[bookmark: _GoBack]START Adjustments in Munis
Overview
In order to resolve adjustments on the START monthly invoice, the deduction amounts for employee and employer contributions must be processed through Munis. Included in this document is a sample START invoice along with instructions on how to process the adjustments in Munis. 
Deduction Codes for Processing Adjustments
Additional deduction codes need to exist for processing payroll adjustments. These include employee contributions (EECON), health insurance contributions (HICON) and employer contributions (ERCON) as found on the KRS Monthly Report Invoices.
Note: The deduction code numbers used in the examples are for demonstration purposes only. The numbers you assign to each deduction may differ from the examples. Vendor numbers shown may also differ from the ones shown.
EECON Adjustment Deduction Code
Find the deduction that is used for CERS contributions on employees hired prior to 9/1/2008. The example below uses 7010.
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Select Duplicate and enter the deduction number to be used for EECON adjustments. Example below uses 7020.
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Update the deduction by changing the description to indicate that it is a CERS Employee Contribution Adjustment. Also, update the fields to reflect the information shown in the following screenshot:
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HICON Adjustment Deduction Code
Create another deduction by copying from the deduction code that was created in the step above. This adjustment will be used to process the health insurance contributions (HICON) adjustment amounts shown on the START Monthly Report Invoice.
Select Copy from the deduction screen and enter the deduction number that will be used to process the HICON adjustments. The following example uses 7025 as the deduction code.
Update the descriptions as shown on the following screen:
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ERCON Adjustment Deduction Code
A third deduction code will be added to process the employer contribution (ERCON) adjustments. Add the code by copying from the deduction code that was created in the step above. 
Select Copy from the deduction screen and enter the deduction number that will be used to process the ERCON adjustments. The example below uses 7030 as the deduction code. 
Update the descriptions on the screen as in the following screenshot:
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Verify Exceptions Tables
After the new deduction codes have been created, review the exceptions tables and make updates, if needed. From the deduction screen, select the Exceptions option found in the menu ribbon.  You can also gain access by following the path below:
Human Resources/Payroll >Payroll >Payroll Administration >Payroll Exceptions
Find deduction 1000 and review the information. As of January 1, 2017 retirement deductions, including adjustments (7020, 7025 and 7030) are no longer exempt from FICA and Medicare Tax, however they are still excluded from Federal Tax and State Tax. Make updates as needed. Repeat the process for deduction 1001, 1100, 3000, and 4000.
Example:
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Entering CERS Adjustments into Payroll
Note: Employees listed on the invoice may have a status of Inactive in the Employee Master. Temporarily, mark the record as Active so it pulls into a payroll properly.
Add a payroll record if the employee is not listed in the payroll. A penny amount will have to be used as the pay amount for both the formerly inactive employees as well as for any employee who doesn’t have a salary amount in the current payroll.  
Add the appropriate deduction for the adjustment type listed on the START invoice. The employee in the following example has a HICON credit of $8.66. By adding this deduction credit to the employee’s pay, all tax adjustments necessary for a retirement refund are calculated. 
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Repeat the process for each adjustment that needs to be made.
NOTE:	From the example monthly invoice, the total of the EECON, HICON and ERCON adjustments in this payroll should be a credit of $70.65.
Start Monthly Report
The adjustment deduction codes will not be added to the Generate screen of the Munis CERS START Monthly Report and will not be reflected on the report. The adjustment deduction codes will only be reflected on the check that is processed for Kentucky Retirement. 
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Once the START MONTHLY REPORT is completed, follow the usual process for KRS reporting. 





[bookmark: _Appendix][bookmark: _Appendix_-_Sample]Appendix - Sample of START Monthly Report Invoice
The following screenshot is a sample of an invoice that reflects a credit of $70.65. The adjustments have already been processed in the START system so they cannot be reflected in the monthly file generated in Munis but they must be processed within payroll. 
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Sample of START Monthly Summary Screens
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Deduction Identification
Deduction Short Desc Long Description Abbrev  Start Date End Date

7010 ... CERS-CORE  COUNTY EMPLOYEES RETIREMENT  CERS 07/01/2005  [F 12/31/9999 [

m Cycles | Gamishments | Check | Options | Insurance | Escrow

Priority 7010 Empe/Empr [s-BOTHPAY
Category 03~ RETIREMENT [ Benefit

Insufficiency [M- MANDATORY (MUST BE RESOLVED) (=3 [ Annual Tax Table

Calc Code 03~ PCT FROM DEDUCTION MASTER = [7] Credit Emp Acct via ACH
State Code [ Encumber Remaining

Local Code [ Adjust for Rounding

Tax Table Type 00- NONE [ Calculate Employer Match
Check Type [N-NO CHECK Total Cycles 0

ClInvoice Entity Expense T o2

Vendor Number 0 ...| Address

CERS EMPLOYER CONTRIBUTION
Withholding 10 e TAT5
CERS WITHHELD PAYABLE

Amounts/Limits

Empe Amt/Pct T 50000 Empr Amt/Pct [ 1886800
Empe Annual Amt ) Empr Annual Amt )
Empe Limit T o Empr Limit T o
Limit Type Multi-Limit ]

Empe Minimum 00 Transaction Fee
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Deduction Identification

Deduction Short Desc Long Description Abbrev  Start Date End Date
7020 ... HICON ADJ CERS HICON ADJUSTMENT CERSAD  01/01/1900  [7 12/31/9999  [=]

m Cycles | Gamishments | Check | Options | Insurance | Escrow

Priority 7020 Empe/Empr [T-EMPLOYEEPAYS 7
Category 03~ RETIREMENT [ Benefit

Insufficiency [M- MANDATORY (MUST BE RESOLVED) (=3 [ Annual Tax Table

Calc Code 02 - AMT FROM EMPLOYEE DEDUCTION = [ Credit Emp Acct via ACH
State Code [ Encumber Remaining

Local Code [ Adjust for Rounding

Tax Table Type 00 - NONE [ Calculate Employer Match
Check Type [N-NO CHECK Total Cycles 0

Cilinvoice Entity Expense

Vendor Number 0l...
Withholding 10 e TAT5
CERS WITHHELD PAYABLE

Amounts/Limits

Empe Amt/Pct T oooo Empr Amt/Pct 0000
Empe Annual Amt ) Empr Annual Amt 00
Empe Limit ) Empr Limit 00
Limit Type Multi-Limit ]

Empe Minimum 00 Transaction Fee
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Deduction Identification
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Long Description

EECONADJUST | CERS EECON ADJUSTMENT
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7025 ...
o [
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Options

Insurance

Escrow
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Tax Table Type
Check Type
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(7025

Primary Information

Empe/Empr 1-EMPLOYEE PAYS

03~ RETIREMENT [ Benefit
[M- MANDATORY (MUST BE RESOLVED) (=3 [ Annual Tax Table
02 - AMT FROM EMPLOYEE DEDUCTION = [7] Credit Emp Acct via ACH
[ Encumber Remaining
[ Adjust for Rounding
00 - NONE [ Calculate Employer Match
[N-NO CHECK Total Cycles 0
Expense
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~0000
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8
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Deduction Identification
Deduction Short Desc Long Description Abbrev  Start Date End Date

ERCON ADJ CERS ERCON ADJUSTMENT CERSAD  01/01/1900  [7 12/31/9999  [=]

7030
m Cycles | Gamishments | Check | Options | Insurance | Escrow

Priority 7030 Empe/Empr [T-EMPLOYEEPAYS 7
Category 03~ RETIREMENT [ Benefit
Insufficiency [M- MANDATORY (MUST BE RESOLVED) (=3 [ Annual Tax Table
Calc Code 02 - AMT FROM EMPLOYEE DEDUCTION = [ Credit Emp Acct via ACH
State Code [ Encumber Remaining
Local Code [ Adjust for Rounding
Tax Table Type 00 - NONE [ Calculate Employer Match
Check Type [N-NO CHECK Total Cycles 0
Ck/Invoice Entity Expense T [Tz |
Vendor Number 0]...] Address 0.

Withholding 10 [ 745

CERS WITHHELD PAYABLE

Amounts/Limits

Empe Amt/Pct 10000 Empr Amt/Pct 0000
Empe Annual Amt ) Empr Annual Amt )
Empe Limit ) Empr Limit 00
Limit Type Multi-Limit ]

Empe Minimum 00 Transaction Fee
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Deduction Code 4000]... KENTUCKY STATE TAX
Processing Code 2-NO DEDUCTIONS ARE EXEMPTED EXCEPT
GL Segment

Apply Pay Exceptions when Adding/Subtracting

From [To [
2000 2790
212 212
2213 2213
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Employ

Employee SSN Last Name First Name M Suffix
123-41-0175 CARSON JACQUELYN J
Chk# [0 Gross 700.00)  Deductions 19283 Net 507.17

Employ

Deduction
Calc Code [02- AMT FROM EMPLOYEE DEDUCTION
Tax Table [00- NONE
Sufficiency [M- MANDATORY (MUST BE RESOLVED)
Tax Marital [S-SINGLE

Exemptions | 1 Error Level
AddtiAllow | 0 Changed T 512
State Code || Benefit Arrears [N-NOT APPLICABLE
T Exempt " Prenote
LocalCode |
Deduction Gross | 700.00 Not Taken Taken
Employee Amount 866 00 866
Employer Amount 0.00 00 0.00
Fringe Amount | 000
EmployeeLimt | 00 Employee YTD T ses

Employer Limit 00 Employer YTD 0.00
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Employee SSN Last Name First Name M Suffix Group/BU
14]...] 123410175 CARSON JACQUELYN J CLAS
Check Total Gross Deductions Net Pay Total Days Total Non Days
0 700.00 19283 507.17 000 000
Summary | Pay m
Deduction Description [ Employee Am¢ Employer Am¢| Fringe| Not Taken| Taken|
1000 FICA 43.40 43.40 0.00 000 43.40
1100 MEDICARE 1015 1015 0.00 000 1015
3000 FEDERAL TAX 56.04 0.00 0.00 000 56.04
4000 KY STATE TAX 2505 0.00 0.00 000 2505
5000 CITY 17.50 0.00 0.00 000 17.50
5010 COUNTY 735 0.00 0.00 000 735
7017 CNHZCB 5% 3500 130.76 0.00 000 3500
7018 CHNZCB 1% 7.00 0.00 0.00 000 7.00
7025 HICON ADJ 866 0.00 0.00 000 866
9100 DIRECT DEPOS 000 0.00 0.00 0.00 507.17
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Generate Month/Year | 3 / | 2017

Include Payroll Dates  09/01/2016 [ to 09/30/2016 (]
Payroll Date Type Check Date [ SetPosting Month
IPS Date Type Check Date [ SetPosting Month

Location 000 to|Z222

PreTax | 7008to| 7008 HICON 7016 to| 7016 | Pre-Tax to
7010 to| 7010 7018 to | 7018 to
7015 to| 7015 to
7017 to| 7017 to Post-Tax to
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Kentucky Retirement Systems

Perimeter Park West 11260 Louisville Rd, | Frankfort KY 406016124
Phone: (502) 696-8800 | Fax: (502) 696-8822 [ kyretky.gov

Monthly Report Invoice

Employer Code: SN ECE Primary Contact: Nadine White.

Employer Namo: ISSREMERERNCOUNTY BOARD OF EDUCATION ER Primary Contact: Vonda Donoho

Invoico #: 73032 Report Month February 2012

Retirement System: CERS Summary Reported  Adjustments  NetDetall ~Payment  Variance
Dotail  While Balancing

Difference biw Salary in detail & Salary in summary 38024380 380.343.80 000 38034380 NiA 100.00

Differance biw EECON In detall & EECON in summary. 1853523 1853523 500 1854023 NA 500

Difference bfw HICON in Detall & HICON in summary 652.76 65276 iked 664,53 NiA 177

Difference biw ERCON in detait & ERCON in sumrmary 72,094.20 7211309 000 7211300 NA 18.89

Difference bjw PPAD - EECON in detail & summary. 000 0.00 000 000 NiA 0.00

Difference biw PPAD - HICON in cetall & summaty 000 000 000 000 NiA 000

Difference biw PPAD - ERCON in detail & summary 000 000 0.00 0.00 NA 0.00

Difference biw IPS - EECON In detall & summary 1328.90 132890 0.00 1326.90 NA 0.00

Difference between Net Payment due (sumimary) and 92,611.09 NA NA NA 9261100 0.00

paymonts applied

Total Differences: 35.66

Adjustments Aftor Balancing: (70.85)

Total Duo (Total Credit): (3499)
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Kentucky Retirement Systems

Perimeter Park West | 1260 Louisvile Rd. | Frarikfort KY 40601-6124
Phone: (502) 696-8500 | Fex: (602) 696-8822 | kyret ky.gov

Monthly Report Invice - Details by Plan

Retirement Plan: CERSNHZ Summary Reported  Adjustments  NetDetal ~Payment  Variance
Detail to Detail
During Balancing
Difference biw Salary in detail & Salary in summary 38024380 33034380 000 380,343.80 NiA 10000
Diflerence biw EECON in defail & EECON in summary 1853523 1853523 500 1854023 NA 500
Differenc bitw HICON in Detail & HICON in summary. 65276 65276 177 66453 NiA 77
Difference biw ERCON in detail & ERCON in sumrmary 72,00420 72,113.00 000 7211300 NiA 1889
Difference biw IPS - EECON in dotail & summary 132880 132890 0.00 1,328.00 NIA oo
Total Differences: 35.66
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= Retur to Monthly Summary

Payroll Summary [ Invoices || Adjustments | Review & Remit

Enter or confirm the salary amounts listed for each contribution group. Ifyour report
contains adjustments or IPS payments, enter or confirm those amounts. When
finished, click Save.

Regular Contributions.

CERSNon-  Salary EECON (%) HICON (%) ERCON %)
Hazardous

wiHeath [ smar] [ e oo [ e nen [z vase
Insurance

wokeath [ wEz [ e eoo [ oo [ Emmig asse
Insurance

Non- I | 000 [ oo | 000
paticipating

RetiedRe [ ea | e | oo [ iorag vese
‘employed

Totals for CERS Non- $18,535.23 $652.76 $72,094.20
Hazardous

State-funded Expenses

There are no state-funded expenses for this summary.

Adjustments

Retrement Plan eecon Hicon eRcon
‘GERS NonHazardous oo o o
Totals $0.00 $0.00 $0.00

1P Contribuions

Retrement Plan eecon
‘GERS NonHazardous (]
Totals $1,328.90

Save || Clear
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CERS NHZ - with HIC

RPTDSAL  RPTDEE

RPTD HIC

RPTD ER

DETALS.
SUMMARY
VARIANCE

CERS NHZ - without HIC

$6538072| 5326364
$6528072| $326354
$100.00 $0.00

$65276
$65276

$12,395.18
$12,377.19)
$18.99

DETALS.
SUMMARY
VARIANCE

RPTDSAL  RPTDEE
530542778 $1527159)
$30542778|  $1527159)
$0.00

CERS NHZ - Non-Participating

RPTD HIC

RPTD ER
$57,909.02
$57,909.12

(80.10)

DETALS.
SUMMARY
VARIANCE

RPTDSAL  RPTDEE

CERS NHZ - Refired Re-employed

RPTD HIC

RPTD ER

DETALS.
SUMMARY
VARIANCE

5000 5000
5000 5000
$0.00 $0.00

RPTD EE

$9535.30. 5000

$9,535.30. 5000
$0.00 $0.00

RPTD HIC
5000
5000

RPTD ER
5180789
$1807.89.

$0.00





