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Section Topics

State Income Tax

State Income Tax

@
L) ..I

STATE INCOME TAX

Overview

On the deduction window, complete the appropriate fields.

Edit Deduction
Actions

Deduction Infarmation

Narne:

Payee: ‘Mama Revenue Services -PY Tax

Tvpe: ‘StaIeTax-Mame

Category ‘PayrnH Taxes

Compensation
Cat:

Gioup ID ‘EH

Accounting Information

Report Code:

Employee Liahility Ofiset: ‘Stﬁlﬁ Incame Tax H

X

W2 Information
BoxMumoer.  |17-State -

Box Code: ’_ State Postal Code: ’F
Stete D: [meooozoos
State ID Farmat ’W
‘w2 Description: ’—

Settings
v Defautt [

Employer Liahility Offset: ‘State Incorme Tax W/H

Employer Expense Offset ‘Stﬁ‘ﬂ Income Tax\Wi/H

Deduction Lines 1 Deduction History I

Ll Tuuuu

[v Incluce on Check [~
[ Onetimeumpsum [~ Gyporess Invoice

Deduction Lines

Amount___|Percent |[Maximum

[ER Amount_|ER Percent |ER Max.

Mexirum Basis
(" Fiscal @ Calendar ( Lifefime
(" Monthly (" Period

Bank for Deposit ‘

14| 4| Mode: Edit- Record 1 of 1

Edit Deduction window

Activity (Required)

AL

Set Up State Income Tax

1. From the Actions menu, select Setup. The Maine State setup window

displays.

=

oK | Cancel Help

2. Enter the Allowance amount and the Fiscal Year.

3. Use the Maine State Tax Tables to complete the table for both the Single

and the Married tables.

o INfinite visions

STATE INCOME TAX




Master Deduction Table

Acons

Deduction ]SmTu

Marital Status: [Simgls v
Parameters

Allowance Amount. | 000 Yoar m

Deduction Table{Filtered)

Master Deduction Table window

4. After assigning the deduction to the employees, choose the Setup tab on
the employee deduction record to indicate the marital status and
exemption(s) selected by the employee.

5. Like the Federal Income Tax, to enter additional contributions by the
employee choose the Deduction Information tab under Employee Amount.

2 MAINE | 6
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Section Topics

8 |nf|n|te visions RETIREMENT CONFIGURATION

Fund Types
Account Elements

Retirement Configuration

.0

Introduction

Payroll > Configuration > ME Retirement Setup

CODES DESCRIPTION

ME Position Codes Lists Position Codes as defined by the Retirement
Board. The user can edit the codes.
Add the District’s or Town’s code as assigned by
the Retirement Board. There can be 2 codes: 1 for

RIE Employer GoEEs the Teacher Retirement and 1 for the PLD
Retirement.
ME Benefit Plan Codes Lists Benefit Plan codes as defined by the

Retirement Board. The user can edit the codes.
Lists Personnel Status codes as defined by the
Retirement Board. The user can edit the codes.
Lists Plan status codes as defined by the
Retirement Board. The user can edit the codes.

ME Personnel Status Codes

ME Retirement Plan Status Codes

FUND TYPES

General Ledger > Configuration > Fund Types

Overview

The Maine State Retirement System requires wages from grant funded positions be
reported as such. Infinite Visions tracks this at the funding level using Fund Types.
All grant funds must be flagged so they are reported properly.

Edit Fund Type

Fund Type Information

Description: Gr:ant-s:

I4] 4 [Mode: Edit- Record 1 of 1
—

Edit Fund Type window

MAINE | 7
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ACCOUNT ELEMENTS

General Ledger > Chart of Accounts > Account Elements

Overview

Edit Account Elements

—Account Element Information

Element Name: |FU”d

Code: |23E|
Description: I
Fund Type: IGrﬁ”tS

14| 4 |Mode: Edit- Record 1 of 1
I_ dose this dialog after update?

Edit Account Elements window

MAINE

RETIREMENT CONFIGURATION
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Section Topics

e Set Up Position and

State Retirement

Supplemental Pay

e Reports for Maine
Retirement

.0

*; . infinite visions

Introduction

Maine has 2 different retirement rates based on whether the employee is covered
under Teacher Retirement or covered under retirement by a PLD (Participating Local

District). The basic deduction set up for both deductions is the same.

n There can be instances where an employee is not subject to a retirement
deduction (Retired and Returned to Work) but elects Life Insurance
coverage..Forthose employees, add a deduction line with no dollar

amount.

Edit Deduction @

Actions

Deduction Informafion 'We Infarmation

DName: ‘T—MSRS Box Mumbear: ‘14*Olher ﬂ
Payea: ‘MAINE STATE RETIREMENT SYSTEM _j Box Code: State Postal Code:
Type: ‘Relirement—Maine Regular Cortributions j Siate ID: [

Categony. ‘REWEWEH( j State ID Farmat ‘

Compensation = g ;
Statament Cat ‘ J ‘W2 Description; ‘Ranramenl
Graup ID: ‘M Report Code:

Acoounting Informetion Seftings

Employee Liability Offset | MSRS W/H: Town & Distict -

il ¥ ‘ J [v Supplemental Defeull [~

Ermployer Liablity Ofiset; ‘MSRSW}H' Town & Distict j ¥ Indude on Check r

Employer Expensa Offsat; ‘MSRSW}H. Taown & Dishict ﬂ [ Qne fime lump sum [~ Suppress Invoice

Deduction Lines ‘Qaductmn Humnﬂ

Deduclion Lines

Description Amount Percent |Maximum ER Amount |ER Percent |ER Max.

Maximum Basis
(" Fiscal (® Calendar ( Lifstime
(" Monthly (" Period

Bank for Deposit |

14| 4 |Mode: Edit- Recard 1 of 1

BDY r

Ok | Cancel Help

Edit Deduction window

SET UP POSITION AND SUPPLEMENTAL PAY

Overview

After assigning the deduction to the employee, it is necessary to complete
additional setup on each position and supplemental pay assigned to the employee.

MAINE | 9
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Activity (Required)

Set Up Position and Supplemental Pay

1.
2.
3.

On the Positions and Pay window, choose the State Data tab.
Complete all fields.

The Time Unit Code of H requires the hours per week the employee is
expected to work and the expected weeks per year.

The Time Unit Code of C enables the FTE Annual Contract Amount. It is
suggested to leave this field blank. Infinite Visions calculates this amount
from all active positions and supplemental pays when generating the
report.

If this position is a salary/work agreement position for a PLD member,
enter the Rate of Pay and Time Paid.

Maine Retirement Position Setup g

Fetirement Data

Posiion Classiication Cods: 09901 = Employer Coda lm
Personnel Status Code 1 - Time Unit Cods: FH—E
Fiate Scheduls Im !7
Retiramant Fian Paricipation Code m Expected Full Time /Week: [—-mnn
Bansfit Plan Cods: l_‘ Expactad Wasks /'Year l—.:‘?

[ ww [ v

Maine Retirement Position Setup window

REPORTS FOR MAINE RETIREMENT

Overview

Maine Teacher Retirement reporting is done on a monthly basis. Infinite Visions
creates an electronic file to submit to the State. Please refer to the Infinite Visions

Help system for state specific requirements for configuration and file generation.

Infinite Visions also produces a Summary Worksheet to forward with the payment.

. infinite visions

For Teacher Retirement, select the Summary Format AC-0004.
For PLD Retirement, select the Summary Format AC-1176.

For State Employees, select the Summary Format — State Employees

MAINE | 10
STATE RETIREMENT



Section Topics

Deduction
Categories
Reports for Maine

State Retirement Life
Insurance

Retirement Life
Insurance

..
8
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Introduction

Maine employees can elect to buy Life Insurance through the Maine State
Retirement System. There are 3 types of Insurance the employee can elect:

INSURANCE DESCRIPTION

The rate for this is a factor based on type of
employee, number of pays, and multiplied by the
previous year salary rounded to the nearest
thousand.
The rate is set by the state based on the level of
Dependent Insurance insurance for the dependent - either Dependent A
or Dependent B coverage.
This is a factor of the Basic Insurance.

Basic

Supplemental Insurance Supplemental 1 = Basic
Supplemental 2 = Basic *2
Supplemental 3 = Basic *3

These can then be combined in various ways to determine the coverage level
elected:

COMBINATIONS

B - Basic

HA - Basic + Dependent A

HB - Basic + Dependent B

S1 - Basic + Supplemental 1

S2 - Basic + Supplemental 2

S3 - Basic + Supplemental 3

F1A - Basic + Dependent A + Supplemental 1

F2A - Basic + Dependent A + Supplemental 2

MAINE
STATE RETIREMENT LIFE INSURANCE
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COMBINATIONS

F3A - Basic + Dependent A + Supplemental 3

F1B - Basic + Dependent B + Supplemental 1

F2B - Basic + Dependent B + Supplemental 2

F3B - Basic + Dependent B + Supplemental 3

For Infinite Visions to report correctly, it is very important to follow the steps below.
DEDUCTION CATEGORIES
Payroll > Deductions/Benefits > Deduction Categories

Overview

Build the following categories and descriptions exactly as below.

CATEGORY DESCRIPTION

BASIC BASIC COVERAGE FOR THE EMPLOYEE ONLY
BASIC-RETIREES BASIC COVERAGE FOR RETIREES
DEPENDENT A DEPENDENT A

DEPENDENT B DEPENDENT B

SUPPLEMENTAL 1 SUPPLEMENTAL 1

SUPPLEMENTAL 2 SUPPLEMENTAL 2

SUPPLEMENTAL 3 SUPPLEMENTAL 3

RETIREMENT RETIREMENT

Deductions and Benefits Maintenance
Payroll > Deductions/Benefits > Deductions/Benefits Maintenance

Depending on the coverage levels chosen by the employees, up to 6 different
deductions could be defined because each of the deductions are assigned
separately for reporting purposes.

MSRS Basic

MSRS Dependent A

0o’ I flen: . - - MAINE | 12
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e MSRS Dependent B

e MSRS Supplemental 1

e MSRS Supplemental 2

e MSRS Supplemental 3

Complete the appropriate fields, making sure the category matches the deduction

being built. There are no deduction lines because amounts are based on the
individual and coverage chosen.

Edit Deduction i|

Acticns

Deduction Infarmation We Information
Hame: |MSRS LIFE INS BASIS BoxNumber. |Nane ~|
Bayee: ‘MNNEPERS j Box Code: State Postal Code:
Type: ‘Retiremem-Maime Lif2 Insurance Contributions j State I0; ‘
Category. ‘BAE\C j State 10 Format ‘
Compensation . :
Lomp Cat ‘ j W2 Description: ‘
Group ID: ‘M Beport Code:
Accounting Information Setings
Erployee Liability Ofset.  [RETIREMENT WWiH v ) .
S Y ‘ J [ Bupplemental Default [
Eriployer Lisbilty Ofset ~ [RETIREMENT WiH = || P rowdeonchesk.
Ermployer Expense Cffset: ‘RET‘REMENT\M‘H j [ Oretime lump sur [~ Suppress Invoice

Ded.ction Lines \ Dedustion History 1

Deduction Lines

Description Amount Percent |Maximum ER Amount |ER Percent |[ER Max.

Maximurn Basis
® Fiscal ( Calendar  Lifetime BankforDepusm‘
" Monhly  Period

4| 4|Mode: Edit- Record 1 of 1 dld r

[o]8 I Cancel Help

Edit Deduction window

ﬂ Every employee who is covered by Maine State Retirement must be
assigned the MSRS Basic deduction.

During set up on the employee deduction record, select a code indicating the
employee has Refused or is Ineligible for insurance coverage.

Employee Deductions and Benefits

Payroll > Employees > Employee Deductions and Benefits

For example: If the employee has chosen the coverage level F1A (see page 6). The
employee must be assigned the following deductions:

..

eee. 1 H—— 2ev - MAINE | 13
.:.'." Inflnite visions STATE RETIREMENT LIFE INSURANCE



e MSRS Basic
e MSRS Dependent A
e MSRS Supplemental 1

Activity (Required)

Set Up Employee Deductions and Benefits
1. Begin with the Basic Insurance.

2. In the Employee Amount field, enter the employee’s deduction amount.

Edit Employee Deduction E

| actions
Employee Selection

Employee ID: [DR28413 Marme: [ DRAKE. TRACI BithDate: [6/22/1970

Setur I Funding Cumm\l Change Log

Deduction Information

Deduction: [MSRS LIFE INS BASIC =] ¥ Agiver

Reference: ‘

Start Period Number: ’_1

Employee Amount: ‘ $20.28 +Percent I 0.0000 Employee Maximum: ’W

Emplayer Amount: ‘ $0.00 +Percent I 0.0000 Employer Maximurn: ’W

Deduction Line: ‘ j
Employee Deduction History

‘Yearto Date: $8112  Quarterto Date: $0.00 Fiscal to Date: $81.12  Lifetime to Date: §81.12

Employer Deduction History

‘Yearto Date: %000 Cuarerto Date: $0.00 Fiscal to Date $0.00 Lifetime to Date: $0.00

14 4 [Mode: Edit- Record 1 of 1 1 I Close this window afier ypdate?

oK | Cancel | Help |

Edit Employee Deduction window

3. From the Actions menu, select Setup. The Maine Retirement Employee
Setup window displays.

Retirement - Maine Life Inzurance Contribution

Life Insurance Schedule Code: I 'I Life Insurance B asis: I
Lifz Insurance Code: I 'I Life Insurance Categorny: I 'I

0K Cancel Help

Maine Retirement Employee Setup

T o MAINE | 14
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. From the Life Insurance Schedule Code dropdown, select the applicable

code. This identifies the number of pays for an employee. Payroll knows
what to select.

From the Life Insurance Code dropdown, select the option corresponding
to the level coverage chosen by the employee.

Even though this is the Basic deduction, because the employee has chosen
the F1A coverage level, select the F1A code. This is critical for correct
reporting and must be the same on all the insurance deductions configured
for the employee.

n This code is also where to select if an employee has refused or is
ineligible for coverage.

In Life Insurance Basis field, enter the employee’s total earnings for the last
fiscal year. Payroll knows what to enter and is left blank if the Code
selectedis R or .

. From the Life Insurance Category dropdown, select the applicable option.

This is an optional field and is available to mass update from the Employee
Deductions and Benefits grid (Actions > Mass Update Records).

. Do the same for the Dependent A and Supplemental 1 deductions.

10.

Enter the deduction amount and complete the setup. Ensure the Life
Insurance Code is the same on all the deductions.

RETIREMENT LIFE INSURANCE REPORT

Payroll > Reports > ME — Life Insurance Reporting

Overview

The data gathered from the Life Insurance deductions become part of the electronic
file produced for Maine State Retirement reporting. The file reports the employee
amount for each level of coverage chosen, Basic, Dependent and Supplemental. The
Life Insurance deduction data displays on the Summary reports generated as part of
the reporting process. Districts must submit a CSV report file annually to the state.

From the Actions menu, the following commands are available:

COMMAND DESCRIPTION

Generate Records Select this command to generate report records.

Life Insurance Rates

Select this command to add/maintain insurance
rates.

= infinite visions

MAINE | 15
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COMMAND DESCRIPTION

Select this command to recalculate deduction
amounts after updating insurance rates. The As of
Date field also updates.
Select this command to update employee
deduction amounts in Payroll > Employees >
Update Deduction Amounts Employee Deduction and Benefits. This also
updates the Life Insurance Basis amount on the
employee deductions Setup tab.
Select this command to create the file to submit
to the state.

Calculate New Contribution
Amount

Create CSV File

Generate Records

This command generates report records pulling the current information from Payroll
> Employees > Employee Deductions and Benefits.

Follow the steps below to generate records:

1. From the Actions menu, select Generate Records. The ME — Life Insurance
Reporting window displays.

(o} ME - Life Insurance Reporting

Settings

Year: +| Employer Location D

ak. LCancel Help

ME — Life Insurance Reporting window
1. From the Year dropdown, select the report year.
2. From the Employer Location ID, enter the district 5-digit ID.
3. Click OK.

Life Insurance Rates

The ME - Life Insurance Rates grid is pre-populated with 2017. Districts are to
add/updates rates as necessary. The rates are used to calculate employee
contribution amount.

Follow the steps below to add/update insurance rates:

1. From the Actions menu, select Life Insurance Rates. The ME- Life Insurance
Rates window displays.

L ]
W T iaa _ MAINE | 16
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@
[ )
*ee e
....ee
L]

ME - Life Insurance Rates

Actions

Year [2m8
ME - Life Insurance Rates
Type Deduction Category | Min Age Max Age | Monthly Rate A
FLD Basic 1] 933 0415
} |FLD Supplemental 1 a 34 $0.0.
PLD Supplemental 1 35 44 0.0
FLD Supplemental 1 45 43 $0.1
FLD Supplemental 1 50 54 $0.1!
PLD Supplementsl 1 55 53 $0.3
FLD Supplemental 1 B0 B4 $0.4.
FPLD Supplemental 1 ES 993 $0.8
PLD Supplemental 2 a 34 $0.00
PLD Supplemental 2 35 44 0.7,
FLD Supplemental 2 45 43 $0.2,
PLD Supplemental 2 50 54 $0.3
PLD Supplemental 2 55 53 $0.61
FLD Supplemental 2 EO B4 0.8
FPLD Supplemental 2 ES 993 $1.7
PLD Supplemental 3 a 34 $0.1;
P Cumnlarmantkal 3 L A4 an =
< m >_ |

juls LCancel Help

ME — Life Insurance Rates
2. From the Year dropdown, select the year for the rates to display.

3. From the Type dropdown, select the applicable option (PLD, State,
Teacher).

4. From the Deduction Category dropdown, select the applicable option
(Basic, Supplemental 1, Supplemental 2, Supplemental 3).

5. Enter the Min Age, Max Age, and Monthly Rate as applicable from the
states published rates.

6. Click OK.

Calculate New Contribution Amount

After making changes to the insurance rates, run this command to recalculate the
employee and employer contribution amounts.

Follow the steps below to calculate contribution amounts:

1. From the Actions menu, select Calculate New Contribution Amount. The
ME — Life Insurance Reporting window displays.

2. From the Year dropdown, select the report year.

3. From the As of Date dropdown, select the applicable date (used as
birthdate) in calculating deductions.

4. Click OK. Employee and Employer amounts in the grid are updated.

2 Her o _ MAINE | 17
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Update Deduction Amounts

After calculating new contribution amounts, run this command to update the
employee deduction amount and the Life Insurance Basis Amount on the employee
life insurance deduction in Payroll > Employees > Employee Deductions and
Benefits.

This only updates employee deduction records where an existing
employee amount exists and the new contribution amount is not zero.

Follow the steps below to update deduction amounts:

1. From the Actions menu, select Update Deduction Amounts. The ME-Life
Insurance Reporting window displays.

2. From the Year dropdown, select the calendar reporting year.
3. In the Employer Location ID field, enter the district 5-digit code.

4, Click OK. Infinite Visions updates the employee deduction record(s). A
message displays when update is complete.

5. Click OK.

MAKE FILE

Annually, the district is required to submit a report file to the state for the prior
calendar year.

Follow the steps below to create the GLI CSV file.

1. From the Actions menu, select Create CSV File. The ME-Life Insurance
Reporting window displays.

2. From the Year dropdown, select the reporting calendar year.

3. In the File Path field, enter the path of the folder location for the saved file
or click the Browse (...) button to navigate to the folder location.

4. Click OK.

@
S g e el _ MAINE | 18
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Section Topics

Quarterly Wage File

Quarterly Wage File

o

QUARTERLY WAGE FILE
Payroll > Reports > ME — Quarterly Wage File

Overview

Schools and Towns not associated with Maine School Management Association or
Maine Municipal Association, usually file Unemployment Wages and UC
Contributions with State Income Tax withheld data in the same file.

However, some schools are associated with the management associations, which
require files be generated and sent separately. Schools can now file a Quarterly
Wage Only file and a State Income Tax Withholding Only file.

Electronic filing is required and due by the end of the month following completion
of the calendar quarter.

Please refer to Help to review the configuration and file generation instructions.

n To report employees as seasonal employees, be sure to update their
record by marking the Seasonal Employee checkbox on the State Data
tab in Payroll > Employees > Employee Maintenance.

The Employees for Quarterly Wage Reporting grid displays employee records
matching the entered report criteria.

Activity (Required)

Create a File

1. Inthe Year field, enter the reporting year.
2. In the Quarter field, enter the reporting quarter of the report year.

3. From the File Type dropdown, select the applicable file (Full File, Wage
Only, Withholding Only) option.

Based on the selected file type, additional information must be
entered on the Tax Interface tab. Refer to the Help system for
required fields for each file type.

4. Mark the Waiver checkbox if Maine Revenue Service has granted a waiver
from submitting quarterly data. This checkbox is only applicable for
Withholding Only file type.

MAINE | 19
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5. Mark the Final Return checkbox to identify the file as a final filing. This
checkbox in only applicable for Withholding Only file type.

6. Click Apply Selection. Employee records matching report criteria display in
the grid
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