrsaSE.e:-:e

Start in: IF:'xhr

Shortcut kew: INDne

Bur: I Marmal window j

Comment; ||

Find Target... | Change lcon... Advanced... |

(] I Cancel Apply

F: drive is the drive that the system is found @iheck your payroll shortcut to
confirm the drive your payroll is on.
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