117 VENHIRE - Vendor New Hire Report

OVERVIEW

The VENHIRE program provides the ability to gather the necessary
information for USAS vendors that need to be reported to the Ohio
Department of Job and Family Services. The program contains two
options. The first option, VHREPORT, will generate a report listing all the
USAS vendors with payments of at least $2,500.00 for the calendar year,
and with the new hire flag set to "Y" indicating they need to be reported.
The second option, VHRESET, will automatically reset the new hire flag
and hire date for vendors that have previously been reported and may now
need to be reported again.

The VHREPORT created by the VENHIRE Report option may be
submitted to the Ohio Department of Job and Family Services. Please
refer to the WWW.OH-NEWHIRE.COM website for further reporting
instructions.

Note: The New Hire flag must initially be manually set through
USASWEB/Vendors in order for a vendor to be included on
the VENHIRE report as well as for the flag to be reset by the
VHRESET option.

ACCESSING
THE PROGRAM

To run this report, you must use the menu system and enter:
Menu>VENHIRE
or enter the following command at the $ prompt:

$ MENU VENHIRE
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MAIN MENU

The following main menu will appear:

1. VHREPORT - VENHIRE Report Option
2. VHRESET - VENHIRE Reset Option
3. EXIT - Exit program

Menu: VENHIRE Optionx>

XX Accept XX Help XX Exit XX Next

VHREPORT

OPTION
The VHREPORT option looks at the New Hire Flags on the vendors as

entered in USASWEB/Vendors. It can produce a projection report listing
all vendors that currently have the new hire flag set to "Y" or an actual
report that sets the vendors’ newhire flag on the vendor record to an "R"
indicating they have been reported to the Ohio Department of Job and
Family Services.

VHREPORT - Vendor New Hire Report

Output file VHREPORT . TXT
Error report file VENERR. TXT
Projection or Actual? P

Names in ’'First Last’ or 'Last, First’ format? F

Calculate date payments begin (if blank)? Y

Force these vendors to be included:

New Hire Report 1 of 1
XX Execute XX Reset

XX Help XX Save/Recall

XX Exit

XX Cancel
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Field Definitions

= The Output file is the name of the report text file. Defaults to
VHREPORT.TXT

e The Error report file is the name of the error file, if generated.
Defaults to VENERR.TXT.

= If the Projection or Actual’ field is set to "P" for projection, it
creates the VHREPORT textfile but does not update the reporting
flag on the vendor records. If set to "A" for actual, it creates the
VHREPORT textfiles and changes the new hire reporting flag on the
vendor records to R to indicate they have been reported as a new hire.
It also records the "last reported date” on the vendor records.

e Names in 'First Last’ or 'Last, First’ format? If set to "F", the
name column will be labeled 'First Last’. Use this option if your
vendor names are in first name then last name format. If set to "L",
the name column will be labeled 'Last, First’. Use this option if your
vendor names are in last name, then first name format.

= Calculate date payments begin (if blank)?If set to "Y", allows
program to calculate the date payments begin using payment
information from the current year’s check records if the field is blank.
If set to "N", generate an error if date payments begin is blank, and it
will require you enter that in before continuing.

= Force these vendors to be included:You would enter the vendor
number of a specific vendor that you want included on the report. To
search for a vendor on this field push "F7" and it will show a search
window to search by vendor name or what the vendor name sounds
like. You may wish to use this feature to report vendors who have not
yet been paid $2,500.00, but you know their compensation will be at
least $2,500.00 for the year.
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Sample VHREPORT.TXT Report

Date: 05/06/2003 Employer EIN: 099909090 Page: 1
Time: 10:30 am SAMPLEVILLE SCHOOL DISTRICT (VHREPORT)
TREASURERS OFFICE
P.O. BOX 434
SAMPLEVILLE, OH 55552
Independent Contractor’s Date Length
Vendor Name and Address Payments of Time
Number SSN/FEIN (Last Name, First Name) Birth Date Begin (months)
1111 123-33-3434 CARREY, JIM 02/02/1960 02/02/2003 6
1800 38TH STREET State of Hire: OH
BOULDER CO 80301-2693
2222 111-22-3333 AARON, HANK 01/02/1940 03/02/2003 11
ATTORNEYS AT LAW State of Hire: OH
700 N. MAIN ST.
P.O. BOX 25
BOWLING GREEN OH 43402
3333 101-01-1010 FOXWORTHY, JEFF 03/22/1964 12/22/2002 12
BOX 207 State of Hire: OH
112 S. DEFIANCE ST
STRYKER OH 43557
4444 333-33-3334 KOLBY, JAMES 11/12/1970 11/23/2002 7
126 N. FULTON ST. State of Hire: OH
WAUSEON OH 43567
5555 888-77-8888 EINSTEIN, ALBERT 07/13/1927 09/02/2002 10
CALDER SQUARE State of Hire: OH
P.O. BOX 10060
STATE COLLEGE PA 16805-0060
6666 377-77-7777 ANGEL, AMBER 05/02/1976 10/11/2002 9
502-70th STREET State of Hire: OH
DARIEN IL 60561-4052
* - These vendors have errors and will not be reported. See error report.

Note:

The projection report will include vendors with errors,but they
will be flagged (*) indicating they will not be reported.

117.1  Proposed District Processing

This is to outline the proposed processing of VENHIRE for the reporting of
Independent Contractors to the New Hire Reporting Center.

When vendor is initially entered
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= Flag vendor as "Reportable” for New Hire reporting

= Enter date payments will begin if known, or leave it blank to optionally
have the system determine from the checks written to the vendor

= Enter number of months contractor will be performing services
= Enter new hire SSN or FEIN (or leave blank to default to 1099 id)

e Enter new hire birth date
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Every two weeks or twice a month
e Run VENHIRE projection report

= will include vendors flagged as "Reportable” and YTD amount
greater than or equal to $2,500.00

< will also allow specific vendors by number/name as means of
"override"

= if date payments begin is blank on vendor record, will either
determine the date payments begin based on date of first check for
the vendor this calendar year, or generate an error, depending on
user response

= Check projection and error report and fix any errors of omissions
< When projection report correct, re-run using "Actual” option

< will generate report that can be faxed/sent or used as worksheet
for input into new hire website

= actual option will change new hire flag to "reported” and record
"last reported date" on vendor record

Each time a new contract is signed
= user resets vendor to "Reportable” to indicate they need reported again

= user must enter new date when payments will begin

As part of calendar yearend process
= Run VENHIRE reset of option
< will reset all vendors flagged as "Reported” to "Reportable”

= last reported date will be left for historical tracking purpose

VHRESET

OPTION
The VHRESET, Vendor Reset, Option provides the ability to automatically

reset the new hire flag on the vendors that have previously been reported.
Once a vendor has been reported, the new hire flag is set to "R" for
reported. This option should be run at calendar year-end and, will reset
the flag back to "Y" indicating the vendor may need to be reported again,
if they are paid at least $2,500.00 during the next calendar year.
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