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Employer Reporting Overview

The primary purpose of eSERS is to support the employer reporting process. The
employer reporting process is used to send enroliment, contribution, and ARP data to
SERS during your payroll cycle.

An employer report is a collection of individual member transactions reported to SERS by
the employer. There are three different types of employer reports:

= Contribution: Submitted within five business days of each pay date (can include
adjustments).

= Enrollment: Submitted at any time, but required prior to submission of the first
contribution.

= Alternative Retirement Plan (ARP): Submitted monthly. Available only for full-time
college and university employees.

Reports can be submitted by uploading a file in the required format or manually entered
in eSERS. Once the reports are processed, you are notified on your eSERS Message
Board.

Terms and Definitions

Header A summary of an employer report, either for contribution or
enrollment.
. A detailed record of an employee payroll information submitted with
Payroll Detail D . . .
the report (e.g., contributions, earnings, employment information).
Error and Warning Problems identified by eSERS with the information being submitted
Messages that must be corrected before being posted.
Informational Has no effect on a record being submitted. It is to draw attention to
Messages an event that may require a follow-up.

Visual Overview
Inside eSERS
eSERS You You

Creates Resolve Submit
Records Errors File

F: Takes Care of the Rest
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Earnings Code Overview

Processing employer reporting data that contains contribution records can be done by
uploading a file or manual entry.

There are specific earnings codes for the different types of contribution reporting. They are:

Earnings Code Type

01 Regular Contribution Regular wage and contribution record for the Employee.

Allows a report with supplemental employees with more
days than the earnings period allows, such as coaches, on
a regular report only if they are being paid on the same pay
date.

02 Supplemental

Allows a retroactive pay increase to be reported on a
regular report, using a current pay date, and the prior
earnings period. It will not be accepted if the current
earnings period is entered

03 Retro Pay

Wages that are paid to the member for a non-working
period. This is normally for employees who only work during
the school year and are off for the summer months.

Please Note: These are not extra wages to the member.

04 Stretch Pay

Employee filed a grievance, and payment is due to the
employee from the employer. Before sending the payment,
SERS requires that a copy of the grievance settlement be
provided for review.

05 Grievance Pay

Adjustment to Regular

51 Contribution

This is an adjustment record to ‘01’.
Adjustment to

&2 Supplemental

This is an adjustment record to ‘02’.

53 Adjustment to Retro Pay This is an adjustment record to ‘03’.

54 Adjustment to Stretch Pay This is an adjustment record to ‘04"

Adjustment to Grievance

55 This is an adjustment record to ‘05’

Pay
Report any regular wage and contribution record that was
Missed Regular not reported for a prior period. If the missed contribution
91 s ) T :
Contribution record is for a prior fiscal year, call Employer Services for
assistance at toll-free 877-213-0861.
92 Missed Supplemental Report any supplemental contribution that was not reported
Contribution for the prior period.
Missed Stretch Pay Report any stretch pay contribution that was not reported
94 e . .
Contribution for the prior period.
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Upload Contribution File

You can upload a contribution file by going to the Upload Contribution Files menu item.
From this screen, you also can view and track files as their status is updated during the
posting process.
Steps: Employer Reporting v

1. Select the Upload Contribution Files menu option. Upload Contribution Files

2. Onthe Up!oad Contribution Files screen, click il Eile Corertion et e
Choose File. Contribution Entry

3. Choose the file you want to upload from the file Upload Enrollment Files
explorer; click Open.

4. Click Upload File.

Create and Correct Enrollment Files

5. Once uploaded, you will receive a confirmation message at the top of the screen.

Upload Employer Reporting File

To submit afile :

1. Select “File Type" from list

2. Click the "Choose File” button
3. Choose your file

4. Click "Upload File” button

5. Wait for confirmation

FileType: | contribution v

= e
4 upload File
= @ Open X

< OneDrive - School Employees Retirement System of Ohio > v o O Search
ploy y:
Organize v Mew folder v @ @
Name Status Date modified Type si
P
5t Quick access
I Desicop . M2023-06-15-15-16-27_SERSHIREtest @ 6/26/2023 3:04 PM Text Document
4 Downloads +
Documents *
[ Pictures *

Employer Dacs

@, OneDrive
@ OneDrive - School Employees Retirem
[ This PC

& Network

< >

File name: | M2023-06-15-15-16-27_SERSHIREtest v‘ All Files ~
3. =
-
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Upload Contribution File Errors

When uploading contribution files, you may receive one or more error messages. These
error messages pertain to the file you are trying to upload and indicate something is
structurally incorrect in the uploaded file. If you receive an error message, you must
correct the data in the file.

In the example below, a user uploaded a file and received the error message that the
contribution cycle code does not exist for the reported employer. This means that the
contribution cycle code in the uploaded file is not valid.

Due to this error message, the file will not be processed any further. Please contact
Employer Services for assistance.

8498 Employer ID is incorrect in the uploaded file.
1096 Payroll schedule does not exists for the reported employer.

Filename : 2023-06-27-08-39-49_78356 (6).SEQ Size : 8862 bytes, unable to load due to errors.
Upload Employer Reporting File

To submit a file :

1. Select "File Type" from list

2. Click the "Choose File" button
3. Choose your file

4. Click "Upload File" button

5. Wait for confirmation

File Type: | contribution ¥

File :

After correcting the file, you will need to upload the file again.
ﬂ Please Note: Before the updated file can be uploaded to eSERS, the Unique ID
needs to be updated. Once this is complete, the file can be uploaded to eSERS.
What is a Unique ID?

The Unique ID is a time stamp in the header record of the file that is being uploaded.
Unique IDs were created to ensure a file would not be uploaded twice in error.
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What Happens Next?

Once your file has uploaded successfully, you will receive a message on your message
board stating the upload was successful or there were errors.

The message below indicates that the file was uploaded successfully and has posted.

Message Type : Action Required Received Date : 06/27/2023 11:40:15 AM
Message Subject: File Upload Successful and Posted Read On: 06/27/2023 11:41:08 AM

Attachment :

Uploaded file was successfully processed and posted

Employer Reperting Header and Details have been created

Message :

Once the file posts, the employer needs to make the contribution payment in the Payment
Remittance application.

What if there are Errors or Warnings?

If the file was uploaded but there were detail records that needed to be reviewed due to
errors and warnings, you will receive a message like the one below indicating “Action
Required” and stating that Some of the Detail records have either errors or warning
messages.

Message Type : Action Required Received Dale : 05/27/2023 11:26:16 AM

Message Subject: File Upload Successful with Some Error Read On: 06/27/2023 11:26:40 AM

Records
Attachment :
Uploaded file was successfully processed. Employer

Reporting Header and Details have been created. Some of

the Detail records have either error or waming messages.

Message :

The next step is to review the detail records that are in question and correct the errors to
have the file post successfully.

For more information on clearing errors and warnings from your Contribution Report,
please refer to the Correcting Contribution Records section.
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Manual Contribution Entry

When contribution records not part of an uploaded file need to be created, you can go to
the Contribution File Correction and Manual Contribution Entry menu item to create them
manually.

Steps: Employer Reporting -

1. Click on the Contribution File Correction and Upload Contribution Files

Manual Contribution Entry menu item. 1. Contribution File Correction and Manual

. Contribution Entry
2. Click Create New.

Uplead Enrollment Files

Create and Correct Enrollment Files

Unposted Employer Reporting Header

Following are the Employer Reporting Headers with Details that need to be reviewed and/or corrected. Submit the Valid status Employer Reporting Header for Posting.

Click this button to perform an advanced search of all submitted employer report files.

Contributi . E -
[J HeaderID, Header Type Header Status Pay Date ;ycle Co::: R d Date Contract Submit For Posting

No records to display.

Create New Employer Reporting Header

Select a Header Type to create a new Employer Reporting Header. Detail records must be entered manually. @

“HesterTpe: | cont 2. If the Contribution

Header is in Review
status, it will be seen in
the Unposted Employer
Reporting Header panel.

Header Type Drop-down:
A For colleges and universities, there will be the option of ‘contribution’ or
‘ARP’ based on which type of report you are creating
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The system brings up the Employer Reporting Header Maintenance screen.
Steps (continued):

3. Select Contribution Cycle Code from the drop-down menu. The cycle code is
created from the payroll schedule. If your district has multiple payroll schedules, all
of the cycle codes for the active payroll schedules will populate this drop-down.

4. Enter the Pay Date of the period.
5. Click Save.

5 “
L]
Employer Reporting Header Information Status Count: v

Employer Reporting Header D : Header Type: Contricution Total Record Count

Reporting Source : Manual Header Status Posted

3 « Contribution Cycle Code: |+ I «Pay Date =] I 4 Posted with wamnings
L [ ] —

me: Contractor v Review

SentDate: 06/27/2023 Posted Date : & Valid

File Name : Unique D : L

Contribution Information

Total Regular Employee Pre-Tax Contributions : 50.00 Total Employee Eamings (System Calculated) : $0.00
Total Regular Employee Post-Tax Contribution : $0.00 Total Employee Earings (Submitted) : $0.00
Total Reemployed Employee Pre Tax Contribution : 50.00 ibuti : 8000

Total Reemployed Employee Post Tax Contribution : $0.00

ssn: Eamings Code Type: | Al - Record Status: | Review - Filter

[0 Contribution Record > SSN  Name  Period BeginDate  Period EndDate  Eamings Code  ServicoDays  Hours  Eamings  Employ ibutie nploy ibuti ploy ibuti Record Status

No records to display.

Validations v

Message Count Severity

No records to display.

ﬂ Please Note: When submitting a contribution report for a contractor, select
the contractor from the contractor drop-down menu.
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Upon clicking Save, two things change:

= An Employer Reporting Header ID is assigned to the record.

= The New button appears in the Contribution Information panel.
Steps (continued):

6. Click New.
=3

Cmployer Reporting 1leader Information

I Employer Reporting Header ID : 347269 I Header Type: Contribution Total Record Count
s

Reporting Source : Manual Header Status :

Fosted
~ Gonlribution Gycle Code : BWK0001 - Pay Dale: 06/28/2023 Posted with warnings
me: Contractor: | Review

SentDate: 06/27/2023 Posted Date : valid

File Name : Unique 1D 2 Void

Contribution Inft

6. EAE

‘Total Regular Employee Pre-Tax Contributions : 50,00

Total Employes Eamings (System Calculated) : 50.00

Total Regular Employee Post-Tax Contribution : $0.00 Total Employee Earnings (Submitted) : 0 00
Total Reemployed Employee Pre Tax Contribution : $0.00 “Total Employer Contributions (System Calculated) : 50,00
Total Reemployed Employee Post Tax Contribution: $0.00
SSN: [l_'_ _ ] Eamings Code Type : | il v Record Status: | Review v Filter
[ Contribution RecordlD  SSN  Name i ing: Se ys Hours Eamings Employee Pre-Tax ployt Employer
Norecords to display.

Validations v
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Contribution Maintenance Screen

This brings you to the Contribution Maintenance screen. Enter the contribution detail
information.

Steps:

1. Fill in the member’s:
= SSN
= First Name and Last Name
= Period Begin Date
= Period End Date
= Earnings Code Drop-down
= Service Days
= Hours

= Employee Pre-Tax or Post-Tax Contributions (10%)
= Employee Earnings (Submitted)

2. Click Save or Save & New

Save & New Saves the current record and automatically brings you to a new contribution
record. Click Save when you have entered the last record.
Save Saves only the current record.

Employer Reporting Header Information

Employer Reporting Header ID: 347265 Header Type : Contribution Header Status : Review

PayDate: 06/28/2023 Contribution Cycle Code = BWKODOT

Contribution Information

Contribution Record ID: Record Status: Suppress Warning: [
1 “SSN: [L,7,7
]
FirstName : Middle Name : “LastName:
Name Suffix : -
* Period Begin Date : ) * Period End Date : )
* Eamings Code : ~
service Days: g Hours: g

Employee Pre-Tax Contribution: | $0.00 Employee Post-Tax Contribution: | 30 0o

Employee Eamings(Submitted) | 50 00 Employee Earnings (Sys. Calc) $0.00 Employer Contribution (Sys. Calc) $0.00
Employment Status Effective Date : ) Employment Status Code : -

Validation Information

[]  MessagelD Error/Waming Severity
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After clicking Save on the final contribution record, you are ready to submit the file for
posting.

Steps (continued):

3. On the Employer Reporting Contribution Maintenance screen, click on Employer
Reporting Head... in the navigation path.

Employer Reporting Contribution Maintenance # Home H K Previous || A Collapse | Welcome Rabe, Katie v‘@
01009-A.C.ES.C./Ohio Valley Schools [ —
T clojerReportngCort.* X Displaying page 1 of 1

[ All changes successfully saved. ] 3
]

Employer Reporting Header Information

Employer Reporting Header 1D :

347269 Header Type : Contribution

Header Status: Valig

PayDate: 06/28/2023 Contribution Cycle Code : BWK0001

Contribution Information

Contribution Record ID: 14628495 Record Status: Valid Sulpress Waming: (]
“SSN: [L:i l
FirstName: | Bruno Middle Name : *LastName: | pacrigal
Name Suffix : -
* Petiod Begin Date: | g5/15/2023 =) *Period End Date : | 06/28/2023 s}
* Earnings Code : | 01 - Reguiar Contribution v
Service Days: | 10 Hours: | 80.00
Employee Pre-Tax Contribution: | $250.00 Employee Post-Tax Contribution: | 50.00
Employee Earnings(Submitted) | 32,500 00 Employee Earnings (Sys. Calc) $2,500.00 Employer Contriffution (Sys. Calc) $350.00
Employment Status Effective Date : [=] Employment Status Code : v

Validation Information

O MessagelD Ermor/Waming Severity

Norecords fo display.

Possible Header Statuses

Valid All records within the header are valid, and the header can be submitted
for posting.

One or more records within the header have errors or warnings that must
Review be addressed before the record can be posted. All detail records must be
in a Valid status before the header will be updated to a Valid status.
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The Employer Reporting Header Maintenance screen is populated with information based
on the detail records that were created.

Steps (continued):
4. Click the Submit for Posting button.
=x 4.

Employer Reporting Header ID: 347260 Header Type: Contribution Total Record Count 1
Reporting Source : Manual Header Status: Valid Posted 0

+ Contribution Cycle Code : BWK0001 *Pay Date: 06/28/2023 Pested with warnings 0
Imc: Contractor : v Review 0

Sent Date: 06/27/2023 Posted Date: Valid 1

File Name : UniqueID: Void 0

Contribution Information

[ vov [ oven [ voaneons ' eoortronn
Total Regular Employee Pre-Tax Contributions : $250.00 Total Employee Eamings (System Calculated) : $2.500.00
Total Regular Employee Post-Tax Contribution: $0.00 Total Employee Eamnings (Submitted) : $2.500.00
Total Reemployed Employee Pre Tax Contribution : 5000 Total Employer Contributions (System Calculated) : 535000

Total Reemployed Employee Post Tax Contribution: 50.00

SSN: [L.7.7 ] Eamings Code Type : | Al v Record Status: | Review ~

[ ContributionRecord D SSN Name Period BeginDate Period EndDate  Eamnings Code  ServiceDays Hours Eamings Employee Pre-Tax Contributions  Employee Post-Tax Contributi Employer

No records to gisplay.

Validations v

Message Count  Severity

Norecords to display.

Reminders

You are able to filter the view of the Contribution Information panel by changing
the record status that you would like to view in the Record Status drop-down
menu. eSERS automatically defaults the Record Status to Review.

Record Status
Filter

There are two void buttons on the screen. If you would like to void the ENTIRE

Void file, select the Void File button at the top of the screen. If you would like to void
one record out of the file, check the box next to the Contribution Record ID and
select the Void Record button in the center of the screen.

Status Count The Status Count panel will show the total records in their current status. The
Panel User can click on the hyperlink to view the files in that certain status.

Contribution  The Contribution Information panel allows a User to view and filter specific
Information information within the file.

72 eSERS Guide | Contribution Reporting




Once a header is submitted for posting, it becomes read-only, and the header status will
change to Posted once information is processed.

Once your Header Status shows that the file has been posted, you can now go to the
Payment Remittance application and submit your payment.

Employer Reporting Header Information v [ status count: v
Employer Reporting Header ID : 347269 Header Type: Contribution Total Record Count 1
Reporting Source : Manual Posted 1
* Contribution Cycle Code : BWK0001 - PayDate: 06/28/2023 Posted with warnings 0
me: Contractor : Review 0
SentDate: 06/27/2023 PostedDate: 05/27/2023 Valid 0
File Name : Unique D : Void 0

Contribution Information

pu——
Total Regular Employee Pre-Tax Contributions : $250.00 Total Employee Eamings (System Calculated) : $2,500.00
Total Regular Employee Post-Tax Contribution : 50,00 Total Employee Eamings (Submitted) : $2,500.00
Total Reemployed Employee Pre Tax Contribution : 50,00 Total Employer Contributions (System Calculated) : $350.00
Employee Post Tax Contribution : 50,00
LR [— | Eamings Code Type : | 4| - I Record Status : | Reyiew - m I
[ ContributionRecord ID  SSN Name Period Begin Date  Period EndDate Earnings Code  ServiceDays  Hours Eamings Employee Pre-Tax Contributions  Employee Post- ibutions  Employer Contributions  Record Status

No records to display.

Tip: By filtering the record status to All and then clicking the Export to
@ Excel button, the system will export the contribution record details into an
Excel spreadsheet.

This is a great way to create historical records for your organization of contributions
submitted.

Submitting contribution records will result in a member’s account reflecting a

pending transaction. The dollar amounts will not be considered available in the
member’s account until the employer submits both the contribution record and
payment for the corresponding liability created.
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Contribution Copy Forward

The copy forward function is useful when you need to create a new contribution header,

and all the information is the same from the previous cycle to the current one. In order to
start this process, go to the Contribution File Correction and Manual Contribution Entry
menu item.

Steps:

1. Select the Contribution File Correction and Manual Contribution Entry menu item.

2. In the Posted Employer Reporting Header panel,
check the box next to the Header ID you wish to copy —
forwa r_d - Upload Contribution Files
1 Contribution File Correction and Manual
3. Enter the Pay Date for the cycle for which you are " | Contribution Entry
creating this header. Upload Enrollment Files
4. C“Ck c°py Forward. Create and Correct Enrollment Files

Unposted Employer Reporting Header

Following are the Employer Reporting Headers with Details that need to be reviewed and/or corrected. Submit the Valid status Employer Reporting Header for Posting.

Advanced Search Click this button to perform an advanced search of all submitted employer report files.

Contribution

Cycle Code Received Date  Contractor  Submit For Posting

O Header IDy Header Type Header Status  Pay Date

Mo records to display.

Create New Employer Reporting Header

Select a Header Type to create a new Employer Reporting Header. Detail records must be entered manually.

*HeaderType: | Contribution v

Posted Employer Reporting Header

Following are previously submitted and posted Employer Reporting Headers with details. Select one of the posted reports, enter the Pay Date, and click the Copy Forward button.

3, [ o= S 4.
n 2/ 3| w | 13| 14| Mext || Last | Resuits1-100f132

Contributi 5
[]  Header IDy Header Type Header Status Pay Date C)rclel 00:': Received Date  Posted Date  Confractor
2 - 347769 Contribution ~ Posted 06/28/2023 BWKO001 06/27/2023 06/27/2023

O 345164 Contribution ~ Posted with Wamnings ~ 05/14/2021  SMO0003 05/13/2021 05/13/2021

[0 343888 Contribution  Posted 04/30/2021  SMO0003 05/06/2021 05/06/2021

eSERS Guide | Contribution Reporting



5. Click Save (this will populate information).

Employer Reporting Header Information v Status Count: v

Employer Reporting Header ID : Header Type: Contribution Total Record Count
Reporting Source : Manual Header Status : Posted

* Contribution Cycle Code: | BWK0001 v Posted with wamings
Ime: v Review

Sent Date: 06/27/2023 Posted Date : Valid

File Name : UniqueD Yoid

m Void Record Export To Excel

Total Regular Employoe Pro-Tax Contributions : $0.00 Total Empioyoe Eamnings (System Calculated) : $0.00
Total Regular Employee Post-Tax Contribution : $0.00 Total Employee Earnings (Submitted) : 50.00
Total Reemployed Employee Pre Tax Contribution : $0.00 ‘Total Employer Cantributions (System Calculated) : S0.00
nploys Tax Contribution : $0.00
SSN: Eamings Code Type: | All v Record Status: | Review v Filter
() Contribution Record D SSN  Name Period BeginDate Peri ing: iceDays Hours Eamings Employee Pre-T: ibut ployee ibutions  Employer Contributions Record Status

No records to display.




Once you click Save in the previous step, the system carries over the information from the
prior header that you are copying, and populates detail records, as shown below, in the
Contribution Information panel.

The Social Security numbers, last names, period begin and end dates, and earnings
codes are all populated for you. The information not populated are the dollar amounts
of earnings and contributions. Zeros are reflected in the detail records, as well as in the
totals above the detail records.

Use this button if you need to add an additional record that was not reported
during the last payroll cycle (was not carried over when you copy-forwarded
the header).

Use this button if an individual populated from the last payroll cycle and
they are not being reported with this new file. Check the box next to the
Contribution Record ID and click Void Record.

New

Void Record

Employer Reporting Header Information

Employer Reporting Header ID: 347272 Header Type: Contribution Total Record Count 2
Reporting Source : Manual Header Status : Review Posted 0

* Contribution Cycle Code : BWK0001 “PayDate: 07/12/2023 Posted with wamings 0
Ime: Contractor: | v Review 2

SentDate: 06/27/2023 Posted Date : Valid 0

File Name : Unique ID Void o

Contribution Information v
B EEES =

Total Regular Employee Pre-Tax Contributions :

Total Regular Employee Post-Tax Contribution :

$0.00

$0.00

Total Employee Eamings (System Calculated) : 50.00

Total Employee Eamings (Submitted): 50.00

Total Reemployed Employee Pre Tax Contribution : 5000 Total Employer Contributions (System Calculated): 50.00
Total Reemployed Employee Post Tax Contribution : $0.00
SSN: Eamings Code Type : | Al v Record Status: | Review Filter
Employee Employee
[ Contribution Record ID SSN Name Period BeginDate  Period EndDate  EamingsCode ServiceDays Howrs Eamings  Pre-Tax Post-Tax  Employer Contributions  Record Status

Contributions ~ Contributions

O 146284956 Bruno Madrigal ~ 06/29/2023 07/12/2023 o1 o 000  $0.00 $000 $0.00 $0.00 Review

O 1a628497 Scott Seas 06/29/2023 07/12/2023 01 o 000  $0.00 $0.00 $0.00 $0.00 Review
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Steps (continued):

6. Check the box next to the record(s) you wish to update in the Contribution Information
Panel.

7. Click Open.

=
Employer Reporting Header Information v Status Count: v

Employer Reporting Header ID: 347272 Header Type: Contribution Total Record Count 2
Reporting Source: Manual Header Status : Review Posted 0

+ Contribution Cycle Code : BWK00O1 ~Pay Date: 07/12/2023 Posted with warnings 0

e : Contractor: | Review 2

Sent Date: 06/27/2023 Posted Date: Valid 0

File Name : Unique ID Void o

Contribution Information v

7 Total Regular Employee Pre-Tax Contributions : 50.00 Total Employee Earnings (System Calculated) : $0.00
-

Total Regular Employee Post-Tax Contribution :  $0.00 Total Employee Earnings (Submitted) : $0.00

Total Reemployed Employee Pre Tax Contribution : 50 00 Total Employer Contributions (System : 000

Total Reemployed Employee Post Tax Contribution: 50,00

SSN: Earnings Code Type: | Al v Record Status: | Reyiew v Filter

Employee Employee
[J  Contribution Record ID SSN Name Period BeginDate  Period EndDate  Eamings Code  ServiceDays Hours Eamings  Pre-Tax Post-Tax  Employer Contributions  Record Status
Confributions  Contributions

14628496 Bruno Madrigal  06/29/2023 07/12/2023 o1 0 0.00 $0.00 $0.00 $0.00 $0.00 Review

0O 14628497 Scott Seas 06/29/2023 07/12/2023 o1 0 0.00 $0.00 30,00 $0.00 5000 Review




The employee’s SSN and last name are already populated, along with the period begin
and end dates and the earnings code.

Steps (continued):

8. Enter the following information:
= Service Days
= Hours

= Employee Pre-Tax or Post-Tax Contributions (10%)
= Employee Earnings (Submitted)

9. Click Save.

Contribution File Corre..* % Employer Reporting Head..  Employer Reporting Cont. * X 4= Displaying page 2 of 2.

[Record displayed. Please make changes and press SAVE. |

9
-

Employer Reporting Header Information

Employer Reporting Header ID : 347272 Header Type: Contribution Header Status : Review

PayDate: 07/12/2023 Contribution Cycle Code :  BW/K0001

Contribution Information

Contribution Record ID: 14628496 Record Status: Review Suppress Waming: [
*SSN:
FirstName: | guno Middie Name : “LastName: | naarigal

Name Suffix :

* Period Begin Date : | 06/29/2023 <) *Petiod End Date : | 07/12/2023 =]

* Earnings Code : | 01 - Regular Contribution ~
Service Days: |10 Hours : 20
8 L Employee Pre-Tax Contribution: | $250.00 Employee Post-Tax Contribution: | $0.00
Employee Eamings(Submitted) ] Employee Earnings (Sys. Calc) $0.00 Employer Contribution (Sys. Calc) $0.00
Employment Status Effective Date : =) Employment Status Code : v

Validation Information

[ MessagelD Error/Warming Severity

No records to display.
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Once the record is saved, it will display any errors or warnings in the Validation
Information panel. Once the errors or warnings are resolved (if applicable), continue to
the next record(s).

Steps (continued):
10. Click on the left arrow or right arrow.

Contribution File Corre..* 3 Employer Reporting Head... » Employer Reporting Cont...* xl 4= Displaying page 2 of 2 I

[Record displayed. Please make changes and press SAVE. | 1 0
L]

Employer Reporting Header Information

|

Employer Reporting Header ID: 347272 Header Type: Contribution Header Status : Review

Pay Date: 07/12/2023 Contribution Cycle Code : BWK0001

Contribution Information

|

Contribution Record ID: 14628496 Record Status: Review Suppress Warning: ()
“SSN:
FirstName:: | Bruno Middle Name : *LastName: | padrigal
Name Suffix : -
* Period Begin Date : | 0p/29/2023 [ * Period End Date: | 07/12/2023 ]
* Earnings Code : | 01 - Regular Contribution v
Service Days: |10 Hours: |50
Empioyee Pre-Tax Contribution: | $250.00 Employee Post-Tax Contribution: ' 50.00
Employee Eamings(Submitted) 52500.0 ] Employee Earnings (Sys. Calc) 50.00 Employer Contribution (Sys. Calc) $0.00
Employment Status Effective Date : [a] Employment Status Code : v

Validation Information

|

) MessagelD Error/Waming Severity

Mo records to display.

The system brings up the next record. Repeat these steps until all records are updated
with the required information. If you have multiple individuals who need contribution
information, follow the previous steps.

Contribution File Corre..* % Employer Reparting Head... » Employer Reporting Cont.* X Displaying page 1 of 2. =

[ Al changes successfully saved. ]

Employer Reporting Header Information

|

Employer Reporting Header ID: 347272 Header Type : Contribution Header Status : Valid

PayDate: 07/12/2023 Contribution Cycle Code : EWK0001

Contribution Information

|

Contribution Record ID: 14628497 Record Status: valid Suppress Warning: [
*SSN: [L:i ]
First Name: | scoft Middie Name : *LastName: | szas
Name Suffix : -
*Period Begin Date: | (/29,2023 =) *Period End Date: | 07/12/2023 =]
*Earnings Code : | 01 - Regular Contribution hd
Service Days: | 10 Hours: | g0.00
Employee Pre-Tax Contribution: | 250,00 Employee Post-Tax Contribution: | 0,00
Employee Eamings(Submitted) | $2,500 00 Employee Earnings (Sys. Calc) $2,500.00 Employer Contribution (Sys. Calc) $350.00
Employment Status Effective Date : =) Employment Status Code : v

|

Validation Information

) MessagelD Eror/Warning  Severity

No records to display.




On the final record, both the header and detail records will change to a valid status once
you have updated the required fields and clicked Save. This means you are ready to
submit this file for posting.

Steps (continued):

11. Click on Employer Reporting Head... in the navigation path to take you to the
Employer Reporting Header Maintenance screen so you can submit your file for
posting.

Contribution File Corre..* » Employer Reporting Head I Emplnyemepumngcnm,,l X 4= Displaying page 2 of 2.

[ Record displayed. Please make changes and press SAVE. | 1 1
|

= e

Employer Reporting Header Information

PayDate: 07/12/2023 Contribution Cycle Code : BWK0001
Contribution Information v
Contribution Record ID: 14628436 Suppress Warning: ]

sssi: | |
FirstName: | Bruno Middie Name : *LastName: | padrigal
Name Suffix -
* Period Begin Date : | gg/29/2023 ] * Period End Date : | 7/12/2023 ]
* Earnings Code : | 01 - Regular Contribution v
Service Days: |10 Hours: | g0.00
Employee Pre-Tax Contribution: | $250.00 Employee Post-Tax Contribution: | 50,00
Employee Earnings{Submitted) | §2,500.00 Employee Earnings (Sys. Calc) $2,500.00 Employer Contribution (Sys. Calc) $350.00

Employment Status Effective Date : (=) Employment Status Code : v
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The Employer Reporting Header Maintenance screen is populated with information based
on the detail records that were created.

Steps (continued):

12.Click Submit for Posting.

= D e 12.
Employer Reporting Header Information v Status Count: v

Employer Reporting Header ID : 347272 Header Type: Contribution Total Record Count 2
Reporting Source : Manual Header Status : Valid Posted 0

« Contribution Cycle Code : BIWK00D1 “Pay Date: 07/12/2023 Posted with wamings [
e Contractor: | v Review o

Sent Date: 06/27/2023 Posted Date : Valid 2

File Name : Unique 1D : Void o

Contribution Information v
BB EE

Total Regular Employee Pre-Tax Contributions : $500.00 ‘Total Employee Eamnings (System Calculated) : $5,000.00
Total Regular Employee Post-Tax Contribution : $0.00 ‘Total Employee Earnings (Submitted) : $5,000.00
ploy Tax Contribution : $0.00 Total Employer Contributions (System Calculated) : $700.00

Total Reemployed Employee Post Tax Contribution : $0.00

SSN: [L;,i ] Eanings Code Type: | Ajl ~ Record Status : | Reyiew v Filter

[ ConfributionRecordID SSN Name Period BeginDate Period EndDate Earnings Code  ServiceDays Hours  Eamings Employee Pre-Tax Contributi Employee Post. ibut Employer

No records to display.




Once a report is submitted for posting, it becomes read-only. The header status changes
to Posting in Progress, and will change to Posted once information is processed.

Once your Header Status shows that the file has been posted, you can now go to the
Payment Remittance application and submit your payment.

Refresh

Employer Reporting Header Information ~ [ status count: v

Employer Reporting Header ID: 347272 Header Type : Contribution Total Record Count 2

Reporting Source : Manual Header Status : Posted Posted 2

* Contribution Cycle Code: BWKODO1 “Pay Date: 07/12/2023 Posted with warnings o

me: Contractor : Review 0

SentDate: 06/27/2023 Posted Date : 06/27/2023 Valid o

File Name : Unique ID : Vvoid 0

Contribution Information v
o | ovrirore

Total Regular Employee Pre-Tax Contributions : $500.00 Total Employee Eamings (System Calculated) : $5,000.00
Total Regular Employee Post-Tax Contribution : 5000 Total Employee Eamings (Submitted) : $5000.00
Total Reemployed Employee Pre Tax Contribution: 50.00 Total Employer Contributions (System Calculated) : 570000

Total Reemployed Employee Post Tax Contribution : $0.00

SSN: [L,7,7 ] Eamings Code Type: | ay v Record Status: | Reyiew v Filter

[ ContributionRecordID SSN Name PeriodBeginDate Period EndDate EamingsCode ServiceDays Hours Eamings Employee Pre-Tax Contributi Employee Post ibuti Employer

No records to display.

Submitting a contribution record will result in the member’s account reflecting a pending
transaction.

Dollar amounts are not considered available in the member’s account until the employer
submits both the contribution record and payment for the corresponding liability created.
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Submitting a Zero File

Districts are required to submit zero files for earnings periods listed in the payroll
schedule that will not have reporting sent to SERS. This creates a record that there were
not any SERS contributions for this time period. If a zero file is not submitted, penalties
will generate off the missing information.

Steps:

1. Select Contribution File Correction and Manual Contribution Entry.

Employer Reporting w

Upload Contribution Files

Contribution File Correction and Manual
1 n Contribution Entry

Upload Enrollment Files

Create and Correct Enrollment Files

2. Click Create New.

Unposted Employer Reporting Header

Following are the Employer Reporting Headers with Details that need to be reviewed and/or corrected. Submit the Valid status Employer Reporting Header for Posting.

Advanced Search Click this button to perform an advanced search of all submitted employer report files.

[J  HeaderID, Header Type HeaderStatus Pay Date S Received Date  Contractor  Submit For Posting

No records to display.

Create New Employer Reporting Header

Select a Header Type to create a new Employer Reporting Header. Detail records must be entered manually.

*Header Type: | Contribution v 2.
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From the dropdown menu, choose your Contribution Cycle Code.
Enter the Pay Date for the earnings period that will not have anything to report.
Select the Contractor from the dropdown menu, if applicable.

Click Save.

N o o koW

Select the New button that appears in the Contribution Information panel.

6 Yeare
L]

Employer Reporting Header Information

Employer Reporting Header ID: 347273 Header Type : Confribution

Reporting Source : Manual Header Status :

3 -  Contribution Cycle Code_BWK000T 4 - - Pay Date: 07/12/2023

L}
SentDate: 0A/77/2073 Posted Date: Valid

Flle Name : Unique 1D :

Contribution Information

y Al - [ o= [ o [ e
L}

Total Regular Employee Pre-Tax Contributions: 5000 Total Emplayee Eamings (System Calculated): 50.00
Total Regular Employee Post-Tax Confribution: 50 01 Total Employee Earnings (Submitted) : 5000
Total Reemployed Employee Pre Tax Contribution : 5U.0u Total Employer Contributlons (System Calcuiated) : 5u.0u

Total Reemployed Employee Post Tax Contribution : $0.00
SSN: Eamings Code Type: | Al v Record Stalus: | Review v Fer

] ContributionRecordID SSN Name Period BeginDate PeriodEndDate  EamingsCode  ServiceDays Hours Eamings  Employ Tax Contributi ploy ibutic Employer Contributi Record Status.

No records to display.
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8. Enter the Employee SSN
9. Click Save.

= You will get errors in the Validations panel for missing information. These items
are not needed and will be taken care of later.

10.Click Employer Reporting Head... in the navigation path.

Displaying page 1 of 1.

Contribition File Core I Fmployer Reparting Head )| IFI“I‘"DH Reparting Cont * X
[All changes successfully saved. ] 1 0
u
9 “ fere
=

Employer Reporting Header Information

Employer Reporting Header ID: 347276 Meader Typa: Contribution Header Status: Review

PayDate: 07/12/2023 Contribution Cycle Code: BWKD0DG

Contribution Information v

Contribution Record ID: 14628500 Record Status: Review Suppress Waming: (]

8. -

FHirst Name : Migdie Name : * Last Name :
Name Suffix : -
* Period Begin Date : =] * Period End Date : 5]
* karnings Code : v
Service Days: | g Hours - [

Employee Pre-Tax Contribution: | 50,00 Employee Post-Tax Contribution: | 50,00

Employee Eamings{Submitted) 30,00 Employee Eamings (Sys. Calc) 50.00

Employer Gontribution (Sys. Gaic) 50.00

Fmployment Status Fifective Date

Employment Status Code - -

Validation Information

(u) Ertor / Warning
O mnoz Last Name is required. Eror
o Earmings Code Is required. Ermor
o Period Begin Date is required. Cror
O nz2 Period End Date is required.

Ol
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11. Checkmark the box next to the Contribution Record ID for the record that was
created.

12.Click Void Record.
13.Click Save.

13
L]
Employer Reporting Header Information v [ status Count v

Employer Reporting Header ID : 347273 Header Type: Contribution Total Record Count 1
Reporting Source : Manual Header Status : Review Posted []

* Contribution Cycle Code : BWK0001 *PayDate: 07/12/2023 Posted with warnings o
me: Contractor: |~ Review 1

SentDate : 06/27/2023 Posted Date: Valid 0

File Name Unique ID : Yoid 0

Contribution Information v
El B S EE

1 2 Total Regular Empioyee Pre-Tax Contributions : 30,00 Total Employee Earings (System Calculated) : $0,00
u

Total Regular Employee Post-Tax Contribution : 50,00 Total Employee Earnings (Submitted) : $0.00

Total Reemployed Employee Pre Tax Contribution : S0 00 Total Employer Contributions (System Calculated) : $0.00

Total Reemployed Employee Post Tax Contribution : 50,00

SSN: Eamings Code Type: | Al v Record Status: | Review v Filter

Employee  Employee
Contribution Record ID SSN Name Period Begin Date  Period End Date  Earnings Code  ServiceDays Hours  Earnings Pre-Tax Post-Tax Employer Contributions ~ Record Status
Contributions ~ Contributions

14628498 ] 000  $0.00 $000 000 5000 Review
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14.When you click Save, eSERS validates the 0 file. You are now able to click Submit for
Posting.

=3 2 e T 14
|
Employer Reporting Header Information v Status Count: ~

Employer Reporting Header ID: 347273 HeaderType: Contribution Total Record Count 1
Reporting Source : Manual Header Status : valid Posted 0

* Contribution Cycle Code: 8WKO001 «Pay Date: 07/12/2023 Posted with warnings 0
mc: Contractor: Review 0

SentDate: 06/27/2023 Posted Date : alid 0

File Name : Unique ID : Void 1

Contribution Information v
[ new | oven [ woarecon [ oponrona:

Total Regular Employee Pre-Tax Contributions : 50,00 Total Employee Earnings (System Calculated) : 50,00
Total Regular Employee Post-Tax Contribution : $0.00 Total Employee Eamnings (Submitted): $0.00
Total Reemployed Employee Pre Tax Contribution :  $0.00 Total Employer Contributions (System : 50.00

Total Reemployed Employee Post Tax Contribution : 0,00

SSN: [L:i ] Earnings Code Type: | Al - Record Status: | Review v Filter

[C]  Contribution RecordID SSN Name Period Begin Date Period End Date  Earnings Code  Service Days Hours Eamings Employee Pre-Tax ibuti Employee Post: ibuti Employer ibuti Record Status

No records to display.

What Happens Next?

When a zero file is posted, eSERS will recognize that there were not any SERS members
to report, and penalties will not be assessed.
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Correcting Contribution Records Overview

When a contribution file is uploaded or created manually, the contribution records will go
through a validation process. During this process, the system looks for any information
that is inaccurate or questionable, and an error, warning, or message will appear on that
record for you to review.

When a file is uploaded that has errors or warnings on any of the detail records, a

message will appear on the Message Board to let you know you must correct the records
prior to the records posting.

Message Type: Action Required Received Date : 06/27/2023 11:26:16 AM

Message Subject : File Upload Successful with Some Error Read On: 06/27/2023 11:26:40 AM

Records
Attachment :
Uploaded file was successfully processed. Employer

Reporting Header and Details have been created. Some of

fthe Detail records have either error or warning messages

Message :
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Correcting Contribution Records

If you receive a message on your message board indicating a contribution file has errors
or warnings, the corrections must be made before you can submit the file for posting.

Steps:
1. Select the Contribution File Correction and
Manual Contribution Entry menu item. Upload Contribution Files

. . . . . . Contribution File Correcti nd Ma I
2. The file with errors or warnings will be in Review 1. | cobutonenty o

status within the Unposted Employer Reporting
Header panel. Click the hyperlinked Header ID to
open and correct the file. Create and Correct Enroliment Files

Unposted Employer Reporting Header

Following are the Employer Reporting Headers with Details that need to be reviewed and/or corrected. Submit the Valid status Employer Reporting Header for Posting.

Advanced Search Click this button to perform an advanced search of all submitted employer report files.

[]  Header ID, Header Type Header Status Pay Date c::u;:lre' Cod Received Date  Contractor  Submit For Posting

Upload Enroliment Files

2. O | 346841 Contribution  Review 07/23/2021 BWKO0001 09/09/2021

Please Note:
A Advanced Search: If you are looking for a specific header, this button will bring

you to a screen in which you can enter detailed criteria, such as header status,
posted date, and contractor ID.
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This screen gives information for each record uploaded or manually entered into eSERS.
A user is able to view records that are valid, need corrected, or have been voided, as well
as view a list of all errors for the records within the file.

Employer Reporting Header Information v

Employer Reporting Header ID : 347264 Header Type: Contribution Total Record Count 5
Reporting Source : File Upload Header Status : Review Posted 0
* Contribution Cycle Code : BWK0006 *Pay Date: 06/28/2023 Posted with wamings 0
SentDate: 06/27/2023 Posted Date : Valid 2
File Name : 2023-06-27-10-50-54_SERS2023_06_ Unique ID: 20230627104943 Yoid 1

27-guide TXT

Contribution Information

(1] e

|

Total Regular Employee Pre-Tax Contributions : $1288.72 Total Employee Eamnings (System Calculated) : $12,88720
Total Regular Employee Post-Tax Contribution : 50.00 Total Employee Eamings (Submitted) : $12,887.23
Total Reemployed Employee Pre Tax Contribution : S0.00 otal Employer Contributions (System Calculated) : $180421

Total Reemployed Employee Post Tax Contribution : $0.00

SSN: Eamings Code Type: Al

v Record Status: | Review d Filter

Employee Employee
1 || contribution Record ID SSN Name Period BeginDate  Period End Date  Eamings Code  Service Days Hours  Earnings Pre-Tax Post-Tax Employer Contributions ~ Record Status
Contributions  Centributions

O § 14628488 ANNA GUZMAN  06/15/2023 06/28/2023 0 30 5500  §$1,059.90 $105.99 $0.00 814839 Review

O § 14528490 ROSE COCO 06/15/2023 06/28/2023 04 0 000 $10,00000  $1,000.00 §0.00 $1,400.00 Review

Validations

Message Countl|  Severity

Enrollment is required for the Member. Error

Service Days are invalid Error

Reported Last Name does not match the system records.

Warning

You are able to view records that need corrected by clicking one of the following:

= Review hyperlink in the Status Count panel

= Individual Contribution Record ID in the Contribution Information panel

= Count hyperlink in the Validations panel in the Employer Reporting Header
Maintenance screen

In this example of reviewing errors and warnings, we will be using the Review hyperlink
in the Status Count panel. By doing this, the user is able to correct a contribution record,
and then move onto the next contribution record without having to bounce in and out of
screens.
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Once you have clicked on the Review hyperlink in the Status Count panel, the first
contribution record that is in error or warning status populates and you are able to correct
the information.

This record has both a warning and an error that must be addressed.

Contrbution File Corre... y Employer Reporting Head... 3 Employer Reporting Cont.. X IM— U Slng the arrows Wl ” a"ow the
[ Record displayed. Please make changes and press SAVE. | user tO move to the next reCO rd
=

Employer Reporting Header ID : 347264 Header Type : Contribution Header Status : Review
Pay Date: 06/28/2023 Contribution Cycle Code : BWK0006
Contribution Record ID: 14628488 Record Status: Review Suppress Warning:  [J
“SSN:
FirstName : | ANNA Middle Name : *LastName: | GUZMAN
Name Suffix :
* Period Begin Date: | 0g/15/2023 =] * Period End Date : | 0g,28/2023 =]
* Eamnings Code : | (1 - Regular Contribution v
Service Days: | 30 Hours: | 55,00
Employee Pre-Tax Contribution: | $105.99 Employee Post-Tax Contribution: | 50,00
Employee Earnings(Submitted) | §1059.93 Employee Eamings (Sys. Cale) $1,059.90 Employer Contribution (Sys. Calc) §148.39
Employment Status Effective Date : =] Employment Status Code : v

Validation Information

O] MessageID Error / Warning Severity
0O 1163 Service Days are invalid. Error
O 1207 Service Days cannot be greater than number of calendar days between Period Begin Date and Period End Date.  Warning

The error states that the Service Days are invalid and the warning advises that the
number of days being reported are greater than the days in the earnings period.

Typically, when this happens, it is for a coach that gets paid once their contract has
ended. Users are allowed to report higher days within an earnings period, but the correct
Earnings Code needs to be used.

In this example, the 02 — Supplemental earnings code will need to be used. The
supplemental earnings code will allow a user to report more days than the earnings
period will allow.
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Steps for Correction:

1. Change the earnings code to an 02 — Supplemental earnings code.

2. Click Save.

= By clicking Save, the information is resubmitted to eSERS and the Record
Status will change from Review to Valid.

3. If there are multiple records to be corrected, click the arrow at the top of the
screen.

= Depending on what record you are correcting, you will either click the right
arrow or left arrow to move to the next record in review.

Contribution File Corre.. 3 Employer Reporting Head... » Employer Reporting Cont.. X I Displaying page 1 of 2. = I 3
L]

[All changes successfully saved. ]

2
]
Employer Reparting Header Information v

Employer Reporting Header ID : 347264 Header Type : Contribution Header Status : Review
Pay Date: 06/28/2023 Contribution Cycle Code : BWK0006
Contribution Record ID: 14628488 Record Status: valid Suppress Warning: [ &
*SSN:
FirstName: | AnnA Middle Name : *LastName: | GUZMAN
Name Suffix :
*Period Begin Date : | 0g/15/2023 (=] * Period End Date : | 05/28/2023 [
1 - I *Earnings Code: 02 - Supplemental v I
Service Days: | 30 Hours: | 5500
Employee Pre-Tax Contribution: | §105.99 Employee Post-Tax Contribution: | 50,00
Employee Eamings(Submitted) | §1,059.93 Employee Earnings (Sys. Calc) $1,050.90 Employer Contribution (Sys. Calc) §148.39
Employment Status Effective Date : =] Employment Status Code : v

Validation Information

O MessageD Error/Warning Severity

No records to display.

An Error cannot be suppressed. It needs to be corrected prior to submitting
A your file.
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This record has a warning that must be addressed.

The warning references the employees last name and that it doesn’t match SERS’

records. This can happen when an employee gets married, divorced, or the User entered
it in error.

If the employee has gotten married or divorced, call Employer Services. [f it was entered
in the report incorrectly, you can correct it in the contribution record screen.

Steps for Correction:

1. Update the last name on the screen
= In this example, the first name and last name were transposed.

2. Click Save.

3. Once you have reached the last record to correct, you will click on Employer
Reporting Head... in the navigation path.

Contribution File Corre... i Employer Reporting Head. j Employer Reporting Cont.* X 4= Displaying page 2 of 2.
[ Record displayed. Please make changes and press SAVE. | u
2. =
-
Employer Reporting Header ID : 347264 Header Type : Contribution Header Status : Review
PayDate: 06/28/2023 Contribution Cycle Code : BWKD006&
Contribution Record ID: 14628490 Record Status: Review Suppress Warning: )
*SSN: [L;'f ]
FirstName: | Rosg Middle Name ; 1 - I “LastName: | coco I
Name Suffix : -
* Period Begin Date : | 5/15/2023 =) * Period End Date : | 05 /28/2023 ]
* Earnings Code: | 04- Stretch Pay ~
Service Days: 0 Hours: | o
Employee Pre-Tax Contribution: | §1000.00 Employee Post-Tax Contribution: | 50,00
Employee Earnings(Submitted) | $10,000.00 Employee Earnings (Sys. Calc) $10,000.00 Employer Contribution (Sys. Calc) $1.40000
Employment Status Effective Date : = Employment Status Code : ~
] MessagelD Error/ Warning Severity
O 1204 Reported Last Name does not match the system records. ~ Warning

Once the record is saved, both the contribution record and the header will change to a
Valid status.

The header will change to a Valid status only if all records are in a Valid status. Since

this is the last record that needed corrected, the header changed to Valid status upon
resolution of the warning.

This file will now need to be submitted for posting.
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Steps (continued):

4. Click Employer Reporting Head... in the navigation path to get back to the Employer
Reporting Header Maintenance screen where you will be able to submit your file for

posting.

Employer Reporting Contribution Maintenance ‘ ~r— ‘ « Previ ~ Collapse | —— v‘@

Contribution File Corre.. 3 Employer Reporting Head... S| Employer Reporting Cont.. X 4= Displaying page 2 of 2.

[All changes successfully saved.]

=2
Employer Reporting Header Information v

Employer Reporting Header ID: 347264 Header Type : Contribution Header Status : Valid

PayDate: 05/28/2023 Contribution Cycle Code : BWK0006

Contribution Information

|

Contribution Record ID: 14628490 Record Status: valig Suppress Warning: [
“SSN: [ ]
FirstName: | Coco Middle Name : “LastName: Rose
Name Suffix : -
* Period Begin Date : | 0g/15/2023 B * Period End Date: | 6/28/202% s}
* Eamnings Code: | 04- Siretch Pay ~
Service Days: |0 Hours: | o
Employee Pre-Tax Contribution: | $1,000.00 Employee Post-Tax Contribution: | 50.00
ploy S, ploy! §
Employee Eamings(Submitted) | $10,000.00 Employee Earnings (Sys. Calc) $10,000.00 Employer Contribution (Sys. Calc) $1400.00
ploy g $10; ploy g 3
Employment Status Effective Date : [ Employment Status Code : -

|

Validation Information

(] MessagelD Error/Waming ~Severity

No records to display.




Once the file is valid, a Submit for Posting button will appear on the Employer Reporting

Header Maintenance screen.
Steps (continued):

5. Click Submit for Posting.

Confribution File Corre... » Employer ReportingHead.. 3 4= Displaying page 2 of 2.

[ Record displayed. Please make changes and press SAVE. ]

=3 e

Employer Reporting Header Information

Employer Reporting Header ID: 347254 Header Type: Contribution

Con [ on | wisrowra | moonrozen

Total Regular Employee Pre-Tax Contributions : §1,286.72
Total Regular Employee Post-Tax Contribution : 50,00

Total Reemployed Employee Pre Tax Contribution : 30 00

Total ploy Tax ibution: $0.00

SSN: [L:f ] Earnings Code Type : | 4|

[} ContributionRecordID SSN  Name Period BeginDate  Period End Date  Earnings Code  ServiceDays Hours  Earnings

No records to display.

Reporting Source : File Upload Header Status : Valid

* Contribution Cycle Code : EWK0008 *PayDate: 06/28/2023
mc: Contractor : v
Sent Date: 06/27/2023 Posted Date :
File Name : 2023-06-27-10-50-54_SERS2023_06_ Unique ID: 20230627104943
27-guide TXT

Employee Pre-Tax

Total Employee Earnings (System Calculated) : $12,887.20

v Status Count: v

Total Record Count 5
Bosted o
Posted with warnings 0
Review 0

Contribution Information v

Total Employee Eamings (Submitted) :

Total Employer Contributions (System :

Record Status: | Review

$12887.23

$1804.21

Employee Post buti Employer

Record Status
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Once a header is submitted for posting, it becomes read-only. The header status changes
to Posting in Progress, and will change to Posted once the information is processed.

Employer Reporting Header Information v f| status count: v

Employer Reporting Header ID: 347264 Header Type: Contribution Total Record Count 5
Reporing Serce: FieUpea Fosted .
« Contribution Cycle Code : BWK0006 *PayDate: 06/28/2023 Posted with warnings [
ne: Contractor : Review [
SentDate: 06/27/2023 Posted Date: 06/28/2023 Valid o
File Name : 2023-06-27-10-50-54_SERS2023_06_ Unique ID: 20230627104943 Void 1

27-guide. TXT

Contribution Information o
=

Total Regular Employee Pre-Tax Contributions : 31,28872 Total Employee Earnings (System Calculated) : $12,887.20
Total Regular Employee Post-Tax Contribution : 30.00 Total Employee Earnings (Submitted) : $12.887.23
Total Reemployed Employee Pre Tax Contribution : $0.00 Total Employer ibutions (System 1 8180421

Total Reemployed Employee Post Tax Contribution : 50,00

SSN: [L:f ] Eamings Code Type: | Al v Record Status: | Review v Filter

] Contribution Record ID SSN Name Period BeginDate Period EndDate  EamingsCode ServiceDays Hours Earnings Employee Pre-Tax Contributi Employee Post. ibuti Employer Contributi Record Status

No records to display.

What Do | Do Next?

Now that the file is posted, the user can go into the Payment Remittance application and
submit payment via ACH Debit or EFT.
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Validation Information

Types of Contribution Errors, Warnings, and Messages

ERRORS

Error Message Cause

= Service days and hours are required fields for specific

Service days and hours earnings codes, such as 01 — regular contribution.

must be greater than zero . 51y \when the Contribution Record is correct with no days

and hours, use the 04 — Stretch Pay earnings code.

= |f a Member Enroliment Record was not entered prior to
contributions being reported.

= [f it has been more than six months since the member has
contributed.

= [f the Social Security number differs between the Contribution
Record and Member Enrollment Record:

v' Check if the Contribution Record has the wrong Social
Security number, then correct the number in the
Contribution Record, and click Save.

v" Check if the Member Enroliment Record was entered
Enroliment is required for with the incorrect Social Security number. Because a
member new Member Enrollment Record must be entered in
eSERS, call Employer Services to remove the incorrect
enrollment. A copy of the member’s Social Security card
or 19 will be required.

= |f you receive this error, and the person is a recent retiree
who has not returned to work, please call Employer Services
for assistance. Do not enter in a Member Enrollment Record.

Please Note: Once a Member Enroliment Record is entered
and posted, go back and click Save on the Contribution Detail
Record. This resubmits the contribution information to eSERS.
Call Employer Services at 877-213-0861 if the error is not
removed; do not enter another Member Enroliment Record.

= Verify the days being reported are correct.

Service days are invalid = The number of days cannot be greater than the number of

(error) and Service days days between the period begin date and period end date in a
cannot be greater than pay schedule. , .

number of days between - Example: If you are reporting under a biweekly schedule,
period begin date and a biweekly schedule has 14 days between the period begin
period end date (warning) date and period end date.

= Change the earnings code to 02 — Supplemental. This allows
a greater number of days to be submitted.
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= The 03 — Retro earnings code can only be used when there
is a retroactive pay increase for the employee.

» The earnings period begin date and end date must be for a
prior reporting period where the contribution would have been
reported.

Retro contributions
cannot be reported for the
current pay period

Reminder: If you missed reporting a contribution for an
employee, use a “Missed Contribution” earnings code (91, 92,
94), and not a Retro Pay.

= The regular file must be posted before the adjustment file can
post.

Adjustment cannot be

posted without original

transaction. For missed

contribution use different

earnings code = A “Pending member account transaction exists for the
adjustment” warning may appear. Click Suppress Warning,
and then the Save button.

= Once the original file has posted, open the Contribution
Record in the adjustment file, and click the Save button. This
resubmits the adjustment information to eSERS.

Net adjusted value cannot = You cannot subtract more than what was reported. Review
be below zero the original transaction.

Service Days, Hours and

Contribution must be You cannot have a positive and a negative in the same
either positive or negative Contribution Record.

in a Contribution Record

»= The period begin date and/or the period end date in the

Period begin date and end Contribution Record(s) do not match the payroll schedule.

date do not match any .

Change the period begin and end dates in the Contribution
payroll schedule

Record(s) to match the payroll schedule being used, and
then click Save.

= A contribution header was created for a pay date and
contribution cycle code in which the current begin and end
dates for the reporting period do not exist.

Period begin and end
date do not match payroll
schedule for the given

contribution cycle code s« |f your period begin date and end date do not match your

and pay date payroll schedule, you may need to change the dates in your
contribution file to match the payroll schedule, or you may
need to enter a new payroll schedule. Call Employer Services
at 877-213-0861 for any assistance.

Review the payroll schedule(s); one may need to be
extended to cover future pay periods.
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WARNINGS

Reminder: Please review all warnings for accuracy before suppressing the warning.

Warning Action

Net service days cannot be
greater than 92

Unreasonable rate of pay

Reported earnings do not
match system calculated
earnings

Reported last name does not
match system records

Possible duplicate contribution
record for the member. Verify
the contribution record for
accuracy

Contribution type (pre-tax or
post tax) is not the same as
last received contribution for
this member for this employer.
Verify the contribution record
of accuracy

Suppress the warning.

This is received when there is a large amount of
earnings with a small amount of days reported.

Was a Compensation Determination completed to
determine if the contributions should be reported?

Suppress the warning. There will be follow up from
Employer Services.

Verify the contribution submitted is correct.

Change the earnings you are reporting to match
the system calculated earnings, click Save, and the
record will become valid.

Suppress the warning, and click Save.

Suppress the warning, and click Save.

Call Employer Services and update the last name
to ensure you will not receive this warning on future
reports.

Another contribution record for this member for the
same pay period exists.

Verify to make sure both records are necessary.

The last posted regular contribution record for the
member and employer is in a different bucket (pre-
tax or post-tax) than the current contribution record.

For more information on earning codes, visit our website at www.ohsers.org/
employers for the How To: Earning Codes for Contribution Reporting.
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