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Creating the KY Deferred Compensation Report
[bookmark: _Test_Environment]Introduction
A program is available in Munis allowing Kentucky school districts to report deferred compensation via an electronic file. The program allows districts to report each pay period using the “Payer Code”, Pay Date, payroll run and warrants, and deduction ranges for each contribution type. Output from the program produces both a printed report and an electronic file.
KY Deferred Comp Report Setup
Select:
Human Resources/Payroll >Payroll >State Specific >South >Kentucky >KY Deferred Comp Report
· Select the define button.
· Enter the Payer Code as assigned by the Deferred Comp Agency
· Enter the check date of the payroll warrant being submitted
· On the Run/Warrants tab, enter the Payroll Run Control and the Payroll Warrants for all payrolls having the same check date. Exercise caution when entering these as the program does not validate the run control/warrant
· Select Accept 
[image: ]
If this is the first time running the report:
· Click the Deductions tab
· Select the contribution type from the dropdown along with the Start Deduction and End Deduction numbers for each deferred compensation Contribution Type.  


[bookmark: _GoBack][image: ]
· Once the Deductions tab is defined, you need not return to it unless you utilize a new contribution type or add deductions for deferred comp.
Note:  Verify the Exception Tables if you have to add additional deduction numbers.
The code descriptions or Contribution Types setup within MUNIS for the user defined deductions are as follows:
L401		LOAN 401K REPAY
L457		LOAN 457 REPAY
P401		PRE-TAX 401K
P457		PRE-TAX 457
R401		ROTH 401K
RIRA		ROTH IRA
RTRA		ROTH TRADITIONAL

Further explanation of these may be obtained from the Kentucky Deferred Compensation Authority. 
KY Deferred Comp Report Generate
Once the Run/Warrants tab and the Deductions tab are defined, select an output option.
Notes:
· Check the report carefully to ensure all payrolls specified on the Run/Warrants tab are included.
· Ignore the IRS and Type columns as this is information for Deferred Comp
The report shown below is in PDF format:
[image: ] 
Save to create the electronic file to submit to Kentucky Public Employees’ Deferred Compensation Authority. The filename is “prkydfce####.txt where #### is a sequentially assigned number.
Transferring File 
Go to Saved Reports
1. Find the file that was saved and select Open File.
2. Select File, Save As.
3. Choose the folder to which you want to save the file.  Suggestion:  Create a new folder “KY Def Comp”.  
4. Change the name of the file to KY.####.20140715.1.TXT
(#### is the Payer Code established by Deferred Comp and 20130715 is the Pay Date (yyyymmdd) for the file. If you only have one file use .1. If you have multiple files, begin the second file with .2 and third file with .3 and so on.  This naming convention is case sensitive).
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